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. Website Resources for Administrators

. Leaving Employment

. Leaver Categories and Leaver Statement

. Refund of contributions and restoration of benefits

. Recap and Close
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« Webinar will run from 10:30am - 12:30pm, short break of
about 10 minutes at about 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/
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» 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

&
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Leaving Employment

Website Resources



Leavers Toolkit
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Single Public Service Pension Scheme > Employers > Toolkits » Standard Forms and Checklists > Leavers

Leavers Toolkit

Employers

Taalkits

Leavers

www.singlepensionscheme.gov.ie

Leavers (other than Retirement or Death)

Context: \"When a member ceases pensionable employment, they must be issued wikth Formal documents outlining
their Scheme entitlements.

Resource Toolkit: The resources provided in the table below may be used ko confirm and communicate a member's
entitlements on leaving service {other than death or retirement). Please note that the Process Map should be read
with the Process Guidelines.

Mote: The items below are suggestad resources and their use is not mandatory. Organisations are free to continue to
use Eheir own, exiskting resources or to amend the resources below as they zee Fit,

IF wvour organisation is partnered with a Shared Services Centre for HR, Pensions or Payroll purposes, you may need to
clarify with them what elements of work, (if any}, that they have been resourced to undertake on your behalf.

Training Resources: Administrators can access a soft-copy of the "Leaving Employment and Annual Administration
Activities” training booklet provided at workshops delivered as part of the Single Scheme Project Team programme
of training for Relevant futhorities. Please click here to access this page.

Descriptor Type Link

1.Process Map Process Map a

2.Process Guidelines Process a
Guidelines

3.Circulars and Legislation ‘website Page &

4.List of Single Scheme Relevant Authorities ‘Website Page dp

5.Contributions and Referable Amounts Calculation Tool Calculation Tool A

6.5cheme Vesking Calculation Tool Calculation Tool ﬂ

T.Leaver Statement Templake Template ﬂ
Statement

S.Template Letter 41 - Cover Letter ko Leaver {(Nak vested & still in scheme) Template Lekker ﬂ



Process Map

[SPSLVA.FM.01 (Phase 1)

Single Scheme Leaver Process — (Other than on Retirement or Death)
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SSAP —Phase 1
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Process Guidelines

Employers

Taalkits

Leavers

www.singlepensionscheme.gov.ie
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The Pensions Authority



The Pensions Authority a The Pensions Authorty

Disclosure of Information Regulations and Member Information
including....

« Details on constitution of the scheme

« Basic Information i.e explanatory booklet
« Annual benefit statement

« Leaving service options letter

« Information on retirement

« Information on death

« Notification of grant of PAO

’ An tUdaras Pinsean
The Pensions Authority
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Relevant Authority Responsibilities
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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._”

[}
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Who i1s a Leaver?
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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

/Q
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Single Scheme Vesting Period
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 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

@E
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A Leaver Statement should issue to a
member no later than how many months
following the last day of pensionable
employment?
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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?
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Leaver Categories
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Leaver Categories

Single Scheme Leaver Process — (Other than on Retirement or Death) SSAP —Phase 1

SPS.LVA.PM.01 (Phase 1)
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Leaver Categories

Vested and taking up
immediate pensionable
employment with a Relevant
Authority

Not Vested and taking up
immediate pensionable
employment with a Relevant
Authority
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Vested and not taking up
immediate pensionable
employment with a Relevant
Authority

Not Vested and not taking
up immediate pensionable
employment with a Relevant
Authority
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« 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



Leaver Categories

Vested and taking up
immediate pensionable
employment with a Relevant
Authority
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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



Leaver Categories

Vested and not taking up
immediate pensionable
employment with a Relevant
Authority
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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
= Farly 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
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Leaver Categories

Not Vested and taking up « Issue Leaver Statement after

immediate pensionable member ceases employment
employment with a Relevant

Authority

* Not eligible to apply for a
Refund of Contributions

« Member progress towards
vesting continues in
subsequent employment
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Leaver Categories

« Issue Leaver Statement after member
ceases employment

Not Vested and not taking
up immediate pensionable

employment with a Relevant _ _ o
Authority « Issue Refund of Contributions Application

Form

« No automatic issue of refund!

