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Internal Employment Changes
This form is for employers to notify us of internal changes where an individual moves from one academy to another within a multi-academy trust (MAT).
This is required as for LGPS administration purposes academies are set up as separate scheme employers even within a single MAT.
Please complete all sections of this form, and state N/A for any that are not relevant. Please read all notes included with the form.
	1. Member’s Details

	Title
	[bookmark: Text2]     
	First name(s)
	     
	Surname
	     

	Personal email address
	     

	Date of birth
	     
	National Insurance number
	     

	2. Scheme Employer Details

	Payroll reference
	     
	Job title
	     

	Date joined LGPS in this membership
	     

	Date of academy change
	     

	Old academy name
	     

	New academy name
	     

	3. Pay and Contribution Details

	Including assumed pensionable pay where appropriate

	Dates
	Main section
	50/50 section
	Employee Contributions

	From 1 April to date of change
	£
	     
	£
	     
	£
	     

	Previous year 1 April to 31 March
	£
	     
	£
	     
	£
	     

	Final pay (average of full-time equivalent pay for the 365 days up to the date of leaving, not adjusted for part time)
	£
	     

	Please confirm any periods of membership of the 50/50 section of the LGPS

	Date from
	Date to

	     
	     

	     
	     

	     
	     

	3. Additional Contributions Details

	If the member has made any additional contributions towards their pension confirm the amounts paid between 1 April and the date of change

	Type of contract
	Amount

	Added Years
	£
	     

	Additional Regular Contributions (ARCs)
	£
	     

	Additional Pension Contributions (APCs)
	£
	     

	Shared Cost Additional Pension Contributions (SCAPCs)
	£
	     

	Additional Survivor Benefit Contributions (ASBCs)
	£
	     

	4. Service History

	List all changes in contractual hours per week and weeks per year since starting this membership in the LGPS, up to the date of change, including any changes after April 2014.
This is an Excel spreadsheet: to input service you should double click inside the table. To close, click outside of the table and continue completing the form.

	


	6. Contact Details

	Completed by
	     
	Date
	     

	Completed forms should be emailed to pensions.employer@hants.gov.uk or posted to:

Hampshire Pension Services, The Castle, Winchester, Hampshire, SO23 8UB

Please ensure you are using the most up-to-date employer and employee forms listed on the Hampshire Pension Services website: www.hants.gov.uk/pensions.

	[image: Unlock with solid fill]
	For information about how we hold and use your data please visit
https://www.hants.gov.uk/hampshire-services/pensions/local-government/contact-and-resources/privacy-notice.

	7. Notes and Guidance

	Section 3: Pay and Contribution Details
Pay reported here should include any actual pay (pensionable pay when an employee was at work normally) as well as any assumed pensionable pay (calculated in cases where a member’s pay was reduced as). Guidance on when and how to calculate APP can be found on our website: https://www.hants.gov.uk/hampshire-services/pensions/local-government/employers/technical-information/cumulative-pay.

Final pay is an average of the full-time pensionable pay in respect of the previous 365 days of membership. If the member did not work for 365 days at one academy before changing this should be scaled up to the equivalent of 365 days. Details of how to calculate final pay can be found on our website: https://www.hants.gov.uk/hampshire-services/pensions/local-government/employers/technical-information/full-time-pay.

Section 4: Service History
List all changes in hours or weeks from when the employee first joined the LGPS in this employment to the date of the change. Although service information from 1 April 2022 is no longer relevant to the calculation of any member’s LGPS benefits we continue to ask for this information to be provided as:
· It can be confusing for members if the service we hold is different from their actual service
· This information can help us check other data received or for matching records
· This may help us avoid a similar exercise to the McCloud data collection in the future.

Further guidance can be found on our website: https://www.hants.gov.uk/hampshire-services/pensions/local-government/employers/technical-information.
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