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1. Purpose and Intent of Strategy

The LGPS is a statutory scheme, established by an Act of Parliament. The Local Government
Pension Scheme Regulations 2013 provide the conditions and regulatory guidance
surrounding the production and implementation of Administration Strategies.

Whilst this document is a statement of strategy prepared in line with the requirements of
the Local Government Pension Scheme Regulations it is not intended to be a prescriptive
document other than to outline legislative requirements.

In delivering this Administration Strategy, the Administering Authority has a number of
specific objectives, as follows;

e Provide a high quality, professional, proactive, timely and customer focussed
administration service to the Fund's stakeholders

e Administer the Fund in a cost effective and efficient manner utilising technology
appropriately to obtain value for money

e Ensure the Fund's employers are aware of and understand their roles and
responsibilities under the LGPS regulations and in the delivery of the administration
functions of the Fund

e Ensure the correct benefits are paid to, and the correct income collected from, the
correct people at the correct time

e Maintain accurate records and ensure data is protected and has authorised use only.

To achieve these objectives we rely on the good will of all stakeholders; be they employer,
administrator, scheme member or professional adviser.

This Strategy outlines how the Administering Authority will achieve these objectives,
including the level of service the Administering Authority aims to provide to scheme
members and employers, as well as the role employers will need to play in providing that
quality of service.

It is recognised that the aims and objectives in this Strategy are ambitious in some cases,
and meeting these is dependent on the implementation of some changes in the existing
ways of working.

Whilst we can, if required, resort to financial penalties, we will only do so as a final measure.
From our point of view, as the administering authority, it is critically important that our
focus is on building and maintaining strong relationships with the employers of the Fund.
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2. Review of the Strategy

Middlesbrough Council (the "Administering Authority") is responsible for the local
administration of the Fund, which is part of the Local Government Pension Scheme (“the
LGPS”). Operationally, the administration of the Fund is partly outsourced to a third party
administrator (XPS Administration), and partly carried out by Council staff. The third party
administrator's staff and Council staff work together to provide a seamless service to scheme
employers and members. It is for that reason that references to Administering Authority in
this document are not separated out between the Council and administrator.

The administering authority will review this policy statement annually and make revisions as
are considered appropriate.

In subsequent reviews or when making revisions to this policy, the administering authority
will consult with its employing authorities. Subsequent revisions will be published, and copies
made available to each employing authority and to the Secretary of State.

This Pension Administration Strategy does not supersede any contractual arrangements
between the Administering Authority and the administrators or between the Administering
Authority and the employers. However, is it intended to complement such arrangements and
provide greater clarity in relation to each party's role and responsibilities.

This Strategy applies to all existing employers in the Fund, and all new employers joining the
Fund. The Statement sets out the expected levels of administration performance of both the
Administering Authority and the employers within the Fund, as well as details on how
performance levels will be monitored and the action that might be taken where persistent
failure occurs.

3. Levels of Performance

Overriding legislation, including The Occupational and Personal Pension Schemes (Disclosure
of Information) Regulations 2013 (as amended), dictates minimum standards that pension
schemes should meet in providing certain pieces of information to the various parties
associated with the scheme. Further, the LGPS itself sets out a number of requirements for
the Administering Authority or employers to provide information to each other, to scheme
members and to prospective scheme members, dependants, other pension arrangements or
other regulatory bodies. In addition to the legal requirements, local performance standards
have been agreed which cover all aspects of the administration of the Fund. In many cases
these go beyond the overriding legislative requirements.

We will keep these levels of performance under review to reflect changing expectations and
legislation and all locally agreed performance standards will be monitored on an ongoing basis
by the administering authority.
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The Fund introduced a Charging Policy from April 2022 to be used where necessary from the

financial year 2022/23 onwards.

4. Responsibilities and Duties of Employers

The following are responsibilities of the Employer:

Function / Task

Performance Target

General

For new employers supply all required
pension liaison contact details, authorised
signatories and employer web portal
systems users.

