Payroll Task List

This document has been produced by Strathclyde Pension Fund (SPFO) as a general guide for payroll software providers and does not replace statutory guidance. It remains the responsibility of every employer to ensure that the appropriate actions are taken to deliver these requirements by the recommended timescale.

The  Local Government Pension Scheme in Scotland Statutory Guidance issued on 26 June 2008 outlines the full legislative requirements and should be read in conjunction with this task list.  A copy has been distributed with this document.

	Task
	Requirement
	Recommended Timescale

	Calculating Tiered Contribution Rate


	· Payroll systems must be modified to calculate the tiered contribution rate from 1/4/09. A look up table has been supplied which should be incorporated into the payroll system. This is attached at Appendix A.

· The purpose of the look up table is to remove the need for individual calculations to be performed for each employee by providing average contribution rates for a range of salary bands. The system should be set up to select the correct band based on the member’s full time equivalent pensionable pay (rounded down to the nearest pound).

· In assessing the contribution rate for part time employees, the full time equivalent pensionable pay must be used. 

· Any periods of no pay through sick absence, maternity leave etc. must be adjusted to a full year, full time equivalent pensionable pay.


	By Mar. 2009

	Small Employers
	· Small employers who do not have a payroll software package have the options of using an excel spreadsheet which calculates the actual tiered contribution rate. This is available on request from Strathclyde Pension Fund. Alternatively, the tiered contribution can be manually input using the look up table as a guide.
	Available now

	Determining Tiered Contribution Rate 
	· This should be based on the full time equivalent rate of pensionable pay on 31/03/09. The rate will then apply to the forthcoming pay year.
	By Mar./ Apr. 2009

	Effective Date for Tiered Contribution Rate
	· The new tiered contribution rate will be applied from the first payday in the new tax year following the 31/03/09.
	By Apr. 2009

	Setting benchmark rate for variable allowances
	· Employers must decide their approach for estimating a rate for variable allowances to enable a tiered contribution rate for members to be calculated at 31/03/09.

· Payroll systems will have to combine the member’s full time equivalent pensionable pay and estimated variable allowance to determine the members correct tiered contribution rate.
	By Mar. 2009

	Additional Regular Contributions.
	· The Local Government Pension Scheme (Administration) (Scotland) Regulations 2008 allow members to pay additional regular contributions (ARCS) to purchase additional amounts of pension. All employers must ensure their payroll systems are capable of deducting and remitting additional regular contributions from members from 1st April 2009.
	By Mar./Apr. 2009

	Employee Notification
	· Employers must notify every member of their new tiered contribution rate. It is acceptable to do this by either letter or payslip message. 
	By Apr./May 2009

	In year Changes
	· The contribution rate will remain at the same rate for the entire year. 

· The contribution rate will not be affected by any in-year changes such as promotions etc.  

· It should be noted, that members who join the scheme during the year will have their tiered contributions rate determined at their date of entry to the scheme in accordance with the statutory guidance. 
	No in year changes will apply unless new scheme entrant.

	Testing
	· Provisions will have to be put in place to test payroll modifications prior to the application of the new tiered rate.
	By Jan. – Mar. 2009

	Confirmation
	· Employers must send written notification to Strathclyde Pension Fund confirming that their payroll system has been modified, in line with the Statutory Guidance, no later than 30 April 2009.
	By Apr. 2009

	Year End Returns

2008/2009

&

2009/2010
	· Employers will be required to supply for each member:

· Tiered contribution rate applied (From April 2009)

· The total contributions for the year

· The total full time equivalent pensionable pay 

· This will be required for each individual post held by a member. For those with multiple posts a unique identifier must be applied.

· This unique identifier will be mirrored on SPFO’s pensions systems to allow contributions to be posted onto the correct record.

· SPFO must be notified of any changes to the unique identifier.

· It is no longer acceptable for the contributions for multiple posts to be posted together under one record as different tiered contributions rates could apply to each post from April 2009. 

· For variable work patterns the hours per annum must be supplied along with the percentage of the full time equivalent pensionable pay. 

· Full details of the Heywoods’ specification are attached at Appendix B. 

· A separate additional return is required for members who work variable work patterns detailing the hours worked over the year. Details attached at Appendix C. 
	N.B. Please note that changes to Heywoods’ specification must be in place for year end 2008/2009 returns due May 2009. 

This specification is unlikely to change for the new scheme returns due for 2009/2010 in May 2010.

