
 

 
 

 
 

London Borough of Brent 

Pension Administration Strategy (PAS) 

2023 

Contents 

 
1. Introduction 

 
2. PAS Policy Statement 

2.1 Pension Administration Strategy Statement 
2.2 Legislative Context 
2.3 Aims 
2.4 Objectives 
2.5 Documents which make up the strategy 

 

3. Service Level Agreement 
3.1 Employer Functions 
3.2 Actuarial Work 
3.3 Administrating Authority Functions 
3.4 Employer Responsibilities 
3.5 Notes to Employer Responsibilities 

 

4. Staff Charging Schedule 
 

5. Pensions Administration Strategy - Charging 
5.1 Why we need to charge 
5.2 Circumstances on when we would charge 
5.3 Monitoring after a Levey has been made on an employer 

 

6. Fees 
Annex1 

 
Appendix 1 – Regulation Extract 
Appendix 2 – Employers Guide 



 

 
 

London Borough of Brent Pension Administration Strategy (PAS) 
 

1. Introduction 
 

The Pension Administration Strategy has been updated to take account of changes to the LGPS 
regulations and the guidance from The Pensions Regulator. This revised Pension Administration 
Strategy applies to all employers, academies, and maintained schools (referred to as here as 
scheme employers or employers). 

 

The aim of this Pension Administration Strategy is to set out the quality and performance standards 
expected of the Fund and its scheme employers. The Administration Strategy will assist in clarifying 
the roles and responsibilities of both the Administering Authority and the Employing Authorities, i.e. 
those employers who participate in the Pension Fund. 

 
This Pension Administration Strategy ensures that the London Borough of Brent Pension Fund (“the 
Fund”), “the Administering Authority” (The London Borough of Brent), and employers work together 
to ensure that accurate data is submitted in a timely manner and member events are notified within 
the service level agreement set out in this document. The Fund’s strategy is to work with employers 
to achieve this and to assist and support employers to do so. 
 
A review of the strategy will take place at least every three years or as soon as possible following 
any material changes to the regulations, processes or procedures that affect this strategy. Such 
changes will be made following consultation with employers and will be reviewed and agreed by 
LBB.  Employers may submit suggestions to improve any aspect of this strategy at any time.   

 

2. Pension Administration Strategy Policy Statement 
 

2.1 Pensions Administration Strategy Statement 
 

The statement sets out the aims and objectives of the Pensions Administration Strategy and gives a 
summary of the major elements which make up the strategy. 

 

2.2 Legislative context 

 

 Local Government Pension Scheme (Benefits, Membership and Contributions) 

 Regulations 2007 (as amended) 

 Local Government Pension Scheme (Administration) Regulations 2008 (as amended) 

 Local Government Pension Scheme (Transitional Provisions) Regulations 2008 (as amended) 

 Local Government Pension Scheme Regulations 2013 (as amended) 

 Local Government Pension Scheme (Transitional Provisions and savings) Regulations 2013. 

 
Regulation 59(1) of the Local Government Pension Scheme Regulations 2013, enables a Local 
Government Pension Scheme Fund to prepare a written statement of the authority’s policies ("it’s 
pension administration strategy") as one of the tools which can help in delivering a high quality 
administration service to its scheme members and other interested parties. 
  
In addition, Regulation 59(2)e of the 2013 regulations, allows a fund to recover additional costs from 
a scheme employer where, in its opinion, they are directly related to the poor performance of that 
scheme employer. Where this situation arises, the fund is required to give written notice to the 
scheme employer, setting out the reasons for believing that additional costs should be recovered, 
the amount of the additional costs, together with the basis on which the additional amount has been 
calculated. 

 

2.3 Aims 
 

In making this strategy the Funds aims are: 



 

 
 

 

 To clarify the roles and responsibilities of the “Fund” and scheme employers in administering 
the Local Government Pension Scheme 

 To ensure the services provided by the “Fund” are equitable and transparent 

 To assist employers in the effective provision of necessary data. 
 

2.4 Objectives 
 

The Pensions Administration Strategy has a number of specific objectives, including: 

 Deliver an efficient, quality and value for money service to its scheme employers and scheme 
members 

 Ensure payment of accurate benefits and collect the correct contributions from the right 
people in a timely manner 

 Ensure the Fund’s employers are aware of and understand their role and responsibilities 
under the LGPS regulations and in the delivery of the administration function 

 Maintain accurate records and communicate all information and data accurately, and in a 
timely and secure manner 

 Set out clear roles and responsibilities for the Council and LPPA and work together to provide 
a seamless service to Scheme employers and scheme members 

 Continuously review and improve the service provided 
 

The Pension Administration Strategy will meet those objectives by introducing a service level 
agreement between the “Fund” and scheme employers. This will subsequently improve the flow of 
information between Employers and the Brent Pension Fund (as Administering Authority), ensuring 
that obligations are met, and ultimately that costs are kept to a minimum with scheme members 
receiving accurate and timely payment/notification of their entitlements. 

