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Your Fund - End of Year Guidance for Employers 

 

The End of Year return is to be submitted via our secure employer portal, Your Fund.  
 

https://dorset.yourfund.org.uk 
 

The End of Year section of the site provides a secure method for employers to submit 
their End of Year data.  It also validates the data and highlights any discrepancies prior 
to submission, which should reduce the number of queries raised during the End of Year 

process. 

Overview 
 

     
 

     
 

     
 

     
 

     
    

Download your bespoke Monthly Return template from within 

Your Fund. This includes a guidance tab to help complete the 

spreadsheet and a tab containing basic member data. 

Once all data has been entered in the spreadsheet, press the 

Auto Format button.   

Any missing or incorrectly formatted fields will be highlighted in 

red.  Please correct or complete these fields. 
 

Any queries relating to the member data will appear in columns 

BW to BZ of ‘Sheet1’ and an overview can be seen on the 

‘Query Summary’ tab.  
 

A separate spreadsheet is generated containing the queries. 

These will need to be investigated. 
 

Once the queries and formatting issues have been resolved, 

update the spreadsheet and press the Auto Format button 

again.  Save the spreadsheet. 

Log into Your Fund and go to the End of Year Upload page. 
 

Upload your spreadsheet. 

Initial validation checks will ensure the file is in the correct 

format and specific columns have been completed  
 

You will be informed of any rows with errors.  If these equate to 

more than 5% of the total rows, you will not be able to submit 

your spreadsheet.  You will need to correct these errors in 

order to submit the spreadsheet. 

Submitted spreadsheets will be processed overnight and may 

produce further queries that we need you to respond to.   
 

These can be found in Your Fund on the Submitted End of 

Year Returns Page and will show any queries you need to 

respond to and any that the DCPF are investigating. 
 

Responses can be submitted via Your Fund.  Once all queries 

have been resolved, the process is complete. 

Getting  

Started 

 File Upload 

Validation 

of File 

End of Year 

Queries 

Query 

Resolution 

https://dorset.yourfund.org.uk/
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Getting Started 
 

1. Log into Your Fund in the normal way and select end of year from the main menu.  

 
                                        

The End of Year Home Page will be displayed. 
 

 

 

2. Download your bespoke End of Year spreadsheet. This will be found on the home 
page on YourFund and will be available by 20 March 2021  The End of Year file is 
the same template as the Monthly Return with certain fields becoming mandatory 

as additional information is required to carry out the End of Year reconciliation. 
 

You will then be prompted to open or save the file. 
 
Please note that returns must be submitted using this template.  Your Fund will not 

accept any other templates or files. 
  

Please do NOT replace or delete any of the columns in the spreadsheet 
 

3. Complete the End of Year template with your data - ensure that you use Sheet1 for 

your data and use the guidance tab for assistance. 
 

To aid completion of the spreadsheet, we have produced a separate document  
called ‘LGPS End of Year Guide 2020-21’.  This can be found on our website. 

 

4. Once you have entered your data, click on the Autoformat button (this is displayed 
above columns CC and CD) and you will first be presented with a pop-up summary 

box. 
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An additional spreadsheet will also be created which contains all the queries 

identified on the annual return split out on different tabs.  Note:  You will need to 

name and save this spreadsheet. 
 

 
 

Review these queries and update Sheet1 of the annual return accordingly prior to 

submission. 

 

The EOY spreadsheet will also display a summary of the queries on the Query 

Summary tab. 
 

 
 

Description of the queries will be displayed against the relevant members in 

columns BW to BZ of Sheet1 . 
  

 
 

Formatting errors are totalled up on the Query Summary tab from row 36 

downwards. The system now counts the number of formatting errors and shows an 
error rate against each field.  

 

 
 

No field should have more than a 1% error rate and a description of what is 

expected in this field is listed next to the error rate. You can then revisit Sheet1 
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and filter on each of the columns by using the “Filter by Colour” function and fix the 

necessary fields. 