	Employers Contribution Returns
	· Payroll systems must have the functionality to calculate the total pensionable pay for all members at year end. 


	By May 2010

	Table Updates
	· The five tiered contributions rates and the accompanying look up table will be updated in line with pension’s increase legislation on an annual basis by the Scottish Public Pensions Agency. Employers must ensure that provisions are made to annually incorporate the new tables into the payroll system.
	By Feb./Mar. 2010

	Administering Authority Notification
	· The Statutory Guidance states that Strathclyde Pension Fund must also be notified of the member’s tiered contribution rate. It has been agreed that the year end posting information will suffice; a separate notification does not have to be produced.
	By May 2010


Appendix A – Look Up Table for 31/03/09

	Contribution rate
	FTE Pay Min
	FTE Pay Max
	Contribution rate
	FTE Pay Min
	FTE Pay Max

	5.5
	up to
	18,529
	8.3
	50,400
	51,780

	5.6
	18,530
	19,687
	8.4
	51,781
	53,239

	5.7
	19,688
	20,999
	8.5
	53,240
	54,782

	5.8
	21,000
	22,264
	8.6
	54,783
	56,417

	5.9
	22,265
	23,137
	8.7
	56,418
	58,153

	6.0
	23,138
	24,081
	8.8
	58,154
	59,999

	6.1
	24,082
	25,106
	8.9
	60,000
	61,967

	6.2
	25,107
	26,222
	9.0
	61,968
	64,067

	6.3
	26,223
	27,441
	9.1
	64,068
	66,315

	6.4
	27,442
	28,780
	9.2
	66,316
	68,727

	6.5
	28,781
	30,169
	9.3
	68,728
	71,320

	6.6
	30,170
	31,228
	9.4
	71,321
	74,117

	6.7
	31,229
	32,363
	9.5
	74,118
	77,142

	6.8
	32,364
	33,584
	9.6
	77,143
	80,425

	6.9
	33,585
	34,901
	9.7
	80,426
	83,999

	7.0
	34,902
	36,326
	9.8
	84,000
	87,906

	7.1
	36,327
	37,872
	9.9
	87,907
	92,195

	7.2
	37,873
	39,555
	10.0
	92,196
	96,923

	7.3
	39,556
	40,645
	10.1
	96,924
	102,162

	7.4
	40,646
	41,538
	10.2
	102,163
	107,999

	7.5
	41,539
	42,471
	10.3
	108,000
	114,545

	7.6
	42,472
	43,448
	10.4
	114,546
	121,935

	7.7
	43,449
	44,470
	10.5
	121,936
	130,344

	7.8
	44,471
	45,542
	10.6
	130,345
	139,999

	7.9
	45,543
	46,666
	10.7
	140,000
	151,199

	8.0
	46,667
	47,848
	10.8
	151,200
	157,000

	8.1
	47,849
	49,090
	
	
	

	8.2
	49,091
	50,399
	
	
	


Appendix B - File Specification for submission of Contributions

The new Local Government Pension Scheme legislation will require amendments to be made to the file specification for submitting year end contributions. Although broadly comparable to previous year’s specifications a couple of added fields (e.g. a field for the NEW contribution rate for the upcoming year) and changes to mandatory fields (e.g. actual and pensionable pay) are necessary to accommodate these changes.

Fields highlighted in blue are consider mandatory and any return which misses these fields will be rejected. Our unique identifier for multiple posts/contracts is headed ‘Superannuation Reference’ and can be found at position 14. Employers will be required to create a unique identifier for each post held by one employee. The green field is mandatory for multiple posts.

If an employee has:

Started during the posting year – (Employer Start Date, Position 107)

Left during the posting year – (Date Left Active Service, Position 176)

Additional Regular Contributions – (Added Years Contributions Date and Added Years Contributions, Positions 891 & 899)

Then please ensure that the mandatory fields noted in brackets above are completed.

M/O – Indicates within the creation of starters if an item is mandatory (M), or optional (O). Items without a value in this column should be created if relevant. Optional items should be completed, even if not intended for subsequent update to the member, as they may assist in matching to the correct data set and in resolving queries.

Notes on formatting

Cash items are right justified with leading zeroes (no decimal point), dates are in the format DDMMYYYY, text items are left justified with trailing spaces and unused fields should be space filled.

Please note that changes to Heywoods’ specification need to be in place for year end 2008/2009 returns, due May 2009. The specification is unlikely to change for the new scheme returns due in May 2010 for tax year 2009/2010.