« After issuing refund of contributions an
adjusted Leaver Statement must issue

RS T = Referable amounts earned “"zeroed”
refund = Time towards vesting re-set
8  No requirement to issue Annual Benefit

Statement if refund of contributions paid




Not Vested and not taking
up immediate pensionable
employment with a Relevant
Authority

www.singlepensionscheme.gov.ie
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Refunds of Contributions should not be
processed automatically

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

Gross amount /ess 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”
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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?
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Is an Annual Benefit Statement required where
a hon-vested member leaves pensionable
employment and is taking up immediate
pensionable employment with a Relevant

Authority?

Yes
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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
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
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Leaver Statement



Suggested Template Leaver Statement

Employers

Toalkits

Leavers

Single Public Service Pension Scheme

Leaver Statement
issued by <<insert Relevant Authority Name>> on <<insert date of issue>>

Part A- Personal Information

Member Name

PPS Numb

Start date of pensionable employment dd/mm/ vy

mmy ey

Date of Birth dd/mm/vyy

Normal Retirement Date dd/mm/yyyy

Home Address

Civil Status ngle, Married, Civil Partnered,

Co-Ha bt g S epar: t d, Divorced, Widowed,
Surviving Civil Partner,
A former Civil Partner=>
Pensions Adjustment Order <<No OR Yes>>
ranted under the Family Law Acts)!

Membership Category Selact from dropdown

Single Scheme vesting status? Select from dropdown

Part B - About your Statement
What is the purpose of my Statement?
Your Statement is b g iszued to yo i llow g the conclusion of y pensiunable
empl loyment with u thed te above. It h thel: Ft 5 yo h veeamed is
employment only. It I onfirms th & regular contributions that you have paid d gths
employment as well as

y xtra contributions you may have paid into the Scheme from your own resources

d g th ernpl vme nt to purchase additicnal benefits under the Scheme in
cco with DPER. Circular 15 of 2013; and/or
y T f Value acoepted and paid into the Scheme during this employment from
external pensions arrangement in accordance with DPER Circular 15 of 2019,

This is an impertant document and should be retainad by you, If you are re-employed at a2
future date to a pensicnable post in the Irish Public Service your new employer may request
this document. You should read your Statement with the following documents:

» the information contained on the rlatter

. yurmnstrecets ngle Scheme Annusl Ben rtsttmet

. th el h eme Bor kl t and Laavlng Empl layment "At-A-Glance” guide available at
nglepansionschem

. the Import i Notes at the and of this Statemant

www.singlepensionscheme.gov.ie
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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

Single Public Service Pension Scheme

Leaver Statement
issued by <<insert Relevant Authority Name>> on <<insert date of issue>>

Part A- Personal Information

Member Name

PPS Number

Start date of pensionable employment dd/mm/yyyy
End date of pensionable employment dd/mm/yyyy
Date of Birth dd/mm/yyyy
Normal Retirement Date dd/mm/yyyy

Home Address

Civil Status

<<Single, Married, Civil Partnered,
Co-Habiting, Separated, Divorced, Widowed,
Surviving Civil Partner,
A former Civil Partner>>

Pensions Adjustment Order
| (granted under the Family Law Acts)*

<<No OR Yes>>

Membership Category

Select from dropdown

Single Scheme vesting status’

Select from dropdown

www.singlepensionscheme.gov.ie
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Part B — "About your Statement”

> Part B - About your Statement

What is the purpose of my Statement?