 
5. Once you have corrected any formatting errors, competed any missing fields, and 

resolved the queries, press Autoformat again and save the spreadsheet.   
 

 

File Upload 
 

6. Select the menu option end of year upload on the right of the screen. 

 

 
 

This will open the End Of Year upload screen. 
 

7. In the Period Selection section enter the relevant Financial Year and Month (this 

will default to Mar for end of year). 
 

 
 

 
 
Then in the File Upload box click the Browse button and find the file from the location 

you have saved it in. 
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Once found, click the Upload File button. 
 

8. Initial validation will be carried out.  If this fails a message will be displayed in red at 
the top of the File Upload box. 

 

 
 

 If this happens you will need to ensure the Employer code and Fiscal year and 

Month are all displayed correctly in your spreadsheet.  Once corrected, you can 
resubmit the spreadsheet. 

 
9. After uploading the spreadsheet a Result Summary will appear.  

 

 
 

This will display details relating to any errors.  
 
This includes a table with the following details: 

 

 
 
• Total Rows - This will be the number of rows of data in the excel spreadsheet 

that was uploaded. 
 
• Rows with Errors - This will be the total number of rows that contain at least 

one validation error. One row may contain multiple errors and all errors will be 
listed for each row. 

 
• Error Rate (%) - The percentage of rows that contain at least one error.  

Please note that if the error rate is above 5% you will not be able to submit the 

file. 
 

The details of each error will be listed in the Error Result table. 
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This will contain the following details: 
 

• Row  - The excel row number in the uploaded spreadsheet that contains the 
error 

 

• NI Number - NI Number in the row that contains the error 

• Surname - Surname in the row that contains the error 

• Errors Found - A list of all the errors contained in the row 
 

In order to complete a successful upload please amend the rejected fields and 
resubmit the spreadsheet. 
 

 
 

 
 
 

You are able to export all the errors to an excel spreadsheet to assist in the 
correction process. 

 

 
 
To do this, click on the Export button below the Error Result table. 
 

You will then be prompted to open or save the file.  This will allow you to work on 
the queries ‘off-line’.   

 
Please note:  At this stage this information will not be saved on Your Fund after 
exiting the site, so if you wish to view the errors you will need to export the detals 

or re-submit the spreadsheet.   

For details on the possible error types and how to resolve them  

please see the list on page 14 of this document. 
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10. If the error rate is below 5%, you will be given the option to either proceed to 

the next stage, or amend the errors. 
 

 
 
If you wish to clear the errors before uploading, click Cancel.  As before, you can 

export the queries to a spreadsheet. 
 
Please Note:  At this stage the spreadsheet has not yet been uploaded.  You will 

now need to click the Submit button to upload the file. 
 

11. To view the submission, click on end of year batches from the menu on the 
right of the screen. 

 
 
The Submitted Return screen will be displayed along with details of the return. 
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By clicking on the batch Status you are able to see a breakdown of the errors on 

the file. 
 

The Status will ininitially show a ‘waiting processing’ but will later change depending 
on what actions have taken place: 

 
• Waiting Processing:  Your upload has been successful. Your file is now with 

the DCPF for processing. 

• Processed:  The DCPF have now processed your data. We will submit a 
report of errors to you in due course 

• Completed:  The End of Year process for this file is complete. If there are 
any data errors or if we have any queries then you will be contacted directly. 

• Cancelled:  You have cancelled this upload. The data will not be processed 

any further. You are able to view your rejected data and export the error list 
to excel. 

 
12. Once submitted the file will go through overnight processing.  

 

Overnight processing will: 

 

• Identify any missing joiners - These will be processed automatically by the DCPF 

meaning you will not need to submit an online joiner form.  
 

• Identify any change of Hours - These will be processed by our Admin Team using 
the details provided on the return meaning you will not need to submit an online 

change of hours for these members. 
 

