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Introduction

This calculator is designed to assist you in the process of providing pay and other required
information for leavers. You may use this tool in replacement of the current LPPA leaver form,
by sending LPPA a PDF version of the completed spreadsheet or you may wish to use this as
a calculator to determine final pay which you can then input on the current LPPA online leaver
form.

If you wish to send a PDF version of the spreadsheet in replacement of the current LPPA
leaver form, it must be completed / signed off by an authorised individual. Authorised
signatories are those with higher level access to the employers' area of the website.

Employee Details

Please refer to the Employee Details tab, as per below. Please complete all mandatory fields,
mandatory fields shown in red.

LPP

Local Pensions Partnershi
Administration

| Employce Details Calosakion Sheel £xtros Leawer Farm e
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Once all fields are completed* and satisfactory the fields will appear green as per
below:

LPP

Local Pensions Partnershi

Lancashira County Pansion Fund

.lE!_l"Gﬁ-,-' 1987
AE1232560C
SE7654

Mo

2L/03/2021
Resigraksn

The member here has both pre and post 01/04/2014 benefits, therefore final pay information will be
required to calculate the benefits.

*NB — some fields are conditional depending on the answers provided and will come up in red
accordingly.
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LPP =

:I_i:u:r::l_ Pensions Partnershi

*Full tarrer equivabent |

Employss Dataily Camiphon Sheet Edvm | Lea=erFomm =i

If the member only has post 01/04/2014 service i.e. CARE scheme only, then the employee details
tab will look as above. In this case, we won’t require you to fully complete the calculation sheet as
covered in the next section. However, if it transpires later that the member has transferred in service,
which entitles them to pre-April 2014 service/benefits, then we may come back to you for a final pay
calculation.
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Calculating Final Pay and Pensionable Pay for CARE benefits

CARE scheme only leaver (post 15t April 2014 membership only)

Moving on to the "Calculation Sheet", which you can see below. For any members who fall into this category, you need to complete the
calculation as follows: -
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For any members who fall into this category, you need to complete the calculation as follows: -
1. Confirm whether the member is due any pensionable pay after the date of leaving, using the “yes/no” drop-down box.
If you select “Yes”, you will be asked to confirm the month the payment is due and the amount — as this a payment after the

date of leaving, you can only provide a date that is after the members date of leaving.

2. Add any comments that would be beneficial to LPPA when calculating the members benefits.
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Final pay & CARE scheme leaver (pre and post 1st April 2014 membership)

Moving on to the "Calculation Sheet", which you can see below. Here you will input the information required to calculate the final pay.
If the member has service prior to 01/04/2014, which is calculated under the final pay regulations.

For any members who fall into this category, you need to complete the calculation as follows: -
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As you can see the top boxes with the personal details pull through from the "Employee details tab".
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Boxes outlined in red need completing by the employer (please see above). You will need to complete steps 1-5 for all leavers who joined
the scheme pre 01/04/2014, as they have final salary benefits.

In some cases, for members who joined after 01/04/2014 we may come back to you for final salary information if they have transferred
in final salary benefits.

1.

6.

Confirm whether the member is due any pensionable pay after the date of leaving, using the “yes/no” drop-down box.
If you select “Yes”, you will be asked to confirm the month the payment is due and the amount — as this a payment after the date
of leaving, you can only provide a date that is after the members date of leaving.

The calculator will either pick up the member full-time equivalent pay (also referred to as grade step/scale point) from the
employee details tab if the member only has service after 01/04/2014 i.e. under the CARE scheme (skip steps 3-5 if this
applies) OR if the member was in the scheme prior to 01/04/2014, then it will calculate the full-time equivalent pay, once steps
3 - 5 have been completed.

Input the final pay period (usually the final 365 days of employment). If the member hasn't been employed for the last 365 days
of the year, then just input the final pay period as applicable. The calculator will work out what the final pay is and will scale up
to 365 days. The dates need to be input in chronological order starting with the end date on the top line working back to the
start of the final pay period. If there have been any contractual changes in the final pay period, you need to show a separate
line for each change in contract. Changes to contract include: a change in rate of pay; change in contractual hours or
change to contractual weeks. In the example above you can see that a separate line has been recorded when the hours have
changed from 01/01/2020 and also a new line from 01/04/2020, when the rate of pay has changed.

Next you need to input the contract details: contractual hours, full time hours, contractual weeks and whole-time weeks.

Here you need to input the MONTHLY basic pay, you do not need to scale up for part time members, and you do not need to
work out part month amounts for midmonth leavers.

Add any comments that would be beneficial to LPPA when calculating the members benefits.

Once steps 1 — 6 have been completed, press the relevant fund button to calculate the final pay. You have one of 2 options to choose
from, “Lancashire County Fund” or “Cumbria County Fund”
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You will then see a figure in the field labelled "Total final Pay for calculating pension benefits". As per image below: -
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If the member does not receive any pensionable extras, you can either save it and add details of who has completed the form, before

passing it on for an authorised person to review and submit to LPPA.

Now refer to the leaver form section (click the hyperlink), for the next steps to authorising and completing the form and sending it to

LPPA.
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If you have run the calculation through for the incorrect fund, based on the information you have completed on the employee details
page, you will be presented with a red error box, highlighting that you have selected the incorrect calculation button for the relevant
fund. See below: -
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To correct this, ensure you have selected the correct fund on the “Employee Details” tab.

