
Recruitment of Pensionable Employee SSAP – Phase 1
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SPS.REC.PM.01 (Phase 1)

START

1.0
Applicant Pensions 

Declaration Form issues to 
new hire as part of pre-

contract pack

3.0
Applicant Declaration Form 

reviewed by HR, checked 
against employment history 

for  any inconsistencies, 
indications of dual Public 
Service employment or if 

member in receipt of Public 
Service pension

4.1
First ever pensionable 

appointment in a Single Scheme 
Relevant Authority?

4.2
In pensionable employment 

with a Single Scheme Relevant 
Authority before 

01/01/2013?

4.3
Broken pensionable Public 

Service link by more than 26 
consecutive weeks since 

01/01/2013?

5.0
Include in Single 

Pension Scheme Clause 
on Contract

2.0
Applicant Pensions 

Declaration Form completed 
by new hire & returned to 
HR with any earlier SPSPS 

Leaver Statement

4.0
Does review of 

Applicant Declaration Form 
prompt queries to be raised 

with member or former Public 
Service employers?

Raise queries with new 
hire or their former 

employer as 
appropriate. Complete 
abatement checks, if 

applicable

5.1
Record as member of 

Single Pension Scheme

5.2
Commence Single 
Pension Scheme 

deductions

4.4
Was this  break arising 

from career break 
or protected leave?

6.1
Note as member of 

legacy Public Service 
Pension Scheme

6.2
Commence legacy 
Pension Scheme 

deductions

NO

YES

YES YES

6.0
Include in legacy 
Pension Scheme 

Clause on Contract

Engage with member or 
former employer, as 

applicable, in relation to 
prior SPS benefits 

NO NO

Title                           Single Scheme Administration Project – Recruitment of Pensionable Employee (Onboarding) 
Reference                   SPS.REC.PM.01 (Phase 1)
Version Control V1.0

NO YES

Disclaimer:      This Recommended Process has been designed by the DPER Single Pension Project Team for straightforward cases that administrators might expect to encounter on a day-to-day basis.  It should be read in conjunction with 
the relevant Process Guidelines.  It does not purport to cover all eventualities and no liability is accepted by the Minister for Public Expenditure & Reform for any omissions or errors arising.  Administrators should carefully consult the 
Public Service Pensions (Single Scheme and Other Provisions) Act 2012 and associated regulations that, at all times, have precedence.

END END
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