Your Statement is being issued to you following the conclusion of your pensionable
employment with us on the date above. It shows the benefits you have earned in this
employment only. It also confirms the regular contributions that you have paid during this
employment as well as:

¢ any extra contributions you may have paid into the Scheme from your own resources
during this employment to purchase additional benefits under the Scheme in
accordance with DPER Circular 15 of 2019; and/or

e« any Transfer Value accepted and paid into the Scheme during this employment from
an external pensions arrangement in accordance with DPER Circular 15 of 2019.

This is an important document and should be retained by you. If you are re-employed at a
future date to a pensionable post in the Irish Public Service your new employer may request
this document. You should read your Statement with the following documents:

¢ the information contained on the cover letter;

* vyour most recent Single Scheme Annual Benefit Statement

e the Scheme Booklet and Leaving Employment "At-A-Glance” guide available at
www.singlepensionscheme.gov.ie

e the Important Notes at the end of this Statement

www.singlepensionscheme.gov.ie



Part B — "About your Statement”

What information does my Statement contain?

Your Statement contains information on the following:|

Part A

This confirms the personal information that we hold for you. You should
review this now to make sure that it is correct.

If any information is not correct, you should make contact with your
Pensions Officer (see Part F) as soon as possible because the benefits on
your Statement may need to be reviewed.

Part C

This provides summary details at your date of leaving employment of:

« total contributions that you have paid during this employment in
the Scheme including summary details of any lump sum amounts
or Transfer Values from external pension arrangements that have
been paid into the scheme;

+ total retirement benefit amounts, termed “"referable amounts”
that you have earned or purchased towards your retirement lump
sum and retirement pension under the Scheme during this
employment.

Part D

This provides a more detailed breakdown of the contributions that you
have paid and the retirement benefits that you have earned and/or
purchased under the Scheme in this employment.

Part E

This informs you that you may have a separate potential entitlement in
the future to the Contributory State Pension and explains how you can find
out more about this entitlement.

Part F

This provides information on how you can obtain further information and
how to contact your Pensions Officer in the event that you have a query
about your Statement.

Part G

This provides explanations for some of the information contained on your
Statement. It is very important that you read and understand this section
as it contains key information in relation to your benefits under the
Scheme.

www.singlepensionscheme.gov.ie
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Part C - Summary of contributions and benefits earned

Part C — Summary of all Contributions paid and Benefits Earned in this employment

Retirement benefits consist of a once-off lump sum and an annual retirement pension. |
Each time you paid contributions into the Single Scheme, you earned amounts based on your
pensionable pay towards your potential retirement benefits3.

The table below provides a summary “snapshot” of the contributions paid and retirement
benefits earned by you in this employment. The amounts that you earned under the Scheme
in this employment in earlier years, if applicable, have been increased to take account of
inflation.

Summary of total Single Scheme Contributions
paid in this employment

Total contributions €0.00

Summary of your total Retirement Benefit Amounts
in this pensionable employment

Once-Off Retirement Lump Sum €0.00
Annual Retirement Pension €0.00
IMPORTANT:

=  You only have a future entitlement to benefits if you have paid contributions
to the Scheme for at least 24 months (see Part G).

= Retirement Benefit amounts earned in earlier tax years have been increased to take
inflation into account. These may be further increased to take account of any future
increases in inflation. You can find further details of how your contributions and
retirement benefits are calculated in your Scheme Booklet.

www.singlepensionscheme.gov.ie
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Part D — Detailed breakdown of contributions
and benefits earned

Part D — Breakdown of Contributions and Benefits Earned |

This table below provides a more detailed breakdown of the contributions that you have paid
and the retirement benefits® earned by you under the Scheme during this period of
employment:

e in the current calendar year
« in the last calendar year (if applicable)
e in earlier calendar years (if applicable)

If, in this period of employment, you have repaid pension contributions that were previously
refunded to you in earlier Single Scheme employments, these amounts and the
corresponding benefits restored are also included.