Confirm nominated representative(s) to
send and receive information from the
Fund.

Within 30 days of becoming a Scheme
Employer.

When changes occur to pension liaison
contact details, authorised signatories and
employer web portal system users.

Immediately

Advise of any appointment of or change to a
third-party payroll provider.

Notify the Fund 1 month in advance of the
change.

Appoint a nominated adjudicator for stage
1 appeals made under the Internal Disputes
Resolution Procedure (IDRP).

Within 30 days of becoming as Scheme
Employer.

Appoint an Independent Registered Medical
Practitioner (IRMP) for decision relating toill
health benefits.

Within 30 days of becoming as Scheme
Employer.

Formulate, publish and keep under review
policies in relation to all areas where the
employer may exercise a discretion within
the LGPS.

A copy of the policy should be supplied to
the Fund within one month of the employer
joining the Fund, or within one month of any
changes to the policy.

Notify the Fund of any planned employer
events or changes, including but not limited
to the following:

As soon as possible.
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e TUPE transfers

e Qutsourcing.

Within 3 months of the potential
commencement date.

¢ Changes to policy on admission of
new joiners

Within 1 month of implementation.

* Termination of Admission
Agreement or Decision to cease
business.

Within 1 month before the event.

New Joiners

To decide any rights or liabilities of any
person under the LGPS (for example, what
rate of contributions a person pays and
whether or not a person is entitled to any
benefit under the scheme).

At appointment.

To formally notify that person of the
decision in relation to their rights or
liabilities in writing as soon as is reasonably
practicable (including a decision where a
person is not entitled to a benefit and why
not), including information about their
internal dispute resolution procedure.

As soon as is reasonably practicable.

Notify the Fund that an employee has joined
the Fund by providing the appropriate new
joiner information.

Within 42 calendar days of the employee
joining.

Notify the Fund that an employee has
opted out of the Fund within three months
of joining, and contributions have been
refunded via payroll.

Within 35 days of the refund being paid.

Ask all members for a written statement of
all previous periods of employment, which is
to be submitted to the Fund.

Within three months of the employee
joining. (The Fund also request this
information on an employer’s when
members join the Scheme).

Changes

Notify the Fund of all changes to member
details, including any personal details and
breaks in pensionable service.

Within 42 calendar days of the change.

Contributions and Payments to the Fund

Ensure that employee and employer
contributions are deducted at the correct
rate and paid to the Fund.

All contributions deducted in any month
must be received by the Fund on or before
the 19th of the following month. If the 19th
of a particular month is a non-banking day,
then payment should be made by the last
banking day before the 19th.
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Ensure all contributions in relation to
Additional Pension Contributions (APC) and
Additional Regular Contributions (ARC)
arrangements are deducted at the correct
rate and paid to the Fund.

To comply with The Pensions Regulator’s
Requirements All contributions deducted in
any month must be received by the Fund
on or before the 19th of the following
month. If the 19th of a particular month is a
non-banking day, then payment should be
made by the last banking day before the
19th.

Ensure all employee contributions
deducted under the Additional Voluntary
Contribution (AVC) facility are paid directly
to the appropriate provider.

To comply with The Pensions Regulator’s
Requirements Pass your contributions to
the provider by the 22nd day of the
following month (19th if paying by cheque)
after they were deducted from salary.

Make additional Fund payments in relation
to early payment of benefits from flexible
retirement, redundancy or business
efficiency retirement or where a member
retires early with employer’s consent and a
funding strain cost arises.

Within 30 days of date benefits are due for
payment.

Implement changes to employee
contribution rates.

When required.

Implement changes to employer
contribution rates.

When instructed by the Fund.

If correct contributions have not been
deducted, the employer must immediately
pay outstanding employer’s contributions
and, unless an alternative has been agreed,
employee’s contributions to the Fund.

On next monthly contribution.

Year-end Contribution Information

For those employers providing information
on an annual basis - Supply year-end
information to 31st March each year, in the
format advised by the Fund.