• Identify members who have changed scheme section - These cases will be 

processed by our admin team using the details provided on the return. You will 
not need to complete an online form for this. 

 

• Identify scheme leavers - These will be listed under the submitted batches 
section. You will need to complete an online leaver for these members.  

 

 

Viewing End of Year Queries 
 

13. Results of the processing will be available to view on Your Fund on the next 
working day.  To view the results go to the End of Year Home Page and select 

the Submitted End of Year Returns link in the End of Year Queries section  
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It can also be accessed by selecting the end of year batches option from the 
menu on the left of the screen. 

 
14. The Submitted Returns page holds a summary table which displays  the current  

Status of the return (see section 11 for status details). 
 

 
 

The summary table also includes the following details: 

 
• Batch ID – a DCPF reference 

• Fiscal Period - as entered during the End of Year Return upload  

• Added by - the user name for the person who uploaded the return 

• Date Added - the date the return was uploaded 

• Cases with DCPF – the number of queries being investgated by DCPF 

• Your Queries – the number of queries requiring your response 

 
The link in the Status box will take you to the End of Year Return Results screen 

where you are able to view the queries that need to be actioned. 
 
 

 
 

15. Click on the link in the Status box  
 

 
 

You will be taken to the End of Year Return Results screen  
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 The screen contains a table that displays all the errors that require action.  It will 

dsplay the members’ NI Number and name along with the relevant Status: 
 

• Those marked ‘With Employer’ will require a response from you. 

• Those marked ‘With Admin Authority’ are currently being investigated by 
Dorset County Pension Fund.      

 

 
 

 
 

There will also be a brief description of the query in the Error Type column, followed 
by the Response/Review and Leaver links (if relevant) .   
 

 
To view further details on the errors, or to save them as a spreadsheet so that you 

can work on them ‘off-line’, click on the Export button below the table. 
 

 
 

You will then be prompted to either open or save the file. 
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The spreadsheet contains the same information as the table, but with an additional 

Comment column which provides further details on the queries.  
 

 
 

Unlike previous years, these queries can be responded to through Your fund.  This  

cuts out the need for e-mail correspondence and avoids confusion by linking any 
enquiries and responses directly to the cases in DCPF’s case management system.   
 

 

 
 

 
 

 
 

 

 
 

 
 

 
 

Responding to End of Year Queries 
 

16. To review or respond to a query, please click on the relevant Response/Review 

link within the table. 
 

 
 

For details on the possible query types and how to resolve them  

please see the list on page 17 of this document. 
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17. The Case Details form will open. 

 

 
 

The form display the NI Number, Surname, Initial and D.O.B of the employee as well 
as: 

 
• Error   This will be the type of error that has been raised. 
 

• Details   This will provide more details on the error and will show what is 
missing or what may be incorrect. 

 
• Response This field allows you to type your response to the query. 

 

To reply to a query, enter the relevant details in the yellow Response field and click 
on the Submit button.  It will then be sent to DCPF. 

 
Once you submit a response this will automatically progress the individual case and 
the status in the table will also change from ‘With Employer’ to ‘With Admin 

Authority’. 
 

 
 

18. For ‘Missing Leaver’ queries, the table also provides a Leaver link.   
 

 
 

Clicking on this link will take you to the Your Fund online Scheme Leaver form, 
allowing you to provide us with the full leaver details. 
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You would then complete this form in the usual way.  Upon submitting the data, the 

information will be sent to the relevant team at DCPF for processing. 
 

Tracking Progress of the Submission 
 

19. As you work through the queries, you can track their progress by clicking on the 

end of year batches option from the menu on the right of the screen. 
 

 
 

This will take you to the Submitted Returns page where you can view how many 
queries are currently being dealt with by DCPF (Cases with Admin Authority) and 

how many require action on your part (Your Queries). 
 

  
 

Please Note: It is important to keep returning to this section as further queries 
requiring your action may be generated as DCPF process their cases.   
 