 
Effective and efficient administration of the pension fund can be achieved where all parties meet 
their respective responsibilities outlined in the Pension Administration Strategy. This in turn provides 
benefits to all stakeholders in the Pension Fund, the Administering Authority, employers and scheme 
members. The following are some of the benefits to be had from having efficient pension scheme 
administration; the list is by no means exhaustive and is not in order of importance. 

 
For the Administering Authority, effective administration means: 

 It can fulfil its obligations under the regulations for administering the pension scheme 

 Lower costs, improved use of resources 

 Easier and swifter provision of services to employers and scheme members 

 Improved communication between Administering Authority, employers and scheme 
members 

 Improved monitoring of performance 

 Clean data enabling faster and more accurate monitoring of the Pension Fund by the Fund 
actuaries 

 Improved decision making in relation to policies and investments 
 

For Employing Authorities, effective administration means: 

 Greater understanding of the Pension Fund and its impact upon them as an employer 

 Lower costs 

 Improved communication 

 Employee satisfaction 

 Improved decision making for budgeting 

 Fulfilling its obligations as an Employing Authority under the LGPS regulations 
 

For Scheme members, efficient administration means: 

 Accurate records of their pension benefits 

 Earlier issuance of annual benefit statements 



 

 
 

 Faster responses to their pension record queries 

 Faster access to benefits at retirement 

 Improved communications 

 Enhanced understanding of the pension scheme and the benefits of being a member 

 

2.5 Documents which make up the strategy 
 

Together with this statement the strategy is set out in the following documents: 

 Pensions Administration Strategy - Service Level Agreement 

The service level agreement sets out the roles and responsibilities of the “Fund” and scheme 
employers. 

 

 Pensions Administration Strategy - Employer guide 
 

The guide sets out the processes and procedures employers should follow in order to comply with 
their legal responsibilities under the LGPS regulations. 

3. Service Level Agreement 
 

Pensions Administration Strategy - Service level agreement 
 

3.1 Employer Functions 
 

The following functions have been designated employer functions. This means that they are outside 
the responsibilities of the administrating authority. The “Fund” provides these services for a fee 
(staffing charges applied by the day or per hour) and the amounts are set out in Annex 1. 

 
There are no changes to these functions as a result of the revised strategy. 

 
Task Description 

 
Redundancy and Severance 

 

Calculation and payment of redundancy and/or severance 
payments 

 

FRS 17 
 

Provision of data required for FRS17 calculations 

 
Cessation and interim valuation data 

 

Provision of data required for interim and/or cessation 
valuations 

 

Miscellaneous non LGPS 

 

Any requests for advice or work which are outside of the 
requirements of an administrating authority as defined by 
the LGPS regulations 

 

Admission Agreements 
 

Setting up and amendment of admission agreements 

 

3rd Party activity 

 

Recharges will apply to any work for which a third party is 
required e.g lawyer or actuary, and the cost will be incurred 
by the employer 

 



 

 
 

 

3.2 Actuarial Functions 
 

The following functions have been designated actuarial functions that employers will require input 
from both the LPPA and the Fund’s Actuary Hymans Robertson. This means that they are functions 
which if required, must be provided by the LPPA and/or Hymans Robertson. 

 

As above, there are no changes to these functions as a result of the revised strategy. 
 

Task Description 

 
Legal work & non-standard 

actuarial work 

 
Any work in relation to this will require input from both LPPA, 

the Funds Actuary and/or the Fund’s legal advisors. 

 
Cessation valuations 

 
Any work in relation to this will require input from both LPPA 

and the Funds Actuary 

 
Employer actuarial valuations 

 
Any work in relation to this will require input from both LPPA 

and the Funds Actuary 

 
Academy conversion 

 

Any work in relation to this will require input from both LPPA 

and the Funds Actuary 

 
Valuation of unfunded liabilities 

 
Any work in relation to this will require input from both LPPA 

and the Funds Actuary 

 



 

 
 

3.3 Administrating Authority Functions 
 

The following functions have been designated administrating authority functions since they relate 
directly to the core purpose of administering the scheme. 

 
Also shown are the timescales we will complete the task within (from receipt of all information) and 
the on-time target for each task. 
 