On the date advised by the Fund each year.

Reply to all queries sent by the Fund in
relation to year-end data. This could
include mismatch of information, or
missing leaver notifications.

As soon as possible

For those employers providing information
monthly

As agreed by the Fund.

Leavers

Notify the Fund where a member leaves
before being entitled to immediate
pension.

Supply appropriate termination
notification, supporting documents and
certificates within 35 calendar days of
leaving date.

Notify the Fund where a member leaves
with an entitled to immediate pension.

Supply appropriate termination
notification, supporting documents and
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certificates within 20 calendar days of
leaving date.

Notify the Fund where a member dies in
service.

Supply appropriate termination
notification, supporting documents and
certificates within 20 calendar days of
leaving date.

Determine eligibility for ill health
retirement and notify the Fund.

Supply appropriate termination
notification, supporting documents and
certificates within 20 calendar days of
leaving date.

Review all Tier 3 ill health retirements and
notify the Fund if payment is to cease
(following re-employment) or increase
(following further medical review).

Review when required.

Notify the Fund immediately of any
changes to avoid overpayment of benefits.

Supply revised termination details for all
leavers where necessary.

Notify the Fund immediately of any
changes to avoid overpayment of benefits.

5. Responsibilities of the Teesside Pension Fund
The table below sets out the main duties and responsibilities of the Fund as the administering

authority:

Process

Disclosure Regulations
Standard

Key Performance Indicators

Death of a member
combined to include active
deferred and pensioner

Within two months of
receipt of notification of
death provide details of
e therights and
options available
and the procedures
for exercising them
e the provisions under
which any survivor
benefits will be
increased
e o the extent, if any,
to which such
increases are
discretionary.

Issue details of entitlement
within 10 days of receiving
all information required to
calculate and pay
beneficiary pensions.

Death in service — (Revised)

Issue revised details of
benefits due within one
month of event causing
revision

Within 10 days of receiving
all information required to
recalculate any revised
benefits.

Deferred Benefit —
Notification of entitlement

Within two months of a
member or employer
notifying us of the
termination of pensionable

Provide member with
details of deferred benefits
within 30 days of receiving
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service, supply a notification
showing the rights and
options available.

notification of termination
from employer.

Deferred Benefit into
Payment

Issue details of benefits due
in respect of

¢ a leaver at Normal
Pension Age or later within
one month of date
becoming payable

¢ a leaver before Normal
Pension Age within two
months of date becoming
payable.

Issue member with
confirmation of payment of
pension and lump sum
within 15 days of receiving
members benefit options.

Deferred Refund into
Payment

Issue details within one
month of the date that the
member becomes entitled
to payment (Normal
Pension Age) or issue details
of benefits due within two
months of the date that the
member becomes entitled
to payment (Early
payment).

Issue details of deferred
benefit due within 1 or 2
months of the date
becoming entitled as
appropriate.

Divorce Quotation

Issue details within 3
months of the request from
the member or the court.

Issue details of cash
equivalent and other
benefits within 45 days of
receiving request.

Estimate of Benefits

Issue quote within two
months of date member
requests estimate, unless
previously supplied within
the last twelve months.
Disclosure applies to
member requests only

Issue quote to member
within 15 days of receiving
request.

Immediate Pension

Issue details of benefits due
in respect of

¢ a leaver at Normal
Pension Age or later within
one month of date
becoming payable

¢ a leaver before Normal
Pension Age within two
months of date becoming
payable.

Issue member with details
of retirement options
available within 15 days of
being notified member has
left. Issue member with
confirmation of payment of
pension and lump sum
within 15 days of receiving
members benefit options.

Immediate Pension (Revised)

Issue revised benefit details
of benefits due within one

Within 10 days of receiving
all information required to
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month of the decision to
alter the benefits.

recalculate any revised

benefits.

