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This form is for employers to notify us of employees leaving the LGPS. 
You should complete all sections and state N/A for any that are not relevant, referring to the notes with this form for guidance. 

	Employer: 
	Employer scheme reference number:

	1. Member’s details 

	Title
	
	First name(s)
	
	Surname
	
	

	

	Address
	
	

	
	
	

	Email address (Personal address preferred)
	

	

	Telephone number
	
	

	Payroll No. 
	
	Job title
	
	

	

	Location (if applicable)
	                                                        
	

	

	Date of birth
	
	

	

	National Insurance number
	
	

	

	Date joined LGPS in this membership 
(or date joined new payroll provider, whichever is latest) – should relate individual post
	
	

	

	Last day of LGPS in this membership
	
	









	
	2. Leaving before retirement 

	A
	
	Resignation
	
	            |_|

	
	
	Dismissal
	
	            |_|

	
	
	End of contract
	
	            |_|

	
	
	Redundancy
	                                                                                                         
	            |_|

	
	
	Other (Please specify)
	
	            |_|

	
	
	
	

	B
	
	Opted out of LGPS                                                                                                                  |_|        

	C
	
	Death in service 
	            |_|

	
	
	Annual assumed pensionable pay 
based on 3 months (or 12 weeks) before pay period in which death occurred (see notes)

Please enter next of kin details including name and address:

	£
	

	

	
	
	
	



	3. Retiring – pension to be paid 

	D
	Voluntary retirement – age 55 or over
	[bookmark: Check3]|_|

	E
	Ill health retirement 
	|_|

	
	Annual assumed pensionable pay based on last 3 months (or 12 weeks) before any reduction to pay (see notes) 
	£
	
	

	
	
	

	F
	Redundancy retirement - age 55 or over 
	|_|

	G
	Efficiency retirement - age 55 or over 
	|_|

	H
	Flexible retirement - age 55 or over 
	|_|

	

	Important - Ensure the following documents are submitted where required

	· Retirement Declaration form (D-H)- If the member is retiring, direct them to the Member Portal to complete this form

	· Ill health certificate and authorisation (E only)- upload via the Employer Hub

	· Employer authorisation form signed by approved person (F, G, H only) - upload via the Employer Hub

	· Opt-Out Form – upload via the Employer Hub

	· Starter notification (for Flexible retirements where continuing in the scheme)



	4. Cumulative pensionable pay (include Assumed Pensionable Pay (APP) and/or Lost Pensionable Pay (LPP) where appropriate – see notes)

	
Dates 
	
Main section
	
50/50 section

	From 1st April to leaving date 
	£ 
	£ 

	Previous year, 1st April to 31st March
You should ensure these figures match what was provided on your last Annual Return. If they do not, provide a reason in the comments.
	£ 
	£ 


	Comments






	5. Full time equivalent (FTE) pensionable pay 

	Annual rate of pay at leaving (full-time equivalent rate, not an average) 
	£ 

	Final pay (average of full-time equivalent pay for 365 days up to leaving, not pro-rated for part time) see notes for how to calculate)

	£ 

	If final pay is higher than annual rate of pay, state why and give separate totals.

	

	Check the previous two years’ average final pay. If one of the previous two years is higher: 

	Final pay to be used
	£ 

	For the period from
	
	To
	

	(Complete if applicable) If a best three in 13 pay figure is to be used, enter the details below of the pay which would give the highest pension benefits (refer to notes) 

	Full time equivalent pay to be used
	£ 

	For the period from
	 
	To
	


	5(a) Variable time employees
Paid a flat rate, fees or combination of both, not related to FTE pay or hourly rate of pay. Provide total of: 
1. Annual flat rate pay received in the final year, or one of the earlier two years if higher plus 
1. Annual fees, averaged over three consecutive years ending with the leaving date
	
£ 

	







	6. Pension contributions 

	This information should be provided if the member left their job within two years of joining the scheme, or if they opted out with more than three months’ but less than two years’ membership.

