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CESSATION FORM

Pensions Helpdesk (01224) 264264
E-mail: pensions@nespf.org.uk

GUIDANCE NOTES 

For more detailed notes, and examples of how to complete the calculation tables, see the Administration Guide for Participating Employers.

PAGE ONE
1) Personal and employment details – please give as many details as possible.

Unique Identifier – only applicable to Councils.

Date of leaving and reason – enter date member has left or will leave service and tick as appropriate.

Enter if relevant contact details for the next-of-kin.

2) Date pension contributions paid to – this box is only completed when a member has finished work on a certain date but has not been paid up to that date. It will apply in the cases of non-return from leave. It does not apply for ill health. If a member goes on maternity leave and then opts not to return after the unpaid period has begun then the leave date will be the date that she left, while the date contributions are paid to will be the date that her maternity pay ceased.  If the date is the same as the date of leaving, leave this box blank.
Pension Conts from date of last recording – Total of member’s contributions from 1st April of current financial year to leave date.

Contracted-out earnings – This is the amount of earnings that the member paid lower-rate NI Contributions on. To calculate the contracted-out earnings add together columns 1b) and 1c) in HMRC form P14 “End of Year – Employee Summary”, from 1st April to date of leaving. 

3) Part-time hours and weeks worked – in first box put number of actual hours worked, e.g. 25, and in second box put the full-time hours, e.g. 37.  Then put the number of contracted weeks if less than 52.

Additional Hours worked in current financial year: Number of additional hours member worked during the financial year to date of leaving.
Additional Hours worked in previous financial year: Number of additional hours member worked during the previous financial year.

Contributions paid yes/no – Select yes if contributions were paid on the additional hours worked during the previous financial year.
4) Additional pension contributions (APC’s, ARC’s, Added Years) – Input the type of additional contribution paid along with the amounts for the current and previous financial years.

PAGE TWO

5) AVCs – complete if relevant.

Actual Pensionable Pay for current financial year – When calculating the CARE benefits the pay used is the actual pensionable pay received for the relevant period, split over main scheme and 50/50 section. Where a member has had reduced pay due to maternity or sickness, the assumed pensionable pay should be used. If a member leaves on 31st August 2016 then the pensionable pay period is 1st April 2016 to 31st August 2016, all main scheme unless the member has opted for the 50/50 section.
Full Time Equivalent Pay – When calculating the pension benefits the pay used is that for the year ending with date of leaving (or the best of the previous two years, if necessary).  It is essential that the full time equivalent pay details are correct as they are the main component used in calculating the member’s pre 2015 pension benefits.  If a member leaves on 31 August 2016 then the pensionable pay period is 1 September 2015 to 31 August 2016. If the employee has received pay increases between these dates then the calculation will need to be split for each different rate of pay.  

Allowances – these are additional payments, generally not based on the hours worked, which are pensionable. Examples are bonuses, standby, sleep-in allowance. These are split for the periods belonging to the current and previous financial years. 
Ill health retirals and death in service – Assumed pensionable pay at date of leaving – This amount is needed for the calculation of ill health enhancements. Please provide the assumed pensionable pay calculated in accordance with the pension scheme regulations 2015.

For a copy of the LGPS Benefits and Administration Regulations contact the Pension Fund or go to www.sppa.gov.uk/local_gov/regs.htm 

FTE stand for “full time equivalent”.  WPY stands for “weeks per year”.
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	EMPLOYEE DETAILS 


	Employee Name 

(Mr/Mrs/Miss/Ms):
	 
	

	
	
	

	Home Address:


	
	Postcode:


	
	

	
	
	

	NI Number:


	
	Employer:
	
	

	
	
	
	
	

	Job Title:
	
	Department:
	
	

	
	
	
	
	
	

	Payroll Number:
	 
	Unique Identifier (if applicable):
	
	

	
	
	
	
	

	Date of Leaving:


	
	Reason:
	     Left

     FORMCHECKBOX 

	Retired

 FORMCHECKBOX 

	Died

 FORMCHECKBOX 

	

	
	
	
	
	
	
	

	If relevant Next of Kin’s name and address
	
	

	
	
	

	CONTRIBUTIONS & EARNINGS

	

	Contributions paid in final year:
	£
	Contribution rate at Date of Leaving:
	
	

	
	

	Contributions paid in previous year:
	£
	Contribution rate in previous year:
	
	

	
	

	Date contributions paid to (if different from leaving date):
	
	

	
	

	Contracted out earnings – Current Year:
	£
	Contracted out earnings – Previous Year:
	£
	

	
	
	
	
	

	PART TIME EMPLOYEES


	

	Contracted hours: 
	OUT OF
	With effect from:
	
	

	
	

	Contracted weeks: 
	OUT OF
	With effect from:
	
	

	
	

	No. of relief/casual hours worked in current financial year:
	
	

	
	

	No. of relief/casual hours worked in previous financial year:
	
	Contributions Paid:
	 Yes/No (Delete as appropriate)
	

	
	
	
	
	

	
	ADDITIONAL PENSION CONTRIBUTIONS (APC’s, ARC’s, Added Years)


	

	
	Type
	Amount Paid Current Year
	Amount Paid Previous Year
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	ADDITIONAL VOLUNTARY CONTRIBUTIONS (AVCs)


	

	Final AVC payment amount: 
	
	Date paid to provider:


	
	

	
	
	
	
	

	
	
	

	Total AVCs paid in current financial year:
	£
	

	
	
	

	
	

	Total AVCs paid in previous financial year:
	£
	

	
	
	


	ACTUAL PENSIONABLE PAY FOR CURRENT FINANCIAL YEAR
(Including Assumed Pensionable Pay)



	From
	To
	Main Scheme
	50/50 Section

	
	
	
	

	
	TOTALS:
	
	


	FULL-TIME EQUIVALENT PAY – PLEASE COMPLETE FOR ALL EMPLOYEES


	RELEVANT PERIOD

(See LGPS Benefits 
Reg. 9 - Final Pay)
	RATE OF PAY 
	AMOUNT PAID

(No. of days/365) x annual rate)

	Date from
	Date to
	No. of days
	Hourly Rate (R)
	Annual Rate

(R x FTE hours x 52*)
	

	
	
	
	
	
	

	*Use 52 weeks or whatever is applicable
	ALLOWANCES: (See LGPS Benefits Reg. 5 – Meaning of pensionable pay)
CURRENT FINANCIAL YEAR FOR RELEVANT PERIOD:

PREVIOUS FINANCIAL YEAR FOR RELEVANT PERIOD:
	

	
	TOTAL:
	


	ILL HEALTH RETIRALS AND DEATH IN SERVICE


	

	Assumed Pensionable Pay at Date of Leaving 
	£
	

	
	
	


	EMPLOYER SIGNATURE & DETAILS

	

	
	
	

	Name:
	     
	Date:
	
	

	
	
	
	
	

	Position: 
	     
	Contact Number:
	     
	

	
	
	
	
	


Please forward completed form, duly signed, to:  North East Scotland Pension Fund, Level 1, 2MSq, Marischal Square, Broad Street, Aberdeen, AB10 1LP - immediately after final pay has been processed.
PLEASE COMPLETE AS SOON AS FINAL PAY HAS BEEN PROCESSED
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