Joiner Issue “Basic Scheme Issue membership
Information” within two certificate and new entrants
months of the member pack within 20 days of being
joining the scheme if we are | notified member has joined
not advised of the jobholder | the Scheme.
status of the member.

Refund On the request of the ex- Issue details to member of

employee, confirm within 2
months of the date of the
request being made
whether a refund is
available, an estimate of its
amount and how it is
calculated.

options available and
amount of refund within 20
days of being notified the
member has left. Issue
payment of refund within
15 days of receiving
members option form.

Refund (Revised)

Within one month of the
event causing revision.

Issue revised details within
1 month of the revision
event.

Transfer In Quotation

Inform the member of the
amount of the transfer
credit the TV will purchase
within two months of the
member’s request.

Issue member with details
of transfer in quotation
within 10 days of being
notified of the date the
member provided TV
information from.

Transfer In Payment

Issue the member with
confirmation that the
transfer is complete.

Within 30 days of receiving
the transfer payment from
the previous provider.

Transfer Out Quotation

Provide a transfer out
guotation within three
months of a member’s
request being made (other
than where a CETV quote
has been provided in the
previous 12 months).

Issue a transfer out quote
within 10 days of receiving
request (including
authorisation from
member).

Transfer Out Payment

Pay, on receipt of the
member’s option, a CETV
within six months of the
guarantee date.

Issue payment within 6
months of the relevant date
used in the TV out
qguotation.

e To decide the amount of benefits that should be paid, including whether the person
is entitled to have any previous service counting towards this for LGPS purposes, as
soon as is reasonably practicable

e To formally notify that person of the decision in relation to the amount of their
benefits in writing as soon as is reasonably practicable, including a statement showing
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how they are calculated and information about their internal dispute resolution
procedure
To appoint a person to consider complaints under stage 1 of the internal dispute
resolution procedure relating to Administering Authority decisions (or a lack of a
decision)
To appoint a person to consider complaints under stage 2 of the internal dispute
resolution procedure (which covers both employer and Administering Authority
decisions or lack of decisions)
To provide on request any information to an employer about a complaint under the
internal dispute resolution procedure that may be required by an employer
Regulation 59(1) enables an LGPS Administering Authority to prepare a written
statement ("the pension administration strategy") to assist in delivering a high-quality
administration service to its scheme members and other interested parties, by setting
out local standards which often go beyond the minimum requirements set out in
overriding legislation as outlined above, and which the Administering Authority and
employers should comply with. The statement can contain such of the matters
mentioned below as they consider appropriate:-
Procedures for liaison and communication with the relevant employers in their Fund.
The establishment of levels of performance which the Administering Authority and
the employers are expected to achieve in carrying out their functions under the LGPS
by-
i.  the setting of performance targets;
ii. the making of agreements about levels of performance and associated
matters; or
iii.  such other means as the Administering Authority consider appropriate;
Procedures which aim to secure that the Administering Authority and the employers
comply with statutory requirements in respect of those functions and with any
agreement about levels of performance.
Procedures for improving the communication by the Administering Authority and the
employers to each other of information relating to those functions.
The circumstances in which the Administering Authority may consider giving written
notice to an employer on account of that employer's unsatisfactory performance in
carrying out its functions under the LGPS Regulations when measured against the
desired levels of performance.
The publication by the Administering Authority of annual reports dealing with—
i. the extent to which the Administering Authority and the employers have
achieved the desired levels of performance, and
ii. such other matters arising from its pension administration strategy as it
considers appropriate
Such other matters as appear to the Administering Authority to be suitable for
inclusion in that strategy.
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Regulation 59(2)e allows an Administering Authority to recover additional costs from an
employer where they are directly related to the poor performance of that employer. Where
this situation arises the Administering Authority is required to give written notice to the
scheme employer, setting out the reasons for believing that additional costs should be
recovered, the amount of the additional costs, together with the basis on which the additional
amount has been calculated.