	Employee’s pension contributions 
	

	· 1 April to last day 
	£ 

	· Previous year 1 April to 31 March 
You should ensure these figures match what was provided on the last annual return. If they do not, a query will be sent and could result in delays
	£ 

	Are contributions consistent for each year with the CARE pensionable pay provided e.g. members CARE main section is £2,000 and a contribution rate of 5.5.%, contributions of £110 would be expected.
	YES/NO

	If not, use the space below to explain why.
If no explanation is provided, a query will be sent and could result in delays








	
7. Additional contributions

	If the member ever paid extra towards their pension, confirm when the final contribution was made (including for flexible retirements). 

	Type of contract 
	Date of last payment

	· Added Years
	

	· Additional Regular Contributions (ARCs) 
	

	· Additional Pension Contributions (APCs) 
	

	· Shared Cost Additional Pension Contributions (SCAPCs)
	

	· Qualifying Additional Pension Arrangement (QAPA)
	

	· Additional Survivor Benefit Contributions (ASBCs) 
	

	Additional Voluntary Contributions 
	

	The following must be accurate as we need them when we contact the AVC provider. 

	· Amount of final AVC contribution
	£ 

	· Date of final AVC payment to provider 
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	· Total AVCs paid 1 April to leaving date
	£ 





	8. Service history 

	List all changes in contractual hours per week and paid weeks per year since joining the LGPS in this membership/post to date of leaving (including all post April 2014 changes). 
This is an Excel spreadsheet; to input service double click inside the table. To close, click outside of the table and continue completing the form.

	




	
	9. 50/50 Section membership

	Confirm any periods of membership of the 50/50 section of the LGPS.

	Date from
	Date to

	
	

	
	

	
	

	
	



	10. Breaks in Pensionable membership 

	If the employee had any breaks in membership during this employment, for which they did not pay additional pension contributions, these should be listed below (add pages or extra lines if needed). This may include: 
· additional, unpaid maternity, paternity or adoption leave (starting before 1 April 2026)
· strike 
· absence with permission (except for sickness or injury, or absence of 14 days or less starting on or after 1 April 2026) 

	Date from
	Date to
	Type of service break

	
	
	

	
	
	

	
	
	

	
	
	



	11. Contact details – in case of query

	Completed by 
	     
	[bookmark: Text27]Date: 
	     
	

	
	
	
	
	

	
Completed forms can be emailed to pensions@hants.gov.uk or uploaded via the Employer Hub.
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LGPS leaver form – notes 
If you require further support in completing this form after referring to the notes, please email pensions.employer@hants.gov.uk 
Employer reference number
If you are unsure of your Employer Number you can refer to the  PDF at the top of our Forms page within the Employer area of our website:
https://www.hants.gov.uk/hampshire-services/pensions/local-government/employers/forms
Sections 2(C) and 3(E) – Assumed Pensionable Pay (APP)
We use annual APP to calculate enhancements to death in service benefits and ill health pensions. The APP must be based on the three months full pay (or 12 weeks if paid weekly) before the pay period in which the employee died or retired.  
If the employee was on reduced or nil pay due to absence in the three months (or 12 weeks) leading up to retirement or death, use the pay for the last three months (or 12 weeks if paid weekly, fortnightly or four weekly) prior to any reductions. 
1. Calculate APP based on the three months (or 12 weeks) before the pay period of the retirement or death, for example, if an employee retired in June, APP would be based on full pensionable pay for March, April and May (including any overtime)
For example: actual pensionable pay
March £1,955
April £2,050
May £2,050 
Add together and divide by three to get the average monthly earnings the multiply by 12 to get the annual assumed pensionable pay figure.
APP - £1,955 + £2,050 + £2,050 = £6,095 /3 = £2,031.67 x12 = £24.380 
Note - Under regulations an employer can give a higher amount if the employee would have earned more than the APP calculated (e.g. if there was a pay award)
2. Add other payments from the last 12 months onto the APP if they would most likely have recurred if the employee had kept working. 