The process will be complete once the number of Cases with Admin Authority and 
Your Queries  are both blank.  
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Initial Validation Errors 
 

Below is a list of the most common validation errors and how to resolve them. If a 
validation error is not present in the list below and you require details on how to 
resolve it please contact the Employer Relationship and Communications Team. 

 
Further details on the field requirements can also be found on the Guidance tab on the 

End of Year Return Template.  
 

Validation Error Explanation How to Resolve 

‘ContHours' for fulltime not 

allowed 

 

Hours have been entered into 
the ‘ContHours’ for a full time 
member.   

 
The hours fields must be blank 
for full time members. 

If the member is full time remove the 

hours from the field.  
 
If the member is part time, please 

amend the part time indicator.  
 
If the person has changed their hours 

additional details may be required 

‘ContHours' for parttime is a 

required field 

 

The part time indicator has 

been set to PT (part time) for 
this member but no details of 
their part time hours have 
been given. 
 
We need the hours worked for 
part time members. 

If the member is part time please 

provide their part time hours in the 
field ‘ContHours’ and the full time 
equivalent hours in the field 
‘FTEHours’. 
 
If the member is full time please 
amend the ‘PTIndicator’ field to FT.  

'ContHours' for termtime is a 

required field 

 

The part time indicator has 

been set to TT (term time) for 
this member but no details of 
their hours have been given.  
 
We need the hours worked for 

term time members. 

Please provide details of the hours 

worked in the field ‘ContHours’ and 
the full time equivalent hours in the 
field ‘FTEHours’.  
 
If the member is full time please 

amend the ‘PTIndicator’ field to FT.  

‘ContHoursChangeDate is 

mandatory 

 

The ‘ContHoursChangeDate’ is 

a mandatory field.  
 
We need confirmation of the 
date the hours the member 
currently works became 
effective. This allows us to 
amend members’ hours details 

from the return. 

Please enter the date the member 
current hours became effective into 
the ‘ContHoursChangeDate’ field.  
 
Please note, this may be the date 
they joined the scheme if no hours 
changes have taken place.  

'ContWeeks' for termtime is a 

required field 

 

The part time indicator has 

been set to TT (term time) for 
this member but no details of 
the weeks worked have been 
given.  
 
We need the weeks worked for 
term time members. 

Please provide details of the weeks 
worked in the field ‘ContWeeks’ and 
the full time equivalent weeks in the 
field ‘FTEWeeks’.  

 
If the member is not term time 
please amend the ‘PTIndicator’ field. 

(Cont’d) 
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Validation Error Explanation How to Resolve 

‘ContRate' rate does not exist for 
current fiscal year 
 

The contribution rate entered 
is not a valid rate for the 

scheme.  
 
It may be that the contribution 
rate is for the 50/50 section 
but the member is shown as 
full scheme in the field 

‘CurrentSchemeStatus’ or vice 
versa. It could also be that the 
rate does not exist for either 
scheme. 

Check the ‘CurrentSchemeStatus’ is 
the member in the correct scheme 
section. Amend the scheme status if 
necessary.  

 
If the section is correct please check 
the contribution rate is a valid rate. 
Details of the current contribution 
rates can be found on the Guidance 
tab of the End of Year Return 
Template. 

‘DateSchemeStatus' is 
mandatory 
 

The ‘DateSchemeStatus' is a 
mandatory field.  

 

We need confirmation of the 
date the member joined the 
full time or 50/50 section. This 
allows us to process scheme 
changes with details from the 
return. 

Please enter the date the member’s 
current scheme status became 

effective into the ‘DateSchemeStatus' 
field.  
 
Please note:  this may be the date 

they joined the scheme if no scheme 
changes have taken place. 

'DJS' is mandatory 
 

The ‘DJS’ (Date Joined 
Scheme) is a mandatory field. 
This allows us to process new 
joiners with details from the 

return. 

