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Background

Lancashire County Council as 'Administering Authority' is required by law to

administer the Local Government Pension Scheme in Lancashire.

The Council delegates its functions in respect of Scheme to its Pension Fund
Committee who further delegates the administration of the Scheme to Your Pension
Service under the terms of a Service Level Agreement.

Purpose

Regulation 59 of the Local Government Pension Scheme Regulations 2013 allows
for the Administering Authority to prepare and publish, following consultation with
Fund Employers, a ‘Pension Administration Strategy’ to facilitate best practices and

efficient customer service in respect of the following:-

Procedures for liaison and communication with Scheme employers;

e The establishment of performance levels which the administering authority
and fund employers are expected to achieve;

e Procedures to ensure compliance with statutory requirements in connection
with the administration of the LGPS;

e Procedures for improving the methods of passing information between the
administering authority and fund employers;

e The circumstances when the administering authority may consider recovering
additional costs that have been incurred due to the unsatisfactory
performance of a Scheme employer;

e Any other matters that the administering authority consider suitable for

inclusion in the ‘Pension Administration Strategy.’

Regulation 59 is set out fully at Annex A.
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Compliance

The undertakings set out within this Pension Administration Strategy will be reviewed
annually. Scheme employers will be consulted on any changes to the Strategy. In
no circumstance does this Strategy override the contents of the Service Level
Agreement with Lancashire County Pension Fund nor does it override any provision
or requirement of the Regulations set out at Section 1.6, nor is it intended to replace
the more extensive commentary provided by the Employers Guide to the day to day

procedures of the LGPS.

1.Your Pension Service’ Undertakings

11. Liaison and Communication

a) Your Pension Service has a dedicated Partnerships Team who will act as primary
contact for employers in respect of all areas of pension administration. The Team are

responsible for all aspects of communication and employer liaison.
The Service will:

b) Ensure that Employer Forums and Conferences are held on a regular basis and
actively seek to promote the Local Government Pension Scheme via attendance at
the following events, in conjunction with the employer:

e Pre Retirement courses

¢ New Starters Induction courses

¢ Benefit Statement and AVC surgeries

Attendance by Your Pension Service will be subject to a maximum of 10 working
days in any financial year. Attendance in excess of 10 working days will be provided
at a daily rate to be determined on request.

c) Provide a Helpdesk facility for enquiries, available during normal office hours,

providing a single access point for information relating to the pension scheme.
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d) Provide Scheme information: Annual newsletters will be made available to

members and potential members of the scheme.
e) Provide employer training in the following areas (as appropriate):

e Pension basics and general employer administration functions
¢ Changes to the regulations
e New technological developments

¢ Navigation of systems

f) Develop, promote and encourage electronic/online communication.

g) Carry out annual employer visits for employers with more than 100 employees.

1.2. Performance Levels

A Service Level Agreement is in place for the provision of a range of pension

administration services.

The minimum performance targets set are shown below. Performance against these
targets is reported to the Pension Fund Committee. The Annual Administration
Report as reported to the Pension Fund Committee is available in the Employers

area of the Your Pension Service website.

www.yourpensionservice.org.uk

1.2.1. Pensioner Members

Performance Standard Minimum
Target
a) Make payment of pensions on due date. 100%

b) Production and distribution of annual P60s to pensioners within  100%
statutory deadlines.
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¢) Implementation of annual pension increases by payment due date. 100%
d) Implementation of change in pensioner circumstance including the
calculation and quoting of benefits on death of pensioners and 90%

administering the recovery of overpayments by payment due date.

e) Provide information on request in respect of Pension Sharing on 100%

Divorce within legislative timescales.
e) Implement Pension Sharing Orders within legislative timescales. 100%

f) Respond to general correspondence within 10 working days of 90%

receipt.
g) Calls to the Pensions Helpdesk answered. 90%

h) Undertake annual reviews to establish continuing entitlements to  100%

pension for all children over age 17.

