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Module A: Recruitment and Onboarding 



Recruitment & Onboarding 

1. Webinar Objectives 

2. Single Scheme Overview 

3. Website Resources for Administrators 

4. Relevant Authority Responsibilities 

5. Pension Scheme Assignment - Key Principles

6. Scheme Vesting Period 

7. Applicant Declaration Form 

8. Examples – walkthrough 

9. Recap, Q&A and close 



Housekeeping

• 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/


Objectives

• More confident in making an accurate decision as to 
which Pension Scheme a new hire / re-hire should join

• Improved understanding of possible pension implications 
of hiring staff in receipt of a public service pension

• Availability of online resources and supports 



Single Scheme Overview



Pension and Lump-sum Calculation: 
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Pre-2013 public service model
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Pension and Lump-sum Calculation: 
Referable Amounts accrued every pay-period
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Single Scheme - Ongoing and Iterative

Single Scheme – Overview



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

• Introduced on 1 Jan 2013 across the Public Service for 
all New Entrants

• 350+ Relevant Authorities each responsible for its 
operation

• Relevant Authorities legally responsible for the 
administration of the Single Scheme

Majority of 
members in 
Health and 
Education

Almost all 
RAs now 

have 
members

211k 
members to 

end 2022

Single Scheme – Overview



• A Defined Benefit Scheme

• Benefits based on Career Average Earnings & Work 

Pattern

• Normal Retirement Age - same as eligibility age for 

State Pension (Contributory)

• Upper retirement age of 70

• Benefits may increase annually in line with CPI

Single Scheme – Overview

Ill-Health 
Retirement 

facility

Death in 
Service 
Benefits

CNER from 
age 55



Website Resources



Recruitment Toolkit 

www.singlepensionscheme.gov.ie



Process Map 

www.singlepensionscheme.gov.ie



Process Guidelines

www.singlepensionscheme.gov.ie



Applicant Declaration Form

www.singlepensionscheme.gov.ie

Act makes legal provision:

• For a Statutory Declaration to be 
made by new hires

• Use of PPS Numbers to exchange 
information between Public Service 
bodies to verify compliance with 
legislation 



The Pensions Authority 



Supervision, 
regulation and 
enforcement

Policy advice

Information and 
guidance

Investigations, Audits, Inspections, Meetings, Data Analysis

Whistle-blow Reports

Prosecutions – all breaches of the Pensions Act are a 
criminal offence

On-the-spot fines

• €2,000 per trustee/administrator
• Late registration of schemes
• Failure to provide information to members
• Failure or delay in notifying amendments to the 

Authority
• Failure to provide required/requested information to 

the Authority

Regulatory Powers

The Pensions Authority



• 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

Disclosure of Information Regulations and Member Information 
including….

The Pensions Authority



Key Principles 



RA Responsibilities - Onboarding

“It is the responsibility of HR at recruitment to 
identify who is a Single Scheme member” 

“…necessary to have a robust process for 
identifying new Single Scheme members at 

recruitment stage.”

Baseline Study, 2014



• Is this a new-entrant’s first pensionable position in the Irish Public 
Service?

• Has the new-entrant previously been employed with a public 
service employer prior to 1 January 2013?

• If previously in public service employment in the Irish Public 
Service  prior to 1 January 2013 has there been a break of more 
than 26 weeks?

• Has any break been as a result of employer approved or protected 
leave? 

• If the new-entrant has received a refund of Single Scheme 
contributions, are the aware of the option to restore these benefits?

Onboarding – Key Information



Key Principles

• All new entrants appointed to pensionable posts in the Irish 
Public Service on or after 1 January 2013 are, in 
general, members of the Single Scheme 

• ..unless, they were in public service employment prior to 1 
January 2013 and are entitled to avail of a derogation 
allowing them to join / re-join an earlier Public Service 
Pension Scheme in existence before 1 January 2013.



Derogations/Exceptions

• The employee had to have been in public service employment prior 
to 1 January 2013 and;

• Be returning to the public service after a break of less than 26 
consecutive weeks from a previous public service role; or

• Be returning to pensionable employment under the same contract 
of employment

• Periods where a member was on a form of protected leave or other 
approved leave do not count as a break in service

Reasons for a derogation must be clearly documented



Derogations/Exceptions

• Previously had been the case that in order for a derogation to apply, an 
individual had to have been in pensionable public service employment

• Following a Judicial Review, Court ruled that such prior employment need not 
have been pensionable for the derogation to apply, as long as individual 
had been in a pre-existing public service pension scheme immediately 
prior to the non-pensionable post (i.e. no break of greater than 26 
weeks)

• Currently the position that derogation applies i.e. the 26-week rule, as long 
as the person had previously been in pubic-service employment regardless of 
whether previous post was pensionable or not. 