Key Performance Indicators (KPIs) 

 

 
Case Type/Task 

 

Timescale 
(working days) 

 
Target 
(% within timescale) 

 

Admissions 
 

10 
 

95% 

 

Transfers In/Aggregation 
 

10 
 

95% 

 

Transfer Out 
 

15 
 

95% 

 

Estimates employee 
 

10 
 

95% 

 

Retirements 
 

5 
 

95% 

 

Deferred Benefits 
 

15 
 

95% 

 

Refunds 
 

 5 
 

95% 

 

Deaths 
 

5 
 

95% 

 

Correspondence 
 

10 
 

95% 

 

Other queries 
to employer 

 
10 

 
95% 



 

 
 

3.4 Employer Responsibilities 
 

Employers will be responsible for the following functions/tasks to be performed/supplied in the 
manner and timescale set out below. 

 

An employer guide can be found at Annex 2. 
 

 
 

 
 

 
Payments of monies due 

 

Monthly contributions – on time by the 22nd of the 
following month at the latest and the correct amount 

 

Capital Sums – on time by the 22nd of the 
following month at the latest and the correct 
amount 

 

Single payments of contributions - on time by the 22nd 
of the following month at the latest and the correct 
amount 

 

AVC contributions – to be paid to the AVC provider 
on time by the 22nd of the following month at the 
latest and the correct amount 
 

 

Submission of year end return 
 

Returns must be submitted each month from 1st 
April 2023 

 

If you are unable to submit your return by month-end, 
LPPA and Brent Pensions should be informed of any 
delay, the reasoning and the likely time frame that 
you can provide the return 

 

Monthly errors 

 
Examples of end of year errors 

 A missing joiner Form 

 A missing leaver Form 

 A missing change of hours 

 A missing notification of absence 

 Return from absence 

 Missing additional contributions 

 Significantly low/high pensionable 
remuneration compared to the 
previous year with no explanation 
as to the reason 

 

 

Respond to errors within 10 working days of 
notification 

 

If you are unable to respond in ten working days, 
inform LPPA of the likely time frame that you can 
respond in and advise Brent Pensions of the delay 



 

 
 

 

Response to other queries raised 
(e.g. by the LPPA Pensions Services 
or Brent Pensions teams) 

 
There are times where LPPA may need 
to confirm with you that a member’s 
record is correct before issuing them 
with a benefit calculation. It is these 
types of queries that we are referring to 

 
10 working days from notification by LPPA or 
Brent Pensions 

 

If unable to respond in 2 weeks, then inform LPPA 
of the likely timeframe that you can respond in and 
advise Brent Pensions of the delay 

 

On-line access 

 

Employer LPPA portal “PensionPoint” 

 

Use of online Forms for all relevant tasks 

 
 

 
 

Submission of joiners/leavers 

 

Notification of joiners within 1 month of joining the 
scheme 

 

Notification of leavers within 1 month of leaving the 
scheme 

 

Notification of retirement within1 month prior to the 
last day of service 

 

Notification of other changes 
during employment 

 

Relevant changes e.g. change of hours, absence 
notification online within 1 month of the event 

 

Correct admission of members into 
the Fund 

 

You must ensure that you are correctly admitting 
members into the “Fund” 

 

Up to date discretions policies in 
place 

 

Discretionary policies to be in place and up to date 

 

Customer Relationship 
Management contacts 

 

LPPA and Brent Pensions to be notified of contact 
change or new contact within 1 month via the 
employers contact form 

 

3.5 Notes to Employer Responsibilities 
 

3.5.1 The employer will nominate a person to act as the 'employer representative' and Brent 
Pension Fund's primary contact. The employer will ensure that changes of nominated person 
are notified to Brent Pension Fund immediately. 

 
3.5.2 Great care must be taken to avoid breaking The Occupational Pension Schemes 

(Disclosure of Information) Regulations 1996. For example, where a retirement takes place 
before age 65, leaver notification must be received by Brent Pension Fund no later 



 

 
 

than one month after the date of retirement. The above timeframes therefore to allow us to 
ensure compliance with the Disclosure Regulations in relation to all scheme member matters. 

 
3.5.3 Employers will provide LPPA with a monthly data return. The return must be balanced by the 

employer against the employee and employer contribution payments made for that financial 
year. 

 
*Please note that in the year of the Triennial Valuation, this date may need to be brought 
forward. Any such change will be notified in advance to your nominated person. 

 

3.5.4 Under the Pensions Act, the Pensions Regulator may be notified if contributions are not 
received in accordance with the regulators code of practice, as described above. 
 

3.5.5 It is important that Employers ensure that their staff have the right level of skills and 
knowledge to support any changes, starting with a sound foundation of existing regulations 
and administrative processes. There is an ongoing need to continuously maintain the quality 
of member records and the administrative processes by improving the quality of information 
received from Employers. 
 

3.5.6 The Fund in coordination with LPPA will keep stakeholders informed of new developments 
by sending emails and newsletters, and by providing training, forums and workshops for 
Employers when new Regulations are implemented or are under consideration. 
 

