
Module B: Leaving Employment

Wednesday 4th March 2026

Relevant Authority Training Webinar



Leaving Employment

1. Website Resources for Administrators 

2. Leaving Employment

3. Leaver Categories and Leaver Statement

4. Refund of contributions and restoration of benefits 

5. Recap and Close 



Housekeeping

• Webinar will run from 10:30am - 11:30am 

• Mics will be muted for duration but plenty of opportunities 
for questions as webinar progresses

• Webinar part of suite of other resources available on our 
website – www.singlepensionscheme.gov.ie 

http://www.singlepensionscheme.gov.ie/


Objectives

• Better understanding of Relevant Authority legal 
obligations where a Single Scheme member leaves 
pensionable employment – “Leaving Service Options” 
and associated administration

• Options open to eligible members on returning to 
pensionable public service employment

• Availability of online resources and supports 



Leaving Employment 

Website Resources



Leavers Toolkit 

www.singlepensionscheme.gov.ie



Process Map 

www.singlepensionscheme.gov.ie



Process Guidelines

www.singlepensionscheme.gov.ie



Relevant Authority Responsibilities



RA Responsibilities – Leaving Employment

Public Service Pensions (Single Scheme and Other Provisions) Act 2012 

Not later than 6 months following a member’s last day of pensionable employment a 

Leaver Statement to issue showing: 

• Total contributions paid in tax year

• Total referable amounts accrued in tax year

• Total referable amounts accrued in previous tax years and adjusted for CPI  

   where relevant

Pensions Act 1990 – Disclosure of Information Regulations:

“An explanation of any rights and options available to the member on leaving service..” 



Who is a Leaver?



Pensionable employee ceasing pensionable public 
service employment other than through retirement 
or death, for example: 

• Cessation of employment before the Normal 
Retirement Age 

• Cessation of a temporary contract of 
employment

Who is a Leaver ? 



Single Scheme Vesting Period 



• Minimum period of scheme membership to be eligible for full 

scheme benefits

• Vesting period is 24 months (non-consecutive)

• Days on which there is a pensionable employment relationship 

between the person and a Relevant Authority whether full-time or 

part-time

• A new recruit may already be vested or have completed some of 

the vesting period as a member of the Single Scheme prior to 

taking up a post with a new Relevant Authority

Single Scheme Vesting Period





A Leaver Statement should issue to a 

member no later than how many months 

following the last day of pensionable 

employment? 

6 Months? 12 Months? 24 Months?

Six months



1. How long is the Single Scheme Vesting Period?

        

2. In order to be vested in the Single Scheme a 

 member working to a 50% work pattern would have

 to be in pensionable employment for how long?  

         6 Months? 12 Months? 24 Months?

24 months



Leaver Categories



Leaver Categories



Vested and taking up 
immediate pensionable 

employment with a Relevant 
Authority

Not Vested and not taking 
up immediate pensionable 

employment with a Relevant 
Authority

Not Vested and taking up 
immediate pensionable 

employment with a Relevant 
Authority

Vested and not taking up 
immediate pensionable 

employment with a Relevant 
Authority

Leaver Categories



• Cease employment with Relevant Authority 
employer and taking up employment immediately 
(without a break) with another Relevant Authority 
employer 

• Essentially this means ceasing Single Scheme 
employment on a Friday and continuing in Single 
Scheme employment with a new employer on the 
following Monday

Immediate Employment?



Vested and taking up 
immediate pensionable 

employment with a Relevant 
Authority

Leaver Categories

• Issue Leaver Statement after 
member ceases employment

• Not eligible to apply for a Refund 
of Contributions

• Member continues to build up 
referable amounts in subsequent 
employment

• If member has purchased extra 
benefits, refer to paragraph 10 of 
Circular 15 of 2019

ABS



Vested and not taking up 
immediate pensionable 

employment with a Relevant 
Authority

Leaver Categories
• Issue Leaver Statement after member ceases 

employment

• Not eligible to apply for a Refund of 
Contributions

• Deferred (preserved) member eligible for 
scheme benefits; 
▪ Deferred Retirement Benefits at the Normal 

