
Guide for Employers 

How to process a new starter to the Local Government Pension Scheme 

Who can join? 

The LGPS covers employees working in local government and other organisations that have chosen to 

participate in it. To be able to join the LGPS your employee needs to be under age 75 and not a Police 

officer, operational firefighter or, in general, not eligible to join another statutory pension scheme (such as 

the NHS or Teachers’ Pension Scheme)  

First Steps 

When a new employee, who is eligible to join the scheme starts their employment with you, you must 

provide them with a green Pension Membership form, Welcome Letter and a yellow ‘Expression of Wish’ 

form. If you do not have a supply of these to hand, you may print them from our website, at the following 

link:  

http://www.yourpension.org.uk/Dorset/In-the-Scheme/Publications.aspx 

Or alternatively, contact the administration team at Dorset County Pension Fund (DCPF) via 

pensionshelpine@dorsetcouncil.gov.uk, to request a supply of ‘Welcome Packs’, which can then be sent 

to you in the post. 

Please ask your employee to complete their forms, before returning, along with a copy of their birth 

certificate, and marriage certificate, if applicable, 

to your payroll section so the details on the back 

of the Pension Membership form can be 

completed. 

 

Please refer to the information at the following link: 

http://www.yourpension.org.uk/Dorset/LGPS-2014/

How-much-does-it-cost.aspx 

Please refer to the table of category letters listed on 

https://www.gov.uk/national-insurance-rates-letters/

category-letters 

This will be the date contributions have started to be 

taken. This is not necessarily the same date that 

your employee started employment, but the date 

they were brought into the LGPS for this 

employment 

This is unlikely to be used, but could include 

accommodation, meals, car lease or any other 

‘benefit in kind’ 

Payroll Reference is your employee’s 

unique personnel number 

 

Please see the following pages for how to then process the new starter form via the YourFund website 

The Local Government Pension Scheme 



You will first be asked to enter the employee’s NI Number. 
 

 
 

Then click on the Validate button. 
 
 
Your Fund will check against DCPF’s systems to see if a record already exists.  If so, a warning will be displayed. 

 
 

You will then have the option to start again or continue and create a multiple employment record for the relevant 
employee. 
 
The screen is divided into sections that relate to different types of information and you will need to scroll down the 
screen entering details as required.  
 
Please ensure you complete all mandatory fields (marked with an asterisk and highlighted  in yellow) as the form 
will not submit if any of these fields are blank.   
 
The first section requests Personal Details.   
 

 
 
Here you will be required to enter details relating to the employee’s name, address, date of birth, etc. You will also 
be asked for the Job Title and Payroll/Post No.  This will help us to differentiate this record from any other 
employments the member may have on file.  

Processing the New Starter form on YourFund 



 
In the Scheme details box, you will need to provide the date that the employee joined employment with you and 
the date that they joined the LGPS. 
 

 
 
 

 
This is followed by Hours Info in which you need to tell us whether the employee is full time, part time, etc., and 
how many hours they work.   
 
In the Contract Hours field you will need to tell us the contractual hours per week for the post. 
 
Full Time Equivalent Hours is the number of hours worked if the post was full time. 
 
Contract Weeks relates to term time employees and you should enter the number of weeks worked per year in-
cluding any annual leave and paid bank holiday entitlement. 
 
Full Time Equivalent Weeks also relates to term time employees and is the number of weeks worked if the post 
was full time (either 52.00 or 52.14). 
 

 
 

The fields to be completed will depend on what is selected in the PT Indicator field and any mandatory fields will 
turn yellow: 
  
Part time:  Contract Hours & Full Time Equivalent Hours are required. 
 

 
 

Term time:  Contract hours & Contract Weeks and Full Time hours & Full Time Equivalent Weeks are re-
quired. 

 
 
No further fields need to be completed for Full Time or Variable Time employees. 



 
You will then need to provide Salary Info.   
 
In the Actual Annual Pensionable Salary field, you will need to enter the actual salary earned.  Note: This will now 
include any non-contractual overtime and additional hours worked by part-time employees. 
 
Full Time Equivalent Pensionable Salary will automatically be populated by what has been entered in the 
previous field, but can be over-written if need be, e.g. in the case of part-time employees. 
 
The Contribution Rate should automatically default to show the correct rate for the annual pay, but can be over-
written if need be.  
 

 
 
There is also a free format field to allow you to enter any other relevant information.   
 
You will also need to send us the completed Pension Membership form (completed by the member and yourself) 
you can also provide any supporting documents (e.g. marriage certificates, birth certificates, etc.), you can do this by 
using the File Upload function at the bottom of the screen. 
 
Click on the Select File button to locate and select the relevant file on your computer. 

 

 

 
 

You can add more than one file if required. 

 
 
Once all files have been selected, click the blue Upload button to attach them to the form. 
 
Once the form is complete, press the Submit button.   



The details will be submitted to DCPF and you will be provided with a reference number.  Please take note of the 
reference number quoted as this will help you if you wish to follow up on the submission at any time. 
 

 
 
If you want to view the submission, or take a print of what has been submitted, select submitted forms from the 
menu options on the right. 
 
You can then locate the relevant form by searching via NI number, reference number or surname. 
 

. 
 
Then click on the link to view.  
 

 
 
 

New Starter Checklist 
 

• Send Pension Membership form to new starter—chase if not received back promptly 
 

• Complete relevant section on the back of the form 
 

• Process new starter via YourFund and attach Pension Membership form completed by both parties 
  
 

Please contact us: Dorset County Pension Fund, County Hall, Dorchester, Dorset. DT1 1XJ 

   Telephone: 01305 221546 / 221547  Website: www.yourpension.org.uk/Dorset/Employers 

   Email: lgpsemployers@dorsetcouncil.gov.uk       Published April 2019 