The table below also provides a breakdown of the additional retirement benefits that you
have purchased from your own resources and/or by way of a transfer-in from an external
Revenue approved pension benefit under the Scheme during your employment with us.

www.singlepensionscheme.gov.ie



Part D — Detailed breakdown of contributions paid
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Breakdown of all contributions paid by you in this pensionable employment:

In 2022 | In 2021 | Before 2021 Total

Contributions in respect of this €0.00 £0.00 £0.00 £0.00
employment only
Refunded contributions repaid during this €0 .00 £0.00 £0.00 £0.00
employment
Ext tributi id by |

xtra contributions paid by lump sumi(s) €0 .00 £0.00 N/A £0.00
from your own resources
Transfer Val ived f t I

ransfer Va ue(s) received from externa €0.00 £0.00 N/A £0.00
pension arrangement(s)
Total €£0.00 €0.00 €£0.00 €0.00

www.singlepensionscheme.gov.ie
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Part D — Detailed breakdown lump-sum benefits earned

Referable Amounts earned towards your once-off retirement lump sum in this

pensionable employment:

Before 2021
In 2022 | In 2021 (Adjusted)? Total

Earned in respect of this €0.00 £0.00 €0.00 €0.00
employment only
Once-off | - benefit restored

jeemoll UmpTstim DEneit restore €0.00 €0.00 €0.00 €0.00
where contributions repaid
Ext tributi id by |

xtra contributions paid by lump sum(s) £0.00 £0.00 N/A £0.00
from your own resources
Transfer Value(s) received from external

. (s) €0.00 €0.00 MN/A €0.00

pension arrangement(s)
Total Retirement Lump Sum? earned €0.00 €0.00 €0.00 €0.00

www.singlepensionscheme.gov.ie
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Part D — Detailed breakdown of annual pension benefits
earned

Referable Amounts earned towards your annual retirement pension in this

pensionable employment:

Before 2021
In 2022 | In 2021 {Adjusfed}* Total
Earned in respect of this £0.00 £0.00 £0.00 £0.00
employment only
A | ion b fit tored wh
nhual pension benetit restored where €0.00 €0.00 €0.00 €0.00
contributions repaid
Extra contributions paid by lump sumi(s
paid by lump sum(s) €0.00 £0.00 N/ A £0.00
from your own resources
Transfer Value(s) received from external
\ { :] €£0.00 €£0.00 M/ A €£0.00
pension arrangement(s)
Total Retirement Pension? earned €0.00 €£0.00 £0.00 €0.00

www.singlepensionscheme.gov.ie
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Part E — State Pension (Contributory)

Part E —State Pension Entitlements

You may potentially be entitled to receive the Contributory State Pension that would be separately
payable to you directly by the Department of Social Protection. From the &% January 2023 the
maximum rate for a single person is €265.30 per week (€13,843.35 per annum). Your employer
cannot provide you with information on your State Pension entitlements. Further information on
State Pension entitlements, including details on the eligibility criteria, can be obtained from the
Department of Social Protection by telephone at LoCall 1890 500 000 or via their website at
www. welfare.ie

www.singlepensionscheme.gov.ie
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Part F —If you have further queries

You should consult the documentation referred to in Part B of your Statement. If you still
have queries, you should contact your former employer’s Pensions Officer:

< <jnsert full contact details for former Employer’s Pensions Officer>=>

www.singlepensionscheme.gov.ie



Part G — Footnotes / Important Information

Part G —Important Notes

(Part A) 1 If a Pensions Adjustment Order has been issued by a Family Law Court and
applies to your benafits under this Scheme, the benefits noted in this
Statement make allowance for this. Further information on your Pensions
Adjustment Order can be obtzined from your legzl advisor. General information
on Pension Adjustment Orders is zlso available from the Pensions Authority at

wiviwe. pensionsauthority.ie

(Parts A C&D) 2Your Single Scheme westing status on leaving this employment is indicated on
the table at Part A of this Statement "Single Scheme vesting status.” Your
Single Scheme vasting status is basad on the pericd of pensionable
employment with us and pricr pensionable employments with any other
Relevant Authorities where a refund of contributions did not issue.