 

4. Staff Charging Schedule 
 

The Fund’s staffing charges for work over and above the responsibilities of the administering 
authority as at July 2023. 

 

VAT is charged on all applicable items. 
 

Staffing level Charge per day excluding VAT Charge per hour excluding VAT 

Admin Staff £459.00 £65.00 

Team Leader £795.00 £113.00 

Specialist £850.00 £121.00 

Manager £1,175.00 £168.00 

Senior Manager £1,715.00 £245.00 

Director £2,021.00 £288.00 

 

 

5. Pensions Administration Strategy - Charging 
 

5.1 Why we need to charge 
 

Whilst the vast majority of employers do provide accurate scheme data on time and process member 
pension events such as joiners and leavers, there remains a small cohort of employers who 
sometimes do not do so. The Pension Regulator is insistent that all employers comply with their legal 
duties and for the “Fund” to have in place a mechanism to impose a levy on employers who fail to 
do this. Following The Pension Regulator’s guidance the “Fund” has incorporated levies for non-
compliance of these duties. 

 

5.2 Circumstances on when we would charge 
 

The “Fund” has not set out to arbitrarily impose levies on employers for every minor infraction an 
employer makes in regards to providing scheme data and processing member’s events. The aim 



 

 
 

is for all employers to work together with the “Fund” and our pension administrator to comply with 
their legal duties. The service level agreement sets out the timeframes on how long particular 
functions should be completed by. The “Fund” recognises that there are times when this will not be 
met or be possible and it is not the Funds intention to automatically levy an employer for this, however 
employers are expected to remedy matters as soon as is practicable. Should it be the case that an 
employer persistently takes no regard of the Funds request to comply with their legal duties, and 
does not work with the Fund to overcome these shortcomings, then imposing a Levy on an employer 
would be considered (please note that it is the Funds aim is to actively engage with employers to 
provide them with support to bring them into line with meeting their legal duties  before imposing a 
levy). 

 

5.3 Monitoring after a Levy has been made on an employer 
 

Should it be the case that the “Fund” has imposed a levy on an employer, then that employer will be 
encouraged and supported to meet its legal duties. Their performance will be monitored and if they 
are complying with and continue to comply with their legal duties, then consideration will be made 
by the “Fund” to refund the Levy imposed on them by the “Fund”. 
 

6. Fees – Annex 1 
 

As a last resort and after trying to assist the employer with support or training, the “Fund” reserves 
to right to levy a fee on an employer whose performance consistently falls short of the standards set 
out in this document. 

 

Activities Fees excluding VAT 

 
Late payment of monthly contributions - electronically after 22th 

Calendar month following deduction and 19th for cheques 

(Required by law) 

 

£70 plus interest calculated 

on a daily basis 

 
Monthly Contributions – non provision of the correct schedule of 

payments in stipulated format and accompanying the respective 

contribution payment within stated timelines 

 

 
£70 per occasion 

 
Change Notification – failure to notify administrators of a change 

to a member’s working hours, leave of absence with permission 

(maternity, paternity, career break) or leave of absence without 

permission (strike, absent without permission) – within 1 month of 

the change of circumstances 

 
 

 
£70 per occasion 

 
Month End Data – failure to provide month end data by 10th 

of the month following payroll 

 

£70 per occasion 

 
Month End Data Queries – failure to respond to the 

administrators requests for information to resolve data queries 

within the prescribed timescale 

 
£70 initial fee then £30 for 

every month the information 

remains outstanding 



 

 
 

 
New Starter - failure to notify the administrator of a new starter 

within 1 month of joining the scheme 

£70 initial fee then £30 for 

every month the information 

remains outstanding 

 
Leaver – failure to notify the administrator of any leaver within 1 

month of leaving the scheme 

£70 initial fee then £30 for 

every month the information 

remains outstanding 

 
Retirees – failure to notify the administrators when a scheme 

member is due to retire within 1 month before the retirement date 

£70 initial fee then £30 for 

every month the information 

remains outstanding 

 
Late payment of pension benefits – if due to an employer’s 

failure to notify the administrator of a scheme members retirement, 

interest becomes payable on any lump sum paid. The administrator 

will recharge the total interest paid to the employer 

 
Interest charged in 

accordance with regulation 

44 of the LGPS 

administration regulations 

 
Charged at Bank of 

England Base rate plus 1% 

 

Change of employer contact details - The “Fund” not notified of 

contact change or new contact within 1 month of alteration 

 
£70 per occasion 



 

 
 

Appendix 1 - Regulation Extract 
 

LOCAL GOVERNMENT PENSION SCHEME REGULATIONS 2013 
 

The Regulations in relation to the Pension Administration Strategy are contained in the Local 
Government Pension Scheme Regulations 2013, and are set out below: 

 

Pension administration strategy 
 

Regulation 59(1) of the Local Government Pension Scheme Regulations 2013, enables a Local 
Government Pension Scheme Fund to prepare a written statement of the authority’s policies ("it’s 
pension administration strategy") as one of the tools which can help in delivering a high quality 
administration service to its scheme members and other interested parties. 