1.2.2 Active & Deferred Members

Performance Standard Minimum
Targets

a) Amend personal records within 10 working days of receipt of 90%

required documentation.

b) Providing an annual statement of benefit entitlement to all active 100%

and deferred members.

c) Calculation of additional membership for transfer values within 10 90%

working days of receipt of transfer details.

d) Action agreed transfer values within 10 working days of receipt of 90%

acceptance.
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e) Provide information on request in respect of Pension Sharing on 100%

Divorce within legislative timescales.
f) Implement Pension Sharing Orders within legislative timescales. 100%

g) Provide a statement of deferred benefit entittement on leaving 90%
service within 15 working days of date of leaving or receipt of

notification, whichever is later.

h) Respond to requests for estimates of benefits in relation to 90%
retirement, leaving service or on death within 10 working days

following receipt of request.

i) Calculating and paying refunds of pension contributions, including 90%
deducting statutory deductions in accordance with HMRC and DWP

regulations within 15 working days of receipt of notification.

j) Respond to general correspondence within 10 working days of 90%

receipt.
k) Calls to the Pensions Helpdesk answered. 90%

I) Calculation and payment of retirement benefits, deferred benefits 90%
and death in service lump sums in accordance with LGPS rules,
members’ options and statutory limits. The service includes the
recalculation and payment of benefits as a result of amended data
received by Your Pension Service. Within 10 working days of receipt

of notification or date of entitlement to benefit; whichever is later.

m) Advise transfer value out within 15 working days of receipt of 90%

necessary documentation.

n) Action agreed transfer values out within 15 working days of receipt 90%

of acceptance.
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1.3. Administration of the LGPS and Compliance

1.3.1. Contributions
Your Pension Service will ensure the following functions are carried out in relation to

the Lancashire County Pension Fund:

a) Collect and reconcile employer and employee contributions (plus interest as

appropriate).
b) Maintain and update members’ records regarding additional contributions.

c) Calculate service credits, additional pensions or maximum cash on retirement
where appropriate based on fund values received from the Additional Voluntary
Contribution (AVC) providers.

d) Maintain and keep up to date additional contracts for members’ contributions and
provide information to employers on request on members’ contributions regarding

breaks in service / maternity/paternity/adoption and leave of absence.

e) Account to Her Majesty’s Revenue and Customs in respect of income tax on

pensions, refunds of AVCs and commutation of pensions where appropriate.

f) Send quarterly and annual event reports to HRMC in respect of lifetime and annual

allowance reporting requirements.

1.3.2. Year End Information
a) Your Pension Service will process pensioner payroll year end routines and comply
with HRMC PAYE legislation

b) Your Pension Service will update its systems and member records each year

c) At each Actuarial Valuation period, Your Pension Service will forward the required
data in respect of each member and provide statistical information on member
movements over the valuation period in order that the Fund Actuaries can determine

the assets and liabilities of the Fund.

d) Your Pension Service will communicate the results of each Actuarial Valuation to

Fund Employers within 12 months of the end of the relevant Valuation period.
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1.3.3. Processing

Your Pension Service will ensure the following functions are carried out:

a) Data Collection File

Reconcile contributions and update scheme member personal and financial data

received from employers in the LGPS2014 Data Collection File every pay period.

b) New Starters / Disclosure of Information

Create member records for all new starters admitted to the LGPS. Send a welcome

letter to all members, by email if possible.

c) Adjustments of Career Average Pay

Apply any retrospective adjustments to career average pay and accrual rates as

informed by employers.

d) Change in circumstances

Update and maintain a member's record for any changes received in their

circumstances.

e) Absence

Update member records in line with absence notifications, and set up APC

arrangements to cover lost absence as appropriate.

f) Benefit Estimates & Annual Benefit Statements

Provide every active, deferred and pension credit member a benefit statement each

year.

g) Early Leavers

Process early leavers (deferred benefits / refunds) within 15 working days of the
receipt of form YPS Employer — Leaver form. Pensions Increase Order will be
applied to all deferred benefits each year in line with the annual Pensions Increase

(Review) Order.

L] 10 L]
Page 24



Pension Administration Strategy Statement

h) Payment of Benefits where employment is continuing
Arrange payment of retirement benefits and create a new record for

ongoing pension scheme membership if applicable.

i) Retirements

Calculate and pay benefits within 10 working days of receipt of notification or date

of entitlement, whichever is the later.
Arrange to make pension payments on the last working day of each month.

Make payment of compensatory added years pensions as agreed on behalf of
the employer in connection with redundancy retirements and recover these
amounts via direct debit collection on the date payment is made to the former
employee or by an annual payment in advance as agreed with Your Pension

Service. Statements will be provided annually to the relevant employer.

Produce and distribute P60s to pensioners by the 31 May each year.

Apply Pensions Increases to pensions on the due date.

Implement changes in pensioner’s circumstances by payment due date in the

month of the receipt of the information.

j) Death in Service

Calculate and pay dependants benefits within 10 working days of receipt of

notification or date of entitlement, whichever is the later.
Arrange to make pension payments on the last working day of each month.

Make payments to the member’s estate / nomination within one month of receipt

of the required documentation.
Produce and distribute P60s to pensioners by the 31% May each year.
Apply Pensions Increases to pensions on the due date.