If further information is required on this specification then please contact:

Juan Carlos Fernandez 

Strathclyde Pension Fund

Senior Technical Officer

Tel:
0141 287 7337

E mail:
juancarlos.fernandez@fs.glasgow.gov.uk

	FROM
	TO
	LENGTH
	TYPE
	FIELD NAME
	M/O

See Notes
	COMMENTS

	1
	
	1
	X
	Posting Type
	M
	A = Amendment

	2
	13
	12
	X(12)
	N.I. Number 
	M
	Main Match Key 

(Member Summary)

	14
	25
	12
	X(12)
	Superannuation Reference(1st additional Identifier)
	O
	For update/identification in case of query , normally Superann Ref (Ident1)   

                                                                                       (Member Summary)                                                                                                                                                          

	26
	50
	25
	X(25)
	Surname
	M
	For update/identification in case of query

 (Member Summary)

	51
	75
	25
	X(25)
	Forenames
	M
	For update/identification in case of query

 (Member Summary)

	76
	79
	4
	X(4)
	Filler
	 
	Spaces

	80
	
	1
	X
	Sex
	O
	If completed will be compared to existing value.          

(Member Summary)

	81
	82
	2
	XX
	Employment Type/Class/Rank
	O
	For update/identification in case of query

(Member Summary)

	83
	90
	8
	9(8)
	Date of Birth
	O
	If completed will be compared to existing value 

(Member Summary)

	91
	106
	16
	X(16)
	Filler
	O
	Spaces

	107
	114
	8
	9(8)
	Employer Start Date
	O
	For update/identification in case of query                        (Basic Details)

	115
	119
	5
	X(5)
	Employer
	M
	For update/identification in case of query              

                                                                 (Basic Details/Member Summary) 

	120
	166
	47
	X(47)
	Filler
	
	Spaces

	167
	
	1
	X
	N.I. Table Letter
	O
	Used in conjunction with Reduced NI Indicator below

	168
	
	1
	X
	Reduced N.I. Indicator
	O
	For update if Table Letter above = E

(Basic Details)

	169
	
	1
	X
	Part-time Indicator
	O
	If completed will be compared to existing value 

                                                                                                (Basic Details)



	170
	175
	6
	9(6)
	Contribution Rate
	M
	Enter current rate of basic contribution paid by the member.  (For 7.50% enter as 000750).This should be the rate at the end of this financial year, for which this return is being submitted  

                                                                                  (Contribution Details)

	176
	183
	8
	9(8)
	Date Left Active Service
	
	Used in validation checking but does not update     

                                                                                               (Basic Details)

	184
	187
	4
	X(4)
	Filler
	O
	Spaces

	188
	189
	2
	99
	Employment Number
	O
	For matching when duplicates occur for Main Key. Enter leading zero       

                                                                                       (Member Summary)

	190
	
	1
	X
	Not Used
	
	

	191
	202
	12
	X(12)
	Payroll Number (2nd Additional Identifier) 
	M
	For update/identification in case of query, normally Payroll ref (Ident2)  

 (Member Summary)

	203
	214
	12
	X(12)
	Department ID (3rd Additional Identifier)
	M
	For update/identification in case of query , normally Dept Id (Ident3) 

(Member Summary)

	215
	239
	 25
	X(25)
	Filler
	
	Spaces



	240
	248
	9
	9(9)
	Total hours worked
	O
	For POLICE schemes only – enter the total hours overtime for part time officers, for which contributions have been deducted in order to count extra service. Format is 9(3)v9(6) e.g. 789.75 is entered as 789750000

                                                                                              (new data view)

	249
	608
	360
	X(360)
	Filler
	
	Spaces



	609
	614
	6
	9(6)
	Member conts rate 2
	O
	Where the member has paid contributions at more than one rate this year, enter the rate paid in respect of the period starting in position 925 below

                                                                           (Contribution Details List 1)

	615
	620
	6
	9(6)
	Member conts rate 3
	O
	Where the member has paid contributions at more than one rate this year, enter the rate paid in respect of the period starting in position 959 below

                                                                           (Contribution Details List 1)

	621
	626
	6
	9(6)
	Member conts rate 4
	O
	Where the member has paid contributions at more than one rate this year, enter the rate paid in respect of the period starting in position 992 below

                                                                           (Contribution Details List 1)