 
In addition, Regulation 59(2)e of the 2013 regulations, allows a fund to recover additional costs from 
a scheme employer where, in its opinion, they are directly related to the poor performance of that 
scheme employer. Where this situation arises the fund is required to give written notice to the 
scheme employer, setting out the reasons for believing that additional costs should be recovered, 
the amount of the additional costs, together with the basis on which the additional amount has been 
calculated. 

 

59. (1) An administering authority may prepare a written statement of the authority’s policies in 
relation to such of the matters mentioned in paragraph (2) as it considers appropriate (“its pension 
administration strategy”) and, where it does so, paragraphs (3) to (7) apply. 

 
(2) The matters are- 
(a) procedures for liaison and communication with Scheme employers in relation to which it is the 
administering authority (“its Scheme employers”); 

 

(b) the establishment of levels of performance which the administering authority and its Scheme 
employers are expected to achieve in carrying out their Scheme functions by— 
(i) the setting of performance targets, 
(ii) the making of agreements about levels of performance and associated matters, or 
(iii) such other means as the administering authority considers appropriate; 

 

(c) procedures which aim to secure that the administering authority and its Scheme employers 
comply with statutory requirements in respect of those functions and with any agreement about 
levels of performance; 

 
(d) procedures for improving the communication by the administering authority and its Scheme 
employers to each other of information relating to those functions; 

 
(e) the circumstances in which the administering authority may consider giving written notice to any 
of its Scheme employers under regulation 70 (additional costs arising from Scheme employer’s level 
of performance) on account of that employer’s unsatisfactory performance in carrying out its Scheme 
functions when measured against levels of performance established under sub-paragraph (b); 

 
(f) the publication by the administering authority of annual reports dealing with— 
(i) the extent to which that authority and its Scheme employers have achieved the levels of 
performance established under sub-paragraph (b), and 
(ii such other matters arising from its pension administration strategy as it considers appropriate; 
and 



 

 
 

(g) such other matters as appear to the administering authority after consulting its Scheme 
employers and such other persons as it considers appropriate, to be suitable for inclusion in that 
strategy. 

 
(3) An administering authority must— 
(a) keep its pension administration strategy under review; and 
(b) make such revisions as are appropriate following a material change in its policies in relation to 
any of the matters contained in the strategy. 

 

(4) In preparing or reviewing and making revisions to its pension administration strategy, an 
administering authority must consult its Scheme employers and such other persons as it considers 
appropriate. 

 
(5) An administering authority must publish— 
(a) its pension administration strategy; and 
(b) where revisions are made to it, the strategy as revised. 

 

(6) Where an administering authority publishes its pension administration strategy, or that strategy 
as revised, it must send a copy of it to each of its Scheme employers and to the Secretary of State 
as soon as is reasonably practicable. 

 
(7) An administering authority and its Scheme employers must have regard to the pension 
administration strategy when carrying out their functions under these Regulations. 

 
(8) In this regulation references to the functions of an administering authority include, where 
applicable, its functions as a Scheme employer. 

 
Payment by Scheme employers to administering authorities 

 

69. —(1) Every Scheme employer must pay to the appropriate administering authority on or before 
such dates falling at intervals of not more than 12 months as the appropriate administering authority 
may determine- 

 
(a) all amounts received from time to time from employees under regulations 9 to 14 and 
16(contributions); 

 
(b) any charge payable under regulation 68 (employer’s further payments) of which it has been 
notified by the administering authority during the interval; 

 

(c) a contribution towards the cost of the administration of the fund; and 
 

(d) any amount specified in a notice given in accordance with regulation 70 (additional costs arising 
from Scheme employer’s level of performance). 

 
(2) But— 
(a) a Scheme employer must pay the amounts mentioned in paragraph (1)(a) within the prescribed 
period referred to in section 49(8) of the Pensions Act 1995(41); and 

 
(b) paragraph (1)(c) does not apply where the cost of the administration of the fund is paid out of 
the fund under regulation 4(5) of the Local Government Pensions Scheme (Management and 
Investment of Funds) Regulations 2009 (management of pension fund)(42). 