Implement changes in spouse / dependants circumstances.

1.4. Online Communication and Information Sharing

1.4.1 Electronic/online systems

L] 11 L]
Page 25



Pension Administration Strategy Statement

YPS will develop and actively promote the use of electronic/online facilities for data
sharing and communication purposes between employers, scheme members and

the Service.

1.4.2 Self Service
Your Pension Service will develop and actively promote the use of member and
employer online self service systems and provide day to day access and query

support.

1.5. Circumstances for recovery of Additional Costs

See section 2.5 Employer Undertakings.
1.6. Other Matters

1.6.1. Decisions

Your Pension Service will ensure that members are notified of any decisions made
under the scheme regulations in relation to their benefits within 10 working days of
the decision being made and will ensure the member is informed of their right of

appeal.

1.6.2. Policies (Administering Authority Discretions)

Your Pension Service will ensure the appropriate policies are formulated, reviewed

and publicised in accordance with the scheme regulations

1.6.3. The Regulations

Your Pension Service will comply with the principal regulations (as amended from
time to time) relevant to this Pension Administration Strategy Statement as
shown:
e Local Government Pension Scheme Regulations 2013 [2013/2356]
e Local Government Pension Scheme (Transitional Provisions and Savings)
Regulations 2014 [2014/ ]
¢ Occupational and Personal Pension Schemes (Disclosure of Information)
Regulations 2013 [2013/2734]
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And the following Acts (including relevant secondary legislation made under each

Act not mentioned above)

e Finance Act 2004 [c.12]

e Pension Schemes Act 1993 [c.48]

e Pensions Act 1995 [c.26]

o Pensions Act 2008 [c.30]

e Public Service Pensions Act 2013 [c.25]

o Welfare Reform and Pensions Act 1999 [c.30]
e Pensions (Increase) Act 1971 [c.56]

e Date Protection Act 1998 [c.29]

o Freedom of Information Act 2000 [c.36]
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2.Employer Undertakings

2.1. Liaison and Communication

a) The employer shall nominate a person / persons who will act as the primary
contact(s) for general administration, HR & payroll, financial and

regulatory/discretionary issues with Your Pension Service.

b) The employer will facilitate an annual visit by Your Pension Service with the

appropriate primary contact.

¢) The employer shall nominate an authorised signatory/signatories in respect of all

documents and instructions received by Your Pension Service

d) The employer shall ensure representation at Employer Forums and Practitioner
Conferences as specified in Section 1.1.

e) The employer shall undertake to ensure that all personnel dealing with the Local
Government Pension Scheme as part of their day to day role undergo appropriate

training as noted in Section 1.1.

f) Where an employer contracts a third party HR or payroll provider the employer
must authorise Your Pension Service if they wish YPS to deal directly with the

payroll provider in matters of pensions administration.

2.2. Performance Levels

Performance achieved by the Employer in relation to the following will be monitored
by Your Pension Service: - .

e Payment of contributions collected, completion and submission of YPS
Employer - Contributions Payment form;

e Payment of AVCs to Prudential;
o Submission of YPS LGPS 2014 Payroll Data Collection File every pay period
¢ Notification of leavers

An annual statement of employer performance will be produced by Your Pension

Service.
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2.3. Administration of the LGPS and Compliance

2.3.1. Contributions

The employer will ensure that both employee and employer contributions are
deducted at the correct rate (plus any additional contributions as Your Pension
Service may request the employer to collect). The employer must record the scheme
section (50/50 or Main) in accordance with any election made by the scheme
member, and deduct contributions as appropriate. The employer must maintain a
policy to review employee tiered contribution rates, and notify Your Pension Service

of any changes (see 2.3.3c).

All contributions, but not Prudential or Equitable Life AVC’s, must be paid to the
Lancashire County Pension Fund on a monthly basis and in any case before the
19" of the month following that in which they were deducted. Non-compliance

may result in a fine on the employer.

Form 'YPS Employer — Contributions Payment' must be completed and returned

each month to pensionsfinance@lancashire.gov.uk by 6™ of the calendar month

following the month in which the contributions were deducted. The amounts
specified on the form will then be recovered by direct debit on 19th of that month (or
the banking day before if 19" is a non-banking day).

Where the 'YPS Employer — Contributions Payment' form is not received in time the
direct debit will be recovered based on the previous month's payment and an
adjustment made in the following month. Interest may be charged on any shortfall.