Then press the button for the relevant fund on the “Calculation sheet” tab.
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Calculating pensionable extras for Final Pay

If the Scheme member received pensionable extras that are pensionable under the
LGPS 2008 scheme regulation's you need to input these payments on the tab
labelled 'Extras'. Pensionable extras as part of the LGPS 2008 regulations
essentially are extra payments made to an employee that you would have deducted
pension contributions on these payments before 01/04/2014.

Please note that non-contractual overtime is NOT pensionable under LGPS
2008 regulations and should NOT be included anywhere on this section.

Another important point to note is that the extra payments should be included for the
period they have been earned, this may not always be the same period that the
payment has been made.

Pensionable extras should be categorised into scaled up and non-scaled up extras.
The employer should determine what category the extras fall in to.

To help decide this you should consider: for a part time employee would they
receive 'more' of the pensionable extra if they worked full time. If the answer is yes,
then the extras payment should be input into the 'Scaled up' extras section if no
then then payment should be input into the 'Non-scaled up extras section.

Any ad-hoc pensionable extras paid that are a flat rate regardless of contractual
hours and weeks can be input in the 'Ad-hoc extras' section.

Frall. T AR
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e g R

]
% L e ] e

rﬂ

Please input extra pensionable payments in the relevant boxes, remember to input
the payments for the period they relate to, you need to input the full monthly value.
The months are set up in chronological order, so the leaving month is shown to the
left working back 12 months over to the right.

Date Last Updated: 15/03/2021
All printed versions are uncontrolled Page 13 of 22




LPPA Employer Guide Pensionable Pay Calculator Guide — v4

Now refer to the calculation sheet; you will notice that the final pay now includes
extras. This takes into account any scaling/non-scaled and ad-hoc. See red box

below.

the

At this point any additional comments can be added in the comments box, anything
that you would consider useful to LPPA, whilst processing the leaver.
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You can now save it and add details of who has completed the form, before passing it on for

an authorised person to review and submit to LPPA.

Now refer to the leaver form section (click the hyperlink), for the next steps to
authorising and completing the form and sending it to LPPA.
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Members who have had leave without pay (LWOP) in their final pay
period

If a scheme member has LWOP in their final pay period and does NOT buy back the lost
pension you must show the unpaid days on the final pay calculator.

In the example below the scheme member was on LWOP on 29/08/2020 to 31/08/2020,
these days have been omitted from the final pay period. If there are multiple periods of
LWOP you may wish to add omit these days as one group rather than each day separately,
this is acceptable as long as the basic pay, contractual hours and contractual weeks were
the same for each period of LWOP. lItis also helpful if you confirm the LWOP days in the
additional comment section.
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You can now save it and add details of who has completed the form, before passing it on for
an authorised person to review and submit to LPPA.

Now refer to the leaver form section (click the hyperlink), for the next steps to
authorising and completing the form and sending it to LPPA.
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The Leaver Form

CARE scheme only leaver

L P P Leaver Form

Local Pensions Partnership
Lodministration

P o LWERD Friom 2508 2020 ~ 34/ 08 3020

BT SRS TS ST M BT |

=T

For members who only have post 15t April 2014 benefits, there will not be a figure in the
“Total final pay” field — this is because we don’t require that information as the pension
benefits are based on the pay data reported on your monthly files. However, if it transpires
later that the member has transferred in service, which entitles them to pre-April 2014
service/benefits, then we may come back to you for a final pay calculation.

The leaver form collates all the information input on the employee details and calculation
sheet into one simple form, which requires an authorised person to review, confirm they
understand the disclaimer by “checking” the tick box and authorise the form by completing
their details under the “authorised by” section.

It is essential that the information is reviewed and checked before being sent over to LPPA,
as it will be used to calculate any pension benefits in line with the data we hold on our
records.
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The calculator can be saved in Excel and will retain the information completed
(should you have a need to review it and provide revised information.)

There is a button which will convert the document to a PDF, which you can keep a
copy for your own records and also send to YPS. Completed forms may be emailed
to YPS.Forms@localpensionspartnership.org.uk.

Any forms returned to LPPA, without authorisation by an approved person will be rejected.
An authorised person is someone who has higher level access to the employer section of
the website, where they can currently complete other online forms.

Final and CARE scheme leaver

P P Leaver Form

ocal Pensions Partnership
i rministration

Lancaahing Counby Ponsion Fard
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For members who only have pre and post 15t April 2014 benefits i.e. final pay and CARE,
there will be figure in the “Total final pay” field — this is because we need this to calculate the
pension benefits.

The leaver form collates all the information input on the employee details and calculation
sheet into one simple form, which requires an authorised person to review, confirm they
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understand the disclaimer by “checking” the tick box and authorise the form by completing
their details under the “authorised by” section.

It is essential that the information is reviewed and checked before being sent over to LPPA,
as it will be used to calculate any pension benefits in line with the data we hold on our
records.

The calculator can be saved in Excel and will retain the information completed
(should you have a need to review it and provide revised information.)

There is a button which will convert the document to a PDF, which you can keep a
copy for your own records and also send to YPS. Completed forms may be emailed
to YPS.Forms@localpensionspartnership.org.uk.

Any forms returned to LPPA, without authorisation by an approved person will be rejected.
An authorised person is someone who has higher level access to the employer section of
the website, where they can currently complete other online forms.
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General Usage Information

All tabs now have “clear” buttons — this allows you to clear certain parts of the form without losing all the information.

LP
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-This will only clear all the “employee details”.
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The “clear all pay info” button, clears all the information in the middle section, as marked above.

The “clear additional comments” button will only clear the additional comments box.
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The “clear all extras” button, will clear all the “item/month” amounts recorded in any of the sections.
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The “clear authoriser details” button, will clear the 4 fields at the bottom of the sheet only.
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