Please enter the date the member 
originally joined the scheme into the 
‘DJS’ field.  
 
If not known, please enter the date 

the member joined the scheme for 
this employment.    

Email address is invalid 
 

The email address entered for 
the member is in an invalid 
format.  

Please review the format of the email 
address. This is an alphanumeric cell 
which allows up to 72 characters. It 
must contain the ‘@’ symbol 

FteHours' for part time is a 
required field 

 

The part time indicator has 
been set to PT (part time) for 
this member but no details of 

the full time equivalent hours 
have been given.  

If the member is part time please 

provide their part time hours in the 
field ‘ContHours’ and the full time 
equivalent hours in the field 
‘FTEHours’.  
 
If the member is full time please 

amend the ‘PTIndicator’ field to FT.  

FteHours' for term time is a 
required field, 
 

The part time indicator has 

been set to TT (term time) for 
this member but no details of 
their FTE hours have been 
given.  

 
We need the hours worked for 
term time members.  

Please provide details of the hours 

worked in the field ‘ContHours’ and 
the full time equivalent hours in the 
field ‘FTEHours’.  
 
If the member is full time please 
amend the ‘PTIndicator’ field to FT.  

(Cont’d) 
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Validation Error Explanation How to Resolve 

'FteWeeks' for termtime is a 
required field, 

 

The part time indicator has 
been set to TT (term time) for 
this member but no details of 
the full time equivalent weeks 
worked have been given.  

 
We need the FTE weeks 
worked for term time 
members. 

Please provide details of the weeks 
worked in the field ‘ContWeeks’ and 
the full time equivalent weeks in the 
field ‘FTEWeeks’.  

 
If the member is not term time 
please amend the ‘PTIndicator’ field. 

Invalid PT Indicator 
 

The text in the PT Indicator 
field is not a valid option. The 
indicator needs to be one of 
the options given on the 

Monthly Return Guidance. 

Please review the ‘PT Indicator’ field.   
 
The entry must be one of the 
following FT (Full Time), PT (Part 
Time), TT (Term Time), VT (Variable 

Time). For casual employees please 

put VT. 

'NewBasicContRate' rate does 
not exist for current fiscal year 
 

The contribution rate entered 

is not a valid rate for the 
scheme.  
 
It may be that the contribution 
rate is for the 50/50 section 
but the member is shown as 

full scheme in the field 
‘CurrentSchemeStatus’ or vice 
versa. It could also be that the 
rate does not exist for either 
scheme 

Check the ‘CurrentSchemeStatus’ is 
the member in the correct scheme 
section. Amend the scheme status if 
necessary.  

 
If the section is correct please check 
the contribution rate is a valid rate. 
Details of the current contribution 
rates can be found on the Guidance 
tab of the End of Year Return 

Template. 

‘PartnershipStatus' must be one 
of M,D,W,C,P,S,U 
 

The text in the 
‘PartnershipStatus' field is not 
a valid option.  
 
The status needs to be one of 
the options given on the End of 

Year Return Guidance. 

Please review the ‘PartnershipStatus’ 
field. The entry must be one of the 

following M (Married), C (Civil 
Partnership), P (Cohabiting), S 
(Single), D (Divorced),                        
W (Widow(er)), U (Unknown) 

‘PayrollPostNumber' is 

mandatory 
 

The ‘PayrollPostNumber’ needs 
to be completed.  
 
This assists us with identifying 
posts for member who have 
multiple jobs. It also provides 
us with a reference in 

communication.  

Please enter the Payroll post number 

for the member for this particular 
job. This must be a unique reference.  

Pre2014SchemePenPay is 
mandatory 

Pre2014SchemePenPay (Full 
Time Equivalent final pay -
2008 Scheme definition) needs 
to be completed.   
 
The figure must be provided 
even where the member 

started employment after 1 
April 2014 and for any scheme 
leavers. 