	627
	687
	61
	X(61)
	Filler
	
	Spaces

	688
	698
	11
	9(11)
	CPD Conts
	O
	Enter the contributions paid by FIREFIGHTERS only, in relation to Continuous Professional Development , note that this return should be in respect of the period ending 30th June  

                                                                                           (new data view)

	699
	776
	78
	X(78)
	Filler
	O
	Spaces

	777
	784
	8
	9(8)
	Member Conts Date
	M
	Scheme Conts Period End date normally 3103yyyy 

                                                                           (Contribution Details List 1) 

	785
	795
	11
	9(11)
	Member Contributions
	M
	Scheme (Basic) Contributions paid to period end date above

                                                                           (Contribution Details List 1)



	796
	803
	8
	9(8)
	Voluntary Conts Date
	O
	Strike Break Conts Period End date normally 3103yyyy 

                                                                           (Contribution Details List 2) 

	804
	814
	11
	9(11)
	Voluntary Contributions
	O
	Strike Break Contributions paid to period end date above

                                                                           (Contribution Details List 2)

	815
	822
	8
	9(8)
	N.I. Earnings Date
	O
	National Insurance Earnings Period End date normally 0504yyyy 

                                                                                          (N.I. Details List ) 

	823
	833
	11
	9(11)
	N.I. Earnings
	O
	National Insurance Earnings paid to period end date above

                                                                                           (N.I. Details List )

	834
	841
	8
	9(8)
	Date  Applicable
	M
	Period End Date for following rate of Pay normally 3103yyyy

                                                                                    (Remuneration List 1)



	842
	852
	11
	9(11)
	Actual Remun/Acting Up  
	M
	The actual rate of Pay/Acting Up at period end date

                                                                                    (Remuneration List 1)



	853
	860
	8
	9(8)
	Date Applicable
	M
	Period end date for Pensionable remuneration/average pensionable pay entered in the following field is applicable normally 3103yyyy

                                                                                    (Remuneration List 2)

	861
	871
	11
	9(11)
	Pens Remun/Avg Pens Pay
	M
	Enter the Pensionable Remuneration/Average Pensionable Pay applicable for the period entered in the previous field. This should be the whole-time equivalent of the Actual Remun if the member is part-time.  For £12351.65 enter as 00001235165

                                                                                    (Remuneration List 2)

	872
	879
	8
	9(8)
	C8 Add Conts Date
	O
	Period end date for the additional contributions entered in the following field is applicable normally 3103yyyy

                                                                     (Additional Contributions List 1)

	880
	890
	11
	9(11)
	C8 Add Conts
	O
	Additional contributions for purchase of pre 72 LGPS service

                                                                     (Additional Contributions List 1)

	891
	898
	8
	9(8)
	Added Years Contribution Date
	O
	Period end date for the additional contributions entered in the following field is applicable normally 3103yyyy

                                                                     (Additional Contributions List 2)

	899
	909
	11
	9(11)
	Added Years Contributions
	O
	Additional contributions for purchase of Scheme service etc

                                                                     (Additional Contributions List 2)

	910
	920
	11
	9(11)
	Part Time buy Back amount
	O
	Contributions paid to purchase previous part time service 

                                                                                 (Add Contract type B)

	921
	924
	4
	X(4)
	Filler
	
	Spaces

	925
	932
	8
	9(8)
	Member Conts period end date 2 
	O
	Enter the date to which the contributions shown below were paid at the former rate 2 shown in position 609

                                                                           (Contribution Details List 1)

	933
	943
	11
	9(11)
	Member Conts paid 2
	O
	Enter the amount of contributions paid at the former rate 2 shown at position  609

                                                                           (Contribution Details List 1)

	944
	958
	15
	X(15)
	Filler
	
	Spaces

	959
	966
	8
	9(8)
	Member Conts period end date 3
	O
	Enter the date to which the contributions shown below were paid at the former rate 3 shown in position 615

                                                                          (Contribution Details List 1)

	967
	977
	11
	9(11)
	Member Conts paid 3
	O
	Enter the amount of contributions paid at the former rate 3 shown at position  615

                                                                          (Contribution Details List 1)

	978
	991
	14
	X(14)
	Filler
	O
	Spaces

	992
	999
	8
	9(8)
	Member Conts period end date 4
	O
	Enter the date to which the contributions shown below were paid at the former rate 4 shown in position 621

                                                                          (Contribution Details List 1)

	1000
	1010
	11
	9(11)
	Member Conts paid 4
	O
	Enter the amount of contributions paid at the former rate 4 shown at position  621

                                                                          (Contribution Details List 1)

	1011
	1016
	6
	9(6)
	New contribution rate
	O
	Enter the contribution rate to apply from the beginning of new financial year if known (applies to LGPS schemes only)

                                                                           (Contributions Data View )

	1017
	1024
	8
	X(8)
	Filler
	
	Spaces


Appendix C - File Specification for submission of Hours 

PLEASE NOTE THAT THESE PROCEDURES MUST BE IN PLACE FOR YEAR-END RETURNS 2008/2009, DUE MAY 2009. 

