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From time to time an employer may outsource their payroll and/or change their provider.  To ensure that members of the LGPS are unaffected by this change and protect employee data, scheme employers must inform the Hampshire Pension Services (HPS) as soon as possible of any pending change and provide member data to HPS as at the point of the change.  
The required information is detailed below and should be co-ordinated by the Scheme Employer.
*Note – if change of payroll happens on the 1 April, then mid-year return information will not be required.
It is important that any queries raised as part of the process are responded to within 10 working days, to avoid unnecessary chasers and duplication of effort.

Questions and Answers
Why do you require this information?
In most circumstances the new payroll provider does not hold member payroll data to provide full membership information on future leaver forms, therefore we need to collect all member data affecting the LGPS pension up to the date of change, including pay and service information as this will affect the members pension benefits.  We also need to be able to reconcile contributions received up to the date of the change and have information from the new payroll provider to ensure we have reconciled transferring members and can update payroll numbers.
Who is responsible for providing the member data for this change?
This is the responsibility of the Scheme Employer, although in most cases you will need to work with your old and new payroll provider who will hold this data.  
Do we have to complete more than one line on the Pre-Change of Payroll Data Capture if an employee has more than one role or can all the information be included on one line? 
We require a separate line on the Data Captures for every member and every role that they have in the LGPS as your employee.  This is because they should have a separate pension account for each of these roles.    
Who is responsible for ensuring that the new payroll provider understands the pension administration roles that have been delegated to them and required SLAs?
The responsibility for scheme employer pension administration always rests with the scheme employer.  A scheme employer may delegate some of these functions; though they should ensure that there are processes in place to ensure compliance.  It is important for a scheme employer to ensure any new payroll provider taking on pension administration functions understands the requirements and SLAs as set out in appropriate Funds ‘Administration Strategy’. 
What will happen once HPS has received all the information?
HPS will:
· Provide you with a contacts and authorisation form for you to add new payroll provider contacts to.
· Reconcile contribution payments for the year to date, comparing contributions paid against those due.
· Update member pension records with information up to the date of change, as well as updating a members payroll number.
HPS will send any queries relating to discrepancies or missing data to the employer to co-ordinate responses with their old/new payroll provider as appropriate.
Employer Change of Payroll Provider Checklist
	Action
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	1). Notify HPS of change of payroll provider by completing an Employer Change of Payroll form
	

	2). Liaise with old payroll provider to ensure that all outstanding starter and leaver notifications up to date of transfer have been submitted
	

	3). Clarify with old payroll provider what will happen with data held on their system post transfer. Request a download of all data held before deletion. 
	

	4). Clarify with new payroll provider LGPS administration tasks that they will be responsible for and that these can be delivered in line with expectations of the Funds Administration Strategy 
(for example; starter and leaver notifications, Annual Returns submissions, changes of hours forms etc.)
	

	5). Provide new payroll provider with information about remittance forms, contribution rates and which Fund the payroll provider should be paying contributions to.
	

	6). Arrange for the old payroll provider to complete and return to HPS within 20 working days post transfer either:
- Part A Change of Payroll forms and a Mid-Year Return spreadsheet, or 
- Pre Change of Payroll Data Capture spreadsheet 
	

	7). Arrange for the new payroll provider to complete ‘a post Change of Payroll spreadsheet’ within 20 working days post transfer. 
	

	8). Provide a revised Contact and Authorisation Form to HPS to reflect the change of payroll. 
	

	9).  Ensure all queries raised in relation to the Change of Payroll process are resolved within 10 working days of receipt 
	




Scheme employer


Notify HPS of a change of payroll provider in advance of the change by completing the Employer change of payroll form.


Old Payroll provider


Within 20 working days post transfer provide either:


New Payroll provider


Within 20 working days post transfer provide a 'post change of payroll spreadsheet' - this will ensure that we are able to update payroll numbers and check all members who have transferred are accounted for.


Agree with your new payroll provider areas of pensions adminstration being delegated to them and ensure that they can meet your obligations to complete work in line with required SLAs as detailed in the Funds Pensions Adminstration Strategy.


Individual 'Part A change of payroll' forms and a 'mid year return'* or 


Update your contact and authorisation form to add new payroll contacts (HPS will provide this to you).


'Change of pre payroll data capture spreadsheet' - for this, you will need to mark that records have had service information checked in UPM and provide details of amendments if required. 
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