Please enter the Full Time Equivalent 
final pay (2008 Scheme 
definition). 
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End of Year Queries Table 
 

After submitting your End of Year spreadsheet, the End of Year Return Results 
screen in Your Fund may display a list of queries that require action.  Below is a list of 

the most common queries and details on how to resolve them. 
 
If an error is not present in the list below and you require details on how to resolve it 

please contact the Employer Relationship and Communications Team. 
 

Further details on the data requirements can also be found on the Guidance tab on the 
End of Year Return Template.  

 

 
 

Query  

  

Status   

   

Error Type   

 

Explanation 

Date Joined Scheme field on the 
return must not be blank. Please 
confirm date joined scheme. 

With 
Employer 

Missing 
Details  

The date joined scheme was left blank on 
the return.  
 
You will need to confirm the date the 
member joined the scheme 

PT Indicator field on the return must 
not be blank. Please confirm if 
member is Full Time, Part Time, Term 
Time or Variable Time. 

With 
Employer 

Missing 
Details  

The part time indicator was left blank on 

the return.  
 
You will need to confirm if the member is 
full time, part time, variable time or term 
time. If the member is part time or term 
time you will also need to confirm the 

hours worked.  If they are variable time 

you will need to confirm the cumulative 
hours worked for the year. 

The ‘ContHoursChangeDate’ field 
must not be blank and should be in 
the correct date format. Please 
confirm the employees current hours 

became effective. 

With 
Employer 

Missing 
Details  

The ContHoursChangeDate field was left 

blank on the return.  
 
You will need the date that the current 
hours the employee works became 
effective. 

The ‘ContRate’must not be blank 
please confirm the employees 
current pension contribution rate. 

With 
Employer 

Missing 
Details  

The ‘ContRate’ field was left blank on the 
return.  
 
You will need the current contribution rate 

for the employee. 

The field ‘DateContRate’ must not 
be blank and must be in date format. 
Please confirm the date the current 
contribution rate for this employee 
became effective. 

With 
Employer 

Missing 
Details  

The ‘DateContRate’ field was left blank on 
the return.  
 
You will need the date the current 
contribution rate became effective. 

(cont’d)           
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Query  

  

Status   

   

Error Type   

 

Explanation 

Either CPP1 – ‘Cumulative Main 

Scheme Pensionable Pay (BE)’ or 

‘CPP2 - Cumulative 50/50 Scheme 

Pensionable Pay(BG)’ must be 

completed. Please confirm the 

cumulative pensionable pay received 

for the year for the relevant scheme. 

With 

Employer 

Missing 

Details  

The Cumulative Main Scheme Pensionable 

Pay or the Cumulative 50/50 Scheme 

Pensionable has not been completed on 

the return.  

 

Please confirm the cumulative 

pensionable pay received in the 

employment during the scheme year 

whilst in main section or in the 50/50 

scheme. We will need these details in 

order to update the members CARE 

benefits for the scheme year. 

Either ‘CEC1 - Cumulative Main 

Scheme Employee Conts ’ or ‘CEC2 - 
Cumulative 50/50 Employee Conts (’ 
must be blank. Please confirm the 
pension contributions paid for the 
fiscal year for the relevant scheme. 

With 
Employer 

Missing 
Details  

The Cumulative Main Scheme Employee 

Conts ’ or ‘Cumulative 50/50 Employee 
Conts has not been completed on the 
return.  
 
Please confirm the contributions paid in 
the employment during the scheme year 

whilst in main section or in the 50/50 
scheme. We will need these details in 
order to perform checks on the members 
CARE pensionable pay. 

The field CRC – Cumulative Employer 

Contributions’ must not be blank. 

Please confirm the cumulative 
employer contributions paid for the 
fiscal year. 

With 

Employer 

Missing 

Details  
 

The Cumulative Employer Contributions 
field must be completed.  
 

Please confirm the Cumulative employer 
contributions deducted from pensionable 

pay in respect of the employment. 