A separate additional return is required for members who work variable work patterns detailing the hours worked over the year. 

The fields highlighted in blue are mandatory and any return being submitted without this data will be rejected. Our unique identifier for multiple posts/contracts is headed ‘Superannuation Reference’ and can be found at position 191. Employers will be required to create a unique identifier for each post held by one employee. The green field is mandatory for multiple posts.

This application can be used both for Part-Time Hour Changes, Whole Time to Part Time and vice versa. 

Changes to Whole Time

For changes to Whole Time hours only the Date of Change (DCCPS) (Position 125) is required and Part-Time Hours/Percentage (Position 744) should be left space filled. 

Changes to Part Time (or variable working patterns)

If the change is to Part-Time then both Date of Change (DCCPS) (Position 125) and new Part-Time Hours/Percentage (Position 744) are required.

Notes on Formatting

To reflect Part time working, the format of item 744-754 must be either 99.99/99.99 or 99.99999. This is a literal text field with decimal points and ‘/ ‘ as shown in the example. 

All dates are in the format DDMMYYYY, text items are left justified with trailing spaces and unused fields should be space filled. If returning for variable rate employers on an annual basis the date of change should be 0104YYYY (e.g. 01042009 if returning for year end 31st March 2010). 

If further information is required on this specification then please contact:

Juan Carlos Fernandez 

Tel:
0141 287 7337

E mail: juancarlos.fernandez@fs.glasgow.gov.uk

	FROM
	TO
	LENGTH
	TYPE
	FIELD NAME
	M/O

See Notes
	COMMENTS

	1
	
	1
	X
	Posting Type
	M
	A = Amendment

	2
	13
	12
	X(12)
	N.I. Number 
	M
	Main Match Key

(Member Summary)

	14
	25
	12
	X(12)
	Payroll Number (1st Additional Identifier)
	O
	For matching / identification in case of query , normally Payroll ref (Ident2)                            

                                                                                         (Member Summary)                                                                                                                                                          

	26
	50
	25
	X(25)
	Surname
	O
	For matching/identification in case of query

 (Member Summary)

	51
	75
	25
	X(25)
	Forenames
	O
	For identification in case of query

 (Member Summary)

	76
	82
	7
	X(7)
	Filler
	 
	Spaces

	83
	90
	8
	9(8)
	Date of Birth
	O
	 For identification in case of query

(Member Summary)

	91
	114
	24
	X(24)
	Filler
	O
	Spaces

	115
	119
	5
	X(5)
	Employer
	O
	For matching /identification in case of query              

                                                                                        (Member Summary)

	120
	124
	5
	X(5)
	Filler
	
	Spaces

	125
	132
	8
	9(8)
	Date of Change (DCCPS)
	M
	Date working hours changed

                                                                                (Basic Details Data View)

	133
	187
	55
	X(55)
	Filler
	
	Spaces

	188
	189
	2
	99
	Employment number
	O
	For matching /identification in case of query. Enter leading zero     

                                                                                        (Member Summary)

	190
	
	1
	X
	Filler
	
	Space

	191
	202
	12
	X(12)
	Superannuation Reference(2nd additional Identifier)
	O
	For matching /identification in case of query, normally Superann Ref (Ident1) (Member Summary)

	203
	214
	12
	X(12)
	Department ID (3rd Additional Identifier) 
	O
	For update/identification in case of query, normally Dept Id (Ident3) 

(Member Summary)

	215
	743
	529
	X(529)
	Filler
	
	Spaces

	744
	754
	11
	X(11)
	Part Time Hours or Percentage
	O
	e.g. 20.00/40.00 or 50.12345 (Basic Details)

	755
	763
	9
	X(9)
	Filler
	
	Spaces

	764
	
	1
	X
	Statutory Notice Indicator
	O
	Enter ‘F’ if a statutory notice is required                                   (Basic Details)

	765
	1024
	260
	X(260)
	Filler
	
	Spaces
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