• Employment as a non-pensionable public servant should also be recognised 
when determining if the 26 week exemptions applies, as long as employment 
within 26 weeks before that was in a pensionable post, in a pre-
existing public service pension scheme.



Pension Abatement

• A Pensioner in receipt of a Public Service pension who is re-hired in 
any paid capacity by a Public Service Body, their existing pension 
may be liable to be abated for the period they are in receipt of post-
retirement salary

• Why?  A pensioner should not earn more in retirement (between their 
public service pension + public service salary) than if they had not 
retired from their original post.

• Recruitment need to transparently flag this to all candidates in 
advance of competition

• Pension abated, never remuneration



Single Scheme Vesting Period



• Minimum period of scheme membership to be eligible for full 

scheme benefits

• Single Scheme 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 (Circular 12 of 2019 refers)

• 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



In order to determine member vesting status at 
recruitment, HR should: 

• Review completed Applicant Declaration Form or other 
documentation provided by member

and

• Confirm if any prior Single Scheme employments 
where contributions not refunded, following application 
for same by the member

Single Scheme Vesting Period



• 350+ public service bodies to 
which the Single Scheme 
applies

• Bodies are designated as 
Relevant Authorities by the 
Minister for PENDR

• An evolving list as bodies are 
created, merged, renamed or 
disbanded over time

“RA” Look-up

www.singlepensionscheme.gov.ie



Website Resources – RA Look-up

www.singlepensionscheme.gov.ie





In general, into which pension scheme is a recruit 

to their first pensionable public service post to be 

assigned if their start date is after 1 January 2013?

Single Scheme 



Into which pension scheme is someone assigned 

where recruited to a pensionable public service 

post, starting 4 October 2021 with a Relevant 

Authority, following on from a previous period of 

pensionable public service employment from 12 

May 2008 to 31 August 2021?

Pre-2013 pension scheme



Applicant Declaration Form



www.singlepensionscheme.gov.ie



www.singlepensionscheme.gov.ie



www.singlepensionscheme.gov.ie



www.singlepensionscheme.gov.ie



www.singlepensionscheme.gov.ie



www.singlepensionscheme.gov.ie



www.singlepensionscheme.gov.ie



www.singlepensionscheme.gov.ie



www.singlepensionscheme.gov.ie





A recruit who took up a pensionable public service 

post on 15 of September 2021 having previously 

worked in one other pensionable public service post 

from 1 June 2009 to resignation on 10 March 2021 

should be assigned to which pension scheme?

Single Scheme 



Which pension scheme should a recruit be assigned to if 

recruited to a pensionable post with Relevant Authority A

immediately following the cessation of a 5-year employer 

approved career break with Relevant Authority B?

(recruit was a member of a pre-2013 pension scheme 

with Relevant Authority B) 

Pre-2013 pension scheme



Some examples…



Example 1

• Recruit offered a pensionable post with a Relevant 
Authority

• Per submitted Applicant Declaration Form has never 
worked in the public service

•Will commence employment from 1 October 2021

Single Scheme 



Example 2

• Anne has been working for the Department of Defence 
since 1 Jan 2007

• She went on unpaid leave on the 20 March 2021 for 
five months and then resigned from her post effective 
16 August 2021

• She is starting a pensionable position with Relevant 
Authority on 1 Nov 2021

Pre-2013 Pension Scheme



Example 3

• Recruit offered a pensionable post with a Relevant 
Authority

• Per submitted Applicant Declaration Form had worked 
in a pensionable public service post from 25 June 2011 
to date of resignation – 30 April 2021

• Will commence employment from 1 November 2021

Single Scheme 



Example 4

• Catherine is starting in a new pensionable position with a 
Relevant Authority on 1 Nov 2021

• She has just finished availing of 12 months paid/unpaid 
maternity leave and parental leave with the Irish Film Board 
and is resigning from her post effective 21 September 2021

• She has been with the Irish Film Board in a pensionable 
position since 2011

Pre-2013 pension scheme



Example 5

Pre-2013 Pension Scheme

• Frank has been offered a position with a Relevant Authority 
earning €40K pa for some part-time work starting on the 
22nd of September 2021

• He is currently receiving a pension of €30K p.a. from St.   
James’s Hospital having worked in a pensionable capacity 
there for 40 years following his retirement on the 15th of 
June 2021. 



Recap



• Is this a new-entrant’s first pensionable position in the Irish Public 
Service?

• Has the new-entrant previously been in employment with a 
public service employer prior to 1 January 2013?

• If previously in public service employment in the Irish Public 
Service  prior to 1 January 2013 has there been a break of more 
than 26 weeks?

• Has any break been as a result of employer approved or protected 
leave? 

• If the new-entrant has received a refund of Single Scheme 
contributions, are the aware of the option to restore these 
benefits?

Onboarding – Key Information



www.singlepensionscheme.gov.ie



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

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