Retirement Age 
▪ Early release of benefits on medical 

grounds
▪ Death benefits 

• Final RA employer is responsible for processing 
retirements and death benefits

• If member has purchased extra benefits, refer 
to paragraph 10 of Circular 15 of 2019

ABS



Not Vested and taking up 
immediate pensionable 

employment with a Relevant 
Authority

Leaver Categories

• Issue Leaver Statement after 
member ceases employment

• Not eligible to apply for a 
Refund of Contributions

• Member progress towards 
vesting continues in 
subsequent employmentABS



Not Vested and not taking 
up immediate pensionable 

employment with a Relevant 
Authority

Leaver Categories

• Issue Leaver Statement after member 
ceases employment

• Issue Refund of Contributions Application 
Form

• No automatic issue of refund! 

• After issuing refund of contributions an 
adjusted Leaver Statement must issue
▪ Referable amounts earned “zeroed”
▪ Time towards vesting re-set

• No requirement to issue Annual Benefit 
Statement if refund of contributions paid 

ABS if no 
refund



• Refunds of Contributions should not be 
processed automatically

• Member should make formal application 
▪ Refund of Contributions application form
▪ Verify member contact details 

• Gross amount less tax-relief at 20% 
refunded to member

• Member has opportunity to repay and 
restore benefits if subsequently re-
employed to a pensionable post within 
24-months from date of leaving.

• Records updated – benefits “zeroed”

Not Vested and not taking 
up immediate pensionable 

employment with a Relevant 
Authority

Refunds of Contributions 

www.singlepensionscheme.gov.ie





True or False?

Where a non-vested member leaves 

pensionable employment and is 

not taking up immediate employment 

with another Relevant Authority a refund of 

contributions should issue automatically?

False 



Is an Annual Benefit Statement required where 

a non-vested member leaves pensionable 

employment and is taking up immediate 

pensionable employment with a Relevant 

Authority?

Yes



Leaver Categories – Overview 

• An eligible non-vested member who applies for and receives a refund of 
contributions can restore Single Scheme benefits if re-employed in a pensionable 
post with another Relevant Authority within 24 months from date of leaving 

• No other time based restriction i.e. member can “activate” repayment option at 
any time once re-employed within 24 months/2 years

• Refunded contributions are repaid including compound interest 
    Circular 15 of 2014 and must be repaid to new Relevant Authority employer

• Relevant Authority has discretion and can agree to accept payment in more than 
one instalment

• Restoration of Referable Amounts in year originally built-up as well as time towards 
vesting

Restoration of benefits



Leaver Statement



Suggested Template Leaver Statement

www.singlepensionscheme.gov.ie

Not later than 6 months following a 
member’s last day of pensionable 
employment a Leaver Statement 
should issue showing: 

• Total contributions paid in tax year

• Total referable amounts accrued in 
tax year

• Total referable amounts accrued in 
previous tax years and adjusted 
for CPI where relevant



Part A – Personal Information

www.singlepensionscheme.gov.ie



Part B – “About your Statement”

www.singlepensionscheme.gov.ie



Part B – “About your Statement”

www.singlepensionscheme.gov.ie



Part C – Summary of contributions and benefits earned

www.singlepensionscheme.gov.ie



Part D – Detailed breakdown of contributions 
    and benefits earned

www.singlepensionscheme.gov.ie



Part D – Detailed breakdown of contributions paid

www.singlepensionscheme.gov.ie



Part D – Detailed breakdown lump-sum benefits earned

www.singlepensionscheme.gov.ie



Part D – Detailed breakdown of annual pension benefits               
   earned

www.singlepensionscheme.gov.ie



Part E – State Pension (Contributory) 

www.singlepensionscheme.gov.ie



Part F – Contact details for RA Pensions Officer

www.singlepensionscheme.gov.ie



Part G – Footnotes / Important Information

www.singlepensionscheme.gov.ie





A non-vested member of the Single Scheme 

who previously received a refund of scheme 

contributions and who is subsequently 

re-employed to a pensionable post with 

a Relevant Authority is eligible to repay those 

contributions if re-employed within what period? 