Section 4 - Cumulative pensionable pay = Actual Pay + Lost Pensionable Pay (LPP) + Assumed Pensionable Pay (APP)
This should be the pensionable pay from 1st April to last day of membership and pay from the previous scheme year. You should separate pay that relates to the 50/50 section from pay that relates to the main section. You should include: 
· Actual pay – all pensionable pay when the employee was at work normally, and their pay was not reduced due to absence. 
· LPP – this should be based on the members normal contractual pay if they have taken authorised unpaid leave of 14 days or less (for leave starting after 1 April 2026)
· APP – calculate APP if pay was reduced as the result of: 
· Sickness absence.
·  Maternity, paternity, shared parental or adoption leave (both ordinary and additional).
· Base annual rate of APP on 
· Employees paid each month: the total of three months’ pay before the month in which pay was reduced.
· Employees paid four-weekly, fortnightly or weekly: the total of 12 weeks’ pay before the pay period in which pay was reduced.
Apply the annual rate of APP to the months and part-months that pay were reduced or nil because of a relevant absence. Find out more in the employer section of our website. Cumulative pensionable pay and Assumed Pensionable Pay (APP) | Business and economy | Hampshire County Council (hants.gov.uk)

Section 5 – Full-time equivalent pensionable pay
You should include pensionable pay in respect of the year you are calculating, even if paid outside of that period. Do not include non-contractual overtime or anything else that was not pensionable in the LGPS 2008.
Annual rate of pay at leaving 
Give a full-time equivalent rate of pay at the date of leaving – ie as if the employee worked full time hours over 52 weeks. 
Final pay (average of full-time equivalent (FTE) pay for 365 up to leaving). 
You will need to take an average if pay changed during the year. 
For example – Date of leaving 31st October we require the average FTE from 1st November previous year to 31st October
1st November FTE £20,000
1st April FTE £21,950
November to March = 5 months @ £20,000 = £20,000 /12 x5 = £8,333.33
April to October = 7 months @ £21,950 = £21,950 /12 x7 = £12,804.17
Final pay average over 365 days = £8,333.33 + £12,804.17 = £21,137.50
If employment is less than 365 days, then scale up figure to the equivalent of 365 days (divide by the number of days worked and multiply by 365).
For example - member works 280 days and earns £14,000
£14,000 /280 x365 = Final pay figure £18,250
Pensionable extras which do not cover the whole final pay period should be pro-rated up. 
Best of the last three years’ pensionable pay
Check the last three years’ average full time pensionable pay. Quote the highest in this section. 
Pay reduction or restriction suffered since 31/03/08 
A member can request the best FTE pensionable pay average of 3 in 13 years (consecutive) as of 31 March be used to calculate the pension (as at 31 March before the date of leaving and going back 13 years). 
There is a calculator to support employers on the Hampshire Pension Services website: https://www.hants.gov.uk/hampshire-services/pensions/local-government/employers/technical-information/full-time-pay
Section 6 - Pension contributions 
If the employee opted out of the LGPS within three months of joining, rather than leaving their employment, do not fill in this leaver form. Contributions should be refunded through payroll, and a copy of the members opt-out form should be uploaded via the Employer Hub.

Section 8 – Service history
List all changes in hours or paid weeks from when the employee joined the LGPS in their current employment up to their leaving date (including all post April 2014 service). Although service/hour information from 1 April 2022 is no longer relevant to the calculation of any members LGPS pension benefits, we are asking employers (or payroll providers on their behalf) to continue to provide this information for the following reasons.  
· It can be confusing for members when viewing their service on their member portal record, if their actual service is different. 
 
· This additional information can help us when sense checking other information received or matching records.

· To avoid the need for similar exercises to that of the McCloud data collection. 
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				Dates				Hours per week				Weeks per year

				From		To		Hours per week		Full time hours		Weeks per year		Full time weeks		% of FT
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