 
(3) Every payment under paragraph (1)(a) must be accompanied by a statement showing- 



 

 
 

(a) the total pensionable pay received by members during the period covered by the statement whilst 
regulations 9 (contributions) applied (including the assumed pensionable pay members were treated 
as receiving during that period), 

 
(b) the total employee contributions deducted from the pensionable pay referred to in sub- 
paragraph (a), 

 

(c) the total pensionable pay received by members during the period covered by the statement 
whilst regulation 10 applied (including the assumed pensionable pay members were treated as 
receiving during that period), 

 
(d) the total employee contributions deducted from pensionable pay referred to in sub-paragraph 
(c), 

 

(e) the total employer contributions in respect of the pensionable pay referred to in sub-paragraphs 
(a) and (c), 

 

(f) the total additional pension contributions paid by members under regulation 16 (additional 
pension contributions) during the period covered by the statement, and 

 

(g) the total additional pension contributions paid by the employer under regulation 
16 (additional pension contributions) during the period covered by the statement. 

 

(4) An administering authority may direct that the information mentioned in paragraph (3) shall be 
given to the authority in such form, and at such intervals (not exceeding 12 months) as it specifies 
in the direction. 

 
(5) If an amount payable under paragraph (1)(c) or (d) cannot be settled by agreement, it must be 
determined by the Secretary of State. 

 

Additional costs arising from Scheme employer’s level of performance 
 

70. (1) This regulation applies where, in the opinion of an administering authority, it has incurred 
additional costs which should be recovered from a Scheme employer because of that employer’s 
level of performance in carrying out its functions under these Regulations. 

 

(2) The administering authority may give written notice to the Scheme employer stating- 
(a) the administering authority’s reasons for forming the opinion mentioned in paragraph (1); 

 

(b) the amount the authority has determined the Scheme employer should pay under regulation 
69(1)(d) (payments by Scheme employers to administering authorities) in respect of those costs 
and the basis on which the specified amount is calculated; and 

 
(c) where the administering authority has prepared a pension administration strategy under 
regulation 59, the provisions of the strategy which are relevant to the decision to give the notice 
and to the matters in sub-paragraphs (a) or (b). 



 

 
 

Background 
 

(A) The Administering Authority is an administering authority. It administers and maintains the Fund 
in accordance with the Regulations. 

 
(B) The Employer is a transferee admission body listed in Schedule 2 of the Administration 

Regulations. 
 

(C) In accordance with Regulation 59 of the Administration Regulations, the Administering Authority 
has prepared the Pension Administration Strategy Statement setting out amongst other things 
the Service Level Agreement. 

 

(D) In preparing the Pension Administration Strategy Statement, the Administering Authority 
consulted the employing authorities in the Fund (including the Employer), the Pensions Board, 
and such other persons it considered appropriate. 

 

The Administering Authority published the Pension Administration Strategy Statement and sent 
a copy of it to each of the employing authorities in the Fund (including the Employer) and to the 
Secretary of State. 

. 
(E) The Administering Authority will keep the Pension Administration Strategy Statement (including 

the Service Level Agreement) under review and will make such revisions as are appropriate 
following any material change in its policies in relation to any of the matters contained in the 
Pension Administration Strategy Statement. 

 

(F) The Administering Authority and the Employer have agreed to enter into this Agreement to 
document their agreement to comply with and be bound by the terms of the Service Level 
Agreement. 

 

Now it is agreed as follows: 
 

1. Interpretation 
 

1.1 The following expressions have the following meanings: 
 

 

“1997 Regulations” 
the Local Government Pension Scheme Regulations 
1997 (to the extent applicable by reason of the 
Transitional Regulations) 

 

“Administration Regulations” 
The Local Government Pension scheme Regulations 
2013 in force now or as amended and in force at any 
future date and the Local Government Pension 
Scheme (Transitional Protection) Regulations 2014 

 
“Core Scheme Functions” 

the functions identified in the Service Level 
Agreement as being core Scheme functions 

“Fund” the Pension Fund 



 

 
 

 
“Pension Administration Strategy 
Statement” 

the Administering Authority’s statement prepared in 
accordance with Regulation 59 of the Administration 
Regulations as revised from time to time in accordance 
with that Regulation 

 
“Regulations” 

The Local Government Pension scheme Regulations 
2013 in force now or as amended and in force at any 
future date and the Local Government Pension 
Scheme (Transitional Protection) Regulations 2014 
and previous regulations as they still have effect in part. 

 

“Scheme” 

the Local Government Pension Scheme established by 
the Regulations made by the Secretary of State under 
sections 7 and 12 of the Superannuation Act 1972 

 
 
 
 

“Service Level Agreement” 

the section of the Pensions Administration Strategy 
Statement setting out the levels of performance which 
the Administering Authority and its employing 
authorities are expected to achieve in carrying out their 
Scheme functions including performance targets. The 
Service Level agreement may be revised from time to 
time as part of the Pensions Administration Strategy 
Statement. A copy of the Service Level Agreement 
current as at the date of this Agreement is included in 
the documentation 

“Transitional Regulations” 
the Local Government Pension Scheme (Transitional 
Provisions) Regulations 2008 & 2014 

 

1.2 Expressions have the same meaning as in the Regulations, except where the context otherwise 
requires. 

 
1.3 Any reference in the Agreement to any law or piece of legislation shall include any subsequent 

amendment to it and any ancillary legislation made under it. 
 