In addition, regulation 59(6) also requires that, where a pension administration strategy is
produced, a copy is issued to each of their relevant employers as well as to the Secretary of
State. It is a requirement that, in preparing or revising any pension administration strategy,
that the Administering Authority must consult its relevant employers and such other persons
as it considers appropriate.

Both the Administering Authority and employers must have regard to the current version of
the pension administration strategy when carrying out their functions under the LGPS
Regulations.

6. Contribution Rates and Administration Costs

The members’ contribution rates are fixed within bands by the regulations. The Fund will
notify employers of these rates each year.

Employers’ contribution rates are determined by a triennial valuation process.

Employers are required to pay contributions to secure the solvency of their part of the Fund
and meet their liabilities over an agreed term.

The Fund is valued every three years by the Fund actuary. The actuary balances the assets
and liabilities in respect of each employer and assesses the contribution rate and, where
applicable, the deficit amount for each employer.

Employer contribution rates and, where applicable, the deficit amounts apply for three years.
If the Fund undertakes work specifically on behalf of an employer, the employer will be
charged directly for the cost of that work as detailed in the Fund Charging Policy.

7. Liaison and Communications

The delivery of a high quality, cost effective administration service is not the responsibility of
just the administering authority, but depends on the joint working of the administering
authority with a number of individuals in different organisations to ensure scheme members,
and other interested parties, receive the appropriate level of service and ensure that
statutory requirements are met.

Employing authorities must nominate a pension liaison officer to deal with certain enquiries
from the administering authority. Key responsibilities of a Pensions Liaison Officer are:
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to act as a conduit for communications to appropriate staff within the employer —
e.g. Human Resources, Payroll teams, Directors of Finance;

to ensure that standards and levels of service are maintained;

to ensure that details of all nominated representatives and authorised signatures are
correct, and to notify the administration unit of any changes immediately;

to arrange distribution of communications literature such as scheme guides, packs,
newsletters and promotional material as and when required;

to inform the administration unit of any alternative service arrangements required to
ensure equitable member access, addressing the diverse needs of the membership;
to assure data quality and ensure the timely submission of data to the Fund; and

to assist and liaise with the Fund on promotional activities that aim to increase, where
appropriate, the Scheme membership and knowledge in the overall benefits of the
Scheme.

The administering authority will maintain a schedule of all employing authority contact
officers and ensure that all pension administration staff utilise the contact details provided by
the employer.

The administering authority will maintain a Pension Fund website with a dedicated
employers’ area. This will include:

General guidance and information on procedures for administering the Local
Government Pension Scheme;

Employer bulletins used to communicate current issues pertaining to the Scheme;
Copies of all standard forms to be used by employers when providing information to
the pensions unit;

Copies of all publications issued by the Pension Fund including newsletters, scheme
guides and factsheets and details of legislative changes

The administering authority will comply with the Communication Strategy Statement in its
dealings with stakeholders of the Fund.

8.

Further Information

Any enquiries in relation to the day to day communications with scheme members and
employers of the Fund should be sent to:

Tyne and Wear Pension Fund

Westoe Road

South Shields

NE33 2RL

E-Mail: pensions@southtyneside.gov.uk
Telephone: 0191 424 4141
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Any other enquiries in relation the Fund's communications or the principles or content of
this Strategy should be sent to:

Andrew Lister,

Middlesbrough Council,

Head of Pensions, Governance and Investments,
Fountain Court,

119 Grange Road,

Middlesbrough,

TS1 2DT

E-mail: Andrew_Lister@middlesbrough.gov.uk
Telephone: 01642 726328
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9. Introduction

The Administering Authority will work closely with all employers to assist them in
understanding all statutory requirements, whether they are specifically referenced in the
Local Government Pension Scheme (LGPS) Regulations, in overriding legislation, or in this
Administration Strategy however the LGPS regulations provide the pension Fund with the
ability to recover costs from an employer.

This policy details the Teesside Pension Fund’s ability to charge employers where necessary
and should be read alongside the Pensions Administration Strategy.

10. Approach to Managing Employer Performance

The Fund and the employers will ensure that all functions and tasks are carried out to agreed
standards.