In order to be entitled to 2 long-term retirement benefit, members must have
paid contributions into the Scheme for a combined period exceeding 24 months
(2 years). This is called the Vesting Period. Pensionable Single Scheme
employment with mare than one public service employer counts towards the
Vesting Period. For example, if you were employed with Public Service Body
A for 18 months and subsequently with Public Service Body B for & months
or more you would have completed the Vesting Peried and hold an entitlemnent
to 2 benefit at retirement age.

- Non-Vested Member: has not complated the Vesting Period and has no
entitlement to a retirement benefit;

- Vested Member: has completed the Vesting Period and has an entitlement
to a retirement benefit payable at the Normal Retirement Date noted in
Part A of the Statement. “ou should apply to us for the payment of your
benefits at least & months in advance of your retirement date;

Flease note that your Single Scheme vesting status is based on the information
available to us at the date of issue of this Leaver Statement. If you believe
your Single Scheme vesting status on leaving this employment to be incorrect,
you should make contact with us to allow the pesition to be reviewed.

(Part D) I Onca-off lump sum and annual retirement pension referzble amounts are
increased where the Department of Fublic Expenditure & Reform notifies public
service bodies that there has been an increase in the Consumer Price Index
(inflation) for 2 given scheme year.

= If you were in two public service posts st the same time during the pericd covered by
this Statement, you should note that it has not been adjusted to allow for the
overlapping of your employments. The scheme rules require that the benefits arising
from such overlapping employments are adjusted so that your benefits are based on
the equivalent of one full-time employment. If this applies to you, you should
disregard this Statement and make contact with us to allow the position to be
reviewed.

= If you are concerned that any contributions deducted from you have not been pzid to
the Scheme, you should contact your employer’s Pensions Officer in the first instance
(see Fart F). If you still have concerns, you should contact your Personnel
Officer/Director of Human Resources who can advise you further and provide
guidance. If you feel those concerns you have raised continue to be unresclved you
should contact The Pensions Authority

= Further information on the calculztion of your benefits is available at
www.singlepensionscheme._gov.ie

Disclaimer: This statement has been carefully prepared by your employer based on the
information awvailable at the time. It is not a contractual document and gives no right to
bensfit. In the event of a dispute that cannot be rasolved with your employer, the terms of
the Public Service Pensicns (Single Scheme and Other Provisions) Act 2012 and associated
regulations shall apply.

This is an important document that you should keep safe for future reference

www.singlepensionscheme.gov.ie
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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?
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Single Public Service Pension Scheme > Employers > General Information > Administrator FAQs

General Information Administrator FAQS

Current Administrator FAQs for Single Pension Scheme. Administrator FAQs should
be read with Scheme Booklet.

Document Name Administrator FAQs

Date of Issue 19 June 2019

/|
(PDF, 587 KB)

Purpose

Administrator FAQs



WWWw.singlepensionscheme.gov.ie

Recruitment — Pension Scheme Membership Assignment

EE Context: This training video focuses primarily on the Applicant Declaration Form template available in our
= Recruitment Toolkit. It also references the other Emplover resources available on our website as well as the Public
Service Pensions (Single Scheme and Other Provisions) Act 2012 referred to as the “2012 Act” throughout the video.

mployers . . . .. . . . .
Employ Purpose: The purpose of this video is to provide Administrators with an overview of the information needed at the

recruitment and onboarding stage in order to make the right decision on which pension scheme to assign a new recruit
to a pensionable post into. The video is complemented by a table linking to other important resources on this website
that Administrators may wish to refer to for further guidance.

Further Resources

D Recruitment Pension Scheme Assignment

Toolkits 1. Applicant Declaration Form

2. Recruitment Toolkit
Single Public Service Pens.c.. _...eme

Training and Support for Relevant Authorities

3. Administrator FAQ

4, Circulars and Legislation

Training Resources
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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
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Single Public Service Pension Scheme

Relevant Authority Training Webinar
Module B: Leaving Employment

Thursday, 30 March 2023