2. The Service Level Agreement 
 

2.1 With effect from the date of this Agreement, the Administering Authority and the Employer agree 
to use their best endeavours to comply with and be bound by the terms of the Service Level 
Agreement. 

 
2.2 In consideration of this Agreement the Administering Authority will charge the Employer a 

contribution towards the cost of the administration of the Fund which reflects the fact that 
compliance with the Service Level Agreement will result in greater efficiencies and lower 
administration costs for the Fund. 

 
2.3 If in the opinion of the Administering Authority the Employer has not complied with the terms of 

the Service Level Agreement the Administering Authority may charge the Employer a higher 
contribution towards the cost of the administration of the Fund. 

 
2.4 When considering whether to charge the Employer a higher contribution towards the cost of the 

administration of the Fund in accordance with Clause 2.3 the Administering Authority shall take 
into account any failure on its own part to comply with the terms of the Service Level Agreement. 



 

 
 

2.5 Clause 2.3 shall not affect the Administering Authority’s ability under Regulation 70 of the 
Administration Regulations to give written notice to the Employer where it has incurred additional 
costs which should be recovered from the Employer because of the Employer’s level of 
performance in carrying out its functions under the Regulations or the Service Level Agreement. 

 
2.6  The Employer acknowledges that the Service Level Agreement may be revised from time to 

time by the Administering Authority in accordance with Regulation 59 of the Administration 
Regulations and that the Employer will comply with and be bound by the terms of the revised 
Service Level Agreement. 

 

3. Other Charges 
 

3.1 The Employer acknowledges that the contribution it is required to pay towards the cost of the 
administration of the Fund is to cover the cost of meeting the Core Scheme Functions. 

 
3.2 Where the Employer requests that the Administering Authority provides services beyond these 

functions the Administering Authority reserves the right to charge the Employer for the provision 
of such services. Non-core services include by way of example and without limitation the 
provision of FRS17 reports, bulk redundancy calculations, bulk information requests, member 
presentations, site visits and the payment of compensatory added year’s benefits. Such services 
will be provided on terms agreed at the time with the Administering Authority and the Employer. 

 

4. Notices 
 

Any notices under this Agreement shall be in writing and shall be served by sending the same by 
first class post, fax, facsimile or by hand or leaving the same at the headquarter address of the 
Employer or the headquarter address of the Administering Authority. 

 

5. Waiver 
 

Failure or neglect by the Administering Authority to enforce at any time any of the provisions of this 
Agreement shall not be construed nor shall be deemed to be a waiver of the Administering Authority's 
rights nor in any way affect the validity of the whole or any part of this Agreement nor prejudice the 
Administering Authority's rights to take subsequent action. 

 

6. More than one Counterpart 
 

This Agreement may be executed in more than one counterpart, which together constitute one 
agreement. When each signatory to this Agreement has executed at least one part of it, it will be as 
effective as if all the signatories to it had executed all of the counterparts. Each counterpart 
Agreement will be treated as an original. 

 

7. Laws 
 

This Agreement will be governed by and interpreted in accordance with the laws of England and 
Wales. 

 

Any rights that a third party may have under the Contracts (Rights of Third Parties) Act 1999 are 
excluded. 



 

 
 

Appendix 2 – Employer Guide 
 

Employer Guide 
 

What the “Fund” and the LPPA needs from you to administer your employees’ pensions, with 
accuracy and efficiency. 

 

Clean and accurate data 
 

This means that we need to know details of all changes to your employees regarding their pension. 

This includes: 

 Joining the scheme 

 Changing their working hours and/or working weeks 

 Any unpaid leave (i.e. authorised absences, whether maternity/paternity/adoption leave, or 

ordinary unpaid leave) 

 Any unauthorised absences (these are automatically entered as breaks in service as the 

member is not allowed to repay pension contributions for that period) 

 Any strike periods 

 Any reductions in pay 

 Leaving the scheme (whether opting out, normal leaver or retiring). 

The above changes can be notified by completing the relevant online Form. 

We also need accurate data for the monthly returns. This enables us to identify any missing data in 
our records quickly, thus enabling accurate valuation of the fund and thereby keeping employer 
contribution rates down. 

 

Brief Summaries of Actions needed 

Joining the scheme 

The online Joining Form must be completed with the following information: 
 

 date from which the member first had contributions deducted 

 the contribution rate 

 the weekly hours the member works, and, if appropriate, the weeks per year that they work 

 what pensionable pay the member receives, and, if appropriate, the full-time equivalent 

pensionable pay 

 confirmation that the member has a contract of employment that lasts at least three 

months. 