The Fund will monitor performance against the Administration Strategy and will liaise with
employers if any concerns arise.

Where the Administering Authority wishes to recover any additional costs it will give written
notice stating:-

e The reasons in their opinion that the employer’s level of performance contributed to the
additional cost

e The amount the Administering Authority has determined the employer should pay

e The basis on which this amount was calculated, and

e The provisions of the Pensions Administration Strategy relevant to the decision to give
notice.

Employers must make both Employee and Employer contributions to the Fund each month.
All monies due must be cleared in the Fund’s bank account by the 19t of each month (or the
last working day before where the 19% is not a working day) following the month the
contributions relate to.

Where continuous issues occur and no improvement is demonstrated by the employer
further action will be taken as detailed in this policy.
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11.Charging Policy

The Fund has the ability to charge where necessary for the chasing of outstanding information
if poor performance occurs on a regular basis and is detailed in the steps below:

Original request (no charge)

Initial chaser will be issued 10 working days after the original request if no response is
received and this can activate the first charge.

Two further chasers will be issued 10 working days apart and a charge can incur for
each.

If no response is received within 10 working days in regards to the three chasers the
case will; then be escalated to the Employer Liaison Team who will contact to discuss
an improvement plan.

Employers will receive a contribution spreadsheet at the start of each financial year which
sets out the payment and accompanying information due. The Fund will chase any late
payments and/or documentation, one month after the due date the first charge will be
activated and each subsequent month where payment or information is still outstanding the
charges will be applied as per the grid in section 4 below.

The Employer Liaison Team will monitor the frequency of charges and where significant
volumes occur the team will contact the employer and offer support and guidance.

The Employer Liaison Team will work with the employer to find the cause and agree the
following:

Training Requirements

Measurable improvement plan

Timescales

Regular contact with Employer Liaison Team to provide updates against the
improvement plan

If performance does not improve and it affects the Fund’s ability to perform its statutory
functions, the Fund can report the employer to the Pensions Regulator.

This policy is in place to use if needed from the financial year 2022/23 onwards.
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12.Charging Grid

Item

Charge

Monthly contributions

Charge for late payment

Charge for late submission of supporting
documentation

*The following charges will apply for each full
month the file is delayed beyond it’s due date

*£100 per file plus a daily interest surcharge for
the period the payment is outstanding of 1%
above the bank base rate

*£100 per file

Accounting

IAS19/FRS102 valuations

Professional fees recharged where late
information is provided by the employer. Cost
will be notified prior to work starting

/Actuarial & legal advice

Actuarial & legal advice for admission bodies and
academy conversions, exit valuations, bonds and
mergers

Professional fees recharged. Cost will be notified
prior to work starting

Year End

Failure to submit year end file by 30 April (charged by
the number of pensionable members)

1-99

100 - 999
1,000 - 1,999
2,000 - 4,999
5,000 - 9,999
10,000 +

Missing Starter and Leaver
information

*The following charges can apply for each full
month the file is delayed beyond 30 April

*£50.00 per file

*£100.00 per file
*£200.00 per file
*£300.00 per file
*£400.00 per file
*£500.00 per file

**£5.00 per record

Data

Post information: chase for missing or incorrect
information where one request has already been
made e.g. hours, service etc.

£5.00 per record, per chase

Starter information

Chase for missing information where one request has
already been made

£5.00 per record, per chase
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Item

Charge

Employer estimate

to be corrected where one request has already been
made

Chase for missing information or incorrect information

£5.00 per record, per chase

Notification of Retirement

Chase for missing form where one request has
already been made

£5.00 per record, per chase

Death in service

Chase for missing leaver form where one request has
already been made

£10.00 per record, per chase

Leaver form

Chase for missing form where one request has
already been made

£10.00 per record, per chase

Employer Authorisation (ill health and
redundancy/efficiency)

Request for missing employer
authorisation

£10.00 per record, per chase