The employer will ensure that employee's Equitable Life and Prudential AVC’s are

paid direct to the provider as soon as possible after deduction but in any case before
the 19" of the month following that in which they were deducted as stated

above.
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2.3.2 Pension Strain

Each quarter YPS will issue an invoice to the employer reflecting the cost of any
non-ill health early retirements processed in the previous quarter. The employer
must pay the amount within one month of the date of the invoice.

2.3.3 Rechargeable Pensions

Where amounts of discretionary pension are paid by YPS on the employer's behalf,
the monthly amounts will be recharged to the employer and will be recovered by
direct debit on 28™ of the month following the month of payment (or the next banking
day if 28" is a non-banking day).

This also applies in respect of other rechargeable pension e.g. where the employer
has liability to pay for pre 1.4.1974 pensions increase payments and other unfunded

pensions.

2.3.4. Year End Information

The employer will provide information requested by YPS at year end by no later than
31 May.

2.3.3 Processing
a) Data Collection file

Employers must submit the YPS LGPS2014 Payroll Data Collection file promptly at
the end of every pay period. Data on this file must reconcile to contributions paid
over each month, and must contain accurate figures of pensionable pay, including
assumed pensionable pay where appropriate, for YPS to post to individual member
records. Files should be at the latest submitted by 6" of the month following pay

period end.
b) New Starters / Disclosure of Information

At the latest, on the first day of employment, the employer will provide all new
starters with LGPS information and request that the employee completes a YPS

Member — Enrolment Form.

The employer will notify the member of their formal admittance to the scheme, and

the contribution rate they will pay.
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If the employee opts out of the LGPS with less than three months active
membership, the employer must refund contributions through payroll. The employer

must not encourage employees not to join, or to opt out of the scheme.

The employer must continue to monitor the workforce in line with Automatic
enrolment legislation, and re-enrol eligible employees to the LGPS at their re-

enrolment date.

Employers must submit the YPS LGPS2014 Payroll Data Collection file promptly
every pay period, from which YPS will arrange for scheme membership for any new

starters.
c) Adjustments of Career average pay

Employers must submit form YPS Employer — Pension Pot Adjustments in the

following circumstances

e Where a retrospective change is made to the scheme section and the scheme
section was reported incorrectly in a previous pay period,;

e Where a member is brought into the scheme retrospectively and arrears of
contributions are recovered,

e Where a leaver is overpaid, and pensionable pay has been reported

incorrectly in a previous pay period.

d) Changes in circumstance

Employers must submit the YPS LGPS2014 Payroll Data Collection file promptly
every pay period, from which YPS will arrange for the update of scheme member

records in the following circumstances -
¢ Change of hours / weeks;
e Change of name;
e Change of marital status;
¢ Change of contract;
e Change of tiered contribution rate;
e Change of title;

¢ Change of address.
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e) Absence

Employers must submit the YPS LGPS2014 Payroll Data Collection file promptly
every pay period, which will provide YPS with information regarding employees who
are absent, including assumed pensionable pay where relevant. On return from the
following absences, the member will have suffered a loss of pension benefits, and
the employer must write to the member with information on how to buy back these

benefits through payment of an Additional Pension Contribution (APC).

¢ Additional Maternity, Paternity or Adoption Leave on no pay

¢ Unpaid Leave of absence

e Strike
If the member elects to pay APCs to buy lost pension within 30 days of returning
from unpaid leave, the employer must fund 2/3rds of the cost. The exception to this
is strike where the employee must pay the full cost.

The employer must submit form YPS Employer — Return from Absence within 10

days of return from unpaid leave.

f) Benefit Estimates & Annual Benefit Statements

Employers must submit the YPS LGPS2014 Payroll Data Collection file promptly
every pay period. Where YPS have queries on the data or status of any member
these must be dealt with by the employer within 5 working days, so that YPS data is

always correct and up to date ready for benefit estimate requests.

Where a scheme member requests a benefit estimate for voluntary retirement, they
should be directed by the employer to My Pension Online in the first instance. Once
registered, the member can process their own estimate, or view their most recent

benefit statement.

Employers are also required to use Altair Employer Services to run ad hoc benefit

estimates when requested by their scheme members.

If the member requests a more complex estimate, or is retiring within the next 12
months, then the employer can request the estimate from YPS by completing the
eform YPS Employer — Estimate request. Or the member can request this

themselves
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Where a scheme member or employer requires an early retirement estimate which
requires the employer's consent there is likely to be a cost to the employer.
Therefore the estimate request must be made by the employer, through completion
of eform YPS Employer — Estimate request.

g) Early Leavers

The employer will send completed form YPS Employer — Leaver Form to Your
Pension Service when an employee leaves employment (or ‘opts out’ of the scheme)
with no entitlement to immediate payment of retirement benefits. The employer will
send the form as soon as reasonably practicable and no later than 10 working days

of the final payment of salary following termination from the scheme membership.

h) Payment of benefits where employment is continuing

The employer will send YPS Employer — Confirmation of Flexible Retirement form to

Your Pension Service as soon as the flexible retirement has been approved.