Change of hours 
 

The online Change of Hours Form must be completed when you need to inform the LPPA that a 
member has changed their weekly working hours, their working weeks per year, or both. We will 
need to know the hours (and/or weeks) they are changing to, and also the hours (and/or weeks) that 
they have changed from to enable us to check that our records are completely up to date. 

 

Sick Leave 
 

The LPPA does not need to be informed if a member of the scheme is placed on reduced pay, or no 
pay due to sick leave. 



 

 
 

Unauthorised Absence 
 

It is not common for an employee to have a leave of absence that is not authorised by their employer. 
However, if a member does have such a period, the LPPA need to be informed as this period will 
not count towards the calculation of their benefits and they will not have the opportunity to repay the 
contributions for that period. Therefore, please complete the Unauthorised Absence online Form if 
such a situation occurs. 

 

Unpaid leave (Including maternity/paternity/adoption leave) 
 

Any period of ordinary unpaid leave (or leave on reduced pay) that lasts less than 31 days does not 
need to be notified to LPPA, although the member must have contributions for that period deducted 
from his pay on his return, and employer contributions must also be paid. 

 
If the ordinary unpaid leave (or leave on reduced pay) lasts 31 days or more, then the LPPA must 
be informed. The online Notification of Absence and Return from Absence Forms must be completed. 

 
A strike period must be treated differently to ordinary unpaid leave, but it is not classified as 
unauthorised absence. The online Notification of Absence and Return from Absence Forms must be 
completed. 

 

A member who goes on parental leaves must continue to have contributions deducted, but on the 
pay that they are actually receiving (including any statutory entitlement), not the pay they would have 
received, but for being on leave. 

 
Once the member goes onto unpaid parental leave, the online Notification of Absence Form must 
be completed. 

 

The LPPA do not need to be informed if a member has a period of leave to enable them to perform 
jury service, but the contributions for that period must be paid by both employer and employee and 
must be based upon the pay that the member would have received if not performing jury service. 

 

Leaving the scheme 
 

It is essential that the LPPA receives accurate, timely information regarding a member’s pay when 
they cease to contribute to the pension scheme. When a member leaves the scheme, please 
complete the online Leaver Form. The appropriate online Ill Health Declaration Form, must also be 
completed if the member is retiring on the grounds of ill-health. 

 
A member who opts-out of the scheme with less than three months membership must have their 
pension contributions refunded to them and will be treated as never having been in the scheme. In 
such cases, please complete the online Leaver Form. 

 

If a member leaves your employment with less than three months membership, their contributions 
will be refunded to them. Please complete the online Leaver Form. 

 
Monthly remittance/end of year returns 

 
Each month a schedule of contributions paid must be completed with details of: 

 

 Total pensionable remuneration against which contributions calculated 

 The total employees’ contributions 

 The total employer’s contributions 

 Any cash payments that may be due from the employer 



 

 
 

 The payment method and date. 

The completed schedule of contributions paid and the contributions must be received by the Fund 
within 21 days of the end of the month, or 19 days for cheques, within which they were deducted 
from the employees’ pay. 

 
At the end of each month, a full submission of contributions must be submitted by each employer. 

 
Please note that late submission of returns will result in delayed annual benefit statements being 
sent to your employees, and could result in the Fund being incorrectly valued, leading to an increase 
in your employer contribution rate. 

 

Using online Forms 
 

To fully co-operate with the terms of the Pension Administration Strategy, online Forms must be 
used. To enable you to do this, a member of staff must be nominated to be your “Site Administrator” 
who will be able to/responsible for: 

 

 Set up new users and determine their access levels 

 Reset usernames and password 

 Unlock locked accounts 

 Disable user accounts 

 Keeping your organisation’s contact details up to date. 

In this way, you can retain control over who has access to the site and is able to input the information 
required. The Site Administrator will also be our first contact for any news on updates to the website. 

 
Nothing in this guide can override the information given in the Employer’s Guide, the provisions of 
the Pension Regulations, or related legislation. The guide was up-to-date at the time of publication 
in 2023. It is for general use and cannot cover every personal circumstance, nor does it cover specific 
protected rights that apply to a very limited number of employees. In the event of any dispute over a 
member’s pension benefits, the appropriate legislation will prevail as this guide does not confer any 
contractual or statutory rights and is provided for information purposes only. The Fund will not be 
held responsible for any loss, damage or inconvenience caused as a result of any inaccuracy or 
error. 

 

Online Forms 
 

Online Forms must be completed and the details immediately forwarded to the LPPA to enter onto 
the relevant LPPA systems. Any errors or inconsistencies in the data can be quickly identified and 
can be remedied. 

 