 6 Months? 12 Months? 24 Months?

24 months



True or False?

Where a member leaves one Relevant Authority
and joins another Relevant Authority, they should 
not receive a Leaver Statement!



Administrator’s 
FAQs

https://singlepensionscheme.gov.ie/wp-content/uploads/2025/09/Single-Scheme-Admin-FAQ-May-2023-published-version.pdf
https://singlepensionscheme.gov.ie/wp-content/uploads/2025/09/Single-Scheme-Admin-FAQ-May-2023-published-version.pdf




www.singlepensionscheme.gov.ie 



www.singlepensionscheme.gov.ie 

Suite of Training Videos covering: 

• Recruitment and Onboarding/Pension 
Scheme Assignment 

• Annual Administration Activities

• Leaving Employment 

• Contributions and Referable Amount 
Calculations

• Purchase of Single Scheme 
Retirement Benefits

• Single Scheme Transfer Facility  





www.singlepensionscheme.gov.ie 

singleschemequeries@per.gov.ie 

Questions?

http://www.singlepensionscheme.gov.ie/
mailto:singleschemequeries@per.gov.ie


An Roinn Caiteachais Phoiblí Bonneagair Athchóiriúcháin Seirbhíse Poiblí agus Digitiúcháin| The Department of Public Expenditure Infrastructure Public Service Reform and Digitalisation

Single Pension Scheme 

Centralised Database and 

Information System (CDIS) 



An Roinn Caiteachais Phoiblí Bonneagair Athchóiriúcháin Seirbhíse Poiblí agus Digitiúcháin| The Department of Public Expenditure Infrastructure Public Service Reform and Digitalisation

A centralised solution will securely consolidate Scheme-member data, 

streamline administration and create efficiencies, help standardise the approach 

to compliant Scheme administration and provide value for money in how 

Relevant Authorities meet their compliance obligations. 

May 2025

Approve that DPER progress, in collaboration with 

Revenue and the Department of Social Protection, a 

design for a Centralised Database and Information 

System to support Relevant Authorities in the 

administration of the Single Public Service Pension 

Scheme 

Memo for Decision

Dec 2025

Approve the priority drafting of legislation required to 

underpin the establishment of the Centralised 

Database and Information System. 



An Roinn Caiteachais Phoiblí Bonneagair Athchóiriúcháin Seirbhíse Poiblí agus Digitiúcháin| The Department of Public Expenditure Infrastructure Public Service Reform and Digitalisation

Payroll System

CDIS

RA

Other info

Single Scheme Centralised Database 
Information System



An Roinn Caiteachais Phoiblí Bonneagair Athchóiriúcháin Seirbhíse Poiblí agus Digitiúcháin| The Department of Public Expenditure Infrastructure Public Service Reform and Digitalisation

Payroll 

SystemRA

• Gross Pensionable Remuneration

• Net Pensionable Remuneration

• Single Scheme “FTE” 

• Lump Sum Referable Amount

• Pension Referable Amount

01/01/2027 – Service for Compliance

Single Scheme Centralised Database 
Information System



An Roinn Caiteachais Phoiblí Bonneagair Athchóiriúcháin Seirbhíse Poiblí agus Digitiúcháin| The Department of Public Expenditure Infrastructure Public Service Reform and Digitalisation

Roles of Relevant Authorities 
• Pay period contribution and referable amounts details to be submitted to CDIS 

via Revenue’s Payroll Reporting system on a pay period basis. Other 

information, such as refunds, repayment of refunds, transfer/purchases of 

referable amounts etc. to be updated by RAs on the CDIS on a timely basis. 

• Continue with the upload of annualised data to the Databank for the 

membership details up to the end of 31/12/2027. 

• Team will, as matters advance, communicate and engage with Relevant 

Authorities in respect of the system, requirements and responsibilities. 

• Queries/observations, please mail singleschemequeries@per.gov.ie with 

“CDIS” in subject-line. 

mailto:singleschemequeries@per.gov.ie
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