Completed YPS Employer — Leaver form and YPS Member — Personal Details form
will also be forwarded to Your Pension Service together with all supporting
documentation, as soon as reasonably practicable and no more than 5 working days

of the final payment of salary following the date of termination.

If the member elects to rejoin the Pension Scheme, the employer will set up a new
employment record with a new pay reference number to enable separate reporting of

pension cumulative and membership from the retired post.

i) Retirements

Employers must always request an estimate of retirement benefits where they are
considering allowing a scheme member to retire with early payment of pension (e.g.
redundancy and employer consent retirements). There is likely to be a cost to the
employer which should be considered before allowing the retirement. This does not
apply to ill health retirements.

The employer will send a YPS Employer — Intention to Retire form to Your Pension
Service as soon as it is known that an employee is leaving with an entitlement to

immediate payment of pension benefits or is aged 60 or over.

Completed YPS Employer — Leaver forms and YPS Member — Personal Details

forms will also be forwarded to Your Pension Service together with all supporting
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documentation, as soon as reasonably practicable and no more than 5 working days

of the final payment of salary following the date of leaving.

Where an employer determines that preserved pension benefits are to be paid early,
notification, including the date that benefits are to be brought into payment, will be
provided to Your Pension Service within 5 working days following the date of the

decision together with all supporting documentation.

Likewise, the employer should notify the member within 5 working days following the
date of the decision, if their application has been refused.

j) Death-in-service

The employer will send a completed YPS Employer — Leaver form to Your Pension
Service following the death of a member within 5 working days of being informed of
the employees’ death. The YPS Employer — Leaver form must provide details of

informant and next of kin, if known.

2.4 Online Communication and Information Sharing

2.4.1. Data Sharing

Your Pension Service undertakes to develop alternative methods of data capture to
automate processes and ensure that scheme member data held is accurate and up
to date. The employer will commit to the online/electronic requirements of Your

Pension Service.
2.4.2. Self service

Your Pension Service undertakes to develop member and employer self service
system functionality to improve customer service and provide instant access to

pension information. The employer will commit to the use of the self service system.
2.4.3. e- forms

Your Pension Service undertakes to develop alternative methods of data capture to
automate processes and ensure that scheme member data held is accurate and up
to date, including the development of e-forms. The employer will commit to the
online/electronic requirements of Your Pension Service, including the requirement to

use e-forms.
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2.4.2. Access

The Employing Authority can authorise that specified employees are granted access
to all scheme member records for that employer using Altair Employer Services. The
employer must be satisfied that the individuals that are authorised have received
appropriate information security training, and that system access is used for pension
administration purposes only. The employer must observe its obligations under the
Data Protection Act 1998 (or any legislation which amends or replaces this Act)
arising in connection with use of the account and must not do anything which might
imply a breach by Your Pension Service of such Act. The employer shall comply with
obligations equivalent to those imposed on a data controller by the seventh principle
of the Data Protection Act.

2.5 Circumstances for recovery of Additional Costs

2.5.1. Underperformance

Where the Administering Authority considers that the Employer has underperformed
against the performance levels set out at section 2.2 of this statement, the
Administering Authority will seek to recover additional costs under regulation 70 of

the Local Government Pension Scheme Regulations 2013.
2.5.2. Late Payment

In addition the Authority will seek to recover interest on late payment of contributions
under the terms of regulation 71 of the Local Government Pension Scheme
Regulations 2013 calculated at 1% above base rate on a day to day basis from the

due date to the date of payment and compounded with 3 monthly rests.
2.6 Other Matters

2.6.1. Employer Decisions

Any decision made by the employer under the scheme regulations should be notified
to the member within 10 working days of the decision being made and must be
accompanied by a statement in respect of their right of appeal.

2.6.2. Policies (Employer Discretions)

The employer will ensure that policies are formulated, kept under review and

publicised in accordance with the scheme regulations.
«21 .
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Annex A — Regulation 59 Local Government Pension Scheme Regulations 2013

Pension administration strategy

Regulation 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,

(i) the making of agreements about levels of performance and associated matters,

or
(iif) 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
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(ii) such other matters arising from its pension administration strategy as it considers

appropriate; and

(9) 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.
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