The field ‘New_BASICEEPCNT’ must 
not be blank. Please confirm the 
employee’s contribution rate from 

April. 

With 
Employer 

Missing 
Details  
 

The New Basic Employee Contributions 
Percentage Rate field was left blank.   
 
Please confirm the employee’s 
contribution rate as at the beginning of 

the new financial year. Details on the 
contribution bands can be found on the 
Return template guidance. 

The payroll number you provided 
for this member is not unique. 
Please enter a valid payroll or post 
number which should be a unique 
number that identifies the particular 
pensionable employment. 

With 
Employer 

Incorrect 

details on 
return 

The payroll number you provided for this 

member is not unique and matches 
another payroll number within the return.  
 
Please provide a unique payroll number 
for this employment.  This helps identify 
the correct record for those members who 

have more than one entry on the return. 

(Cont’d) 
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Query  

  

Status   

   

Error Type   

 

Explanation 

A date of leaving for this member 
is on the return but we have them as 
active on our records. Please 
complete an online leaver form for 
this member. 

With 
Employer 

Missing 
Leaver 

A date of leaving has been entered on the 
Return but our records show this member 
as active and that we have not yet had a 
leaver form for this member.  
 
Please submit an online leaver from for 

this member. 

If ‘Cont Rate change 1’ has been 

completed then the field ‘Date Cont 
Rate Change 1’ also needs to be 
completed. Please confirm that the 
date that the contribution rate ‘….’ is 

effective from. 

With 
Employer 

Missing 
Details  
 

The Cont Rate change 1’ field has been 
completed for the employee which implies 
this member has changed their 
contribution rate during the scheme year. 
 

Please confirm the date that the 

contribution rate became effective. 

The date joined scheme on the return 
is ‘…..’ but our records show it as 

‘……’. Please confirm the date 
employee joined the scheme. 

With 

Employer 

Incorrect 
details on 
return 

The Date joined Scheme entered on the 

return does not match the date we have 
on our records.  
 
We are currently only doing these checks 
when the Date Joined Scheme is within 
the financial year of the Return uploaded. 

Either ' Part time indicator has 
been set to 'PT' but the Contract 

hours and FTE Hours have not been 
completed' or 'Part time indicator has 
been set to 'VT' but the 'FTE hours' or 
'Total Cumulative Hours' have not 

been completed. 

With 
Employer 

Missing 
Details  
 

The hour details entered on the return are 

incomplete.  
 
Please check the Part time indicator is 

correct and if the member is part time 
confirm the Contract hours and FTE hours. 
If the member is variable time please 
complete the FTE hours and Cumulative 

hours. If the member is Term Time please 
complete the contract hours, FTE hours, 
con weeks and FTE weeks. 

You have entered an assumed 
pensionable pay for this employee 
but not provided details. Could you 
please confirm the reason for 
absence or the contributions paid 
back (dependent on what field is 

blank) 

With 

Employer 

Service 

Break 

You have indicated that the employee had 
a service break, however the details 
provided are incomplete.  

 
Please provide dates and reason for any 

service breaks within the scheme year. 

The contribution rate entered on the 
return is …….. this is not a valid 
contribution rate. 

With 
Employer 

Basic 
Contribution 
Rate 

Discrepancy 

The contribution rate entered on the 

return is not a valid rate.  
 
Please confirm the member’s current 
contribution rate. Details on the current 
contribution rates can be found on the 
Guidance tab of the Return. 

(Cont’d) 
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Query  

  

Status   

   

Error Type   

 

Explanation 

The (pre 2014) FTE PR of……. is high 
compared to the FTE salary as at 
31/03/2020 we hold on our records 
which is………. Can you please confirm 

the reason for the increase in pay? 

With 
Employer 

High PR 

We have compared the (pre 2014) FTE 
Pensionable Remuneration with the figure 

submitted in the previous End of Year and 
found that the increase in pay was 
particularly high.  
 
Please confirm the reason for the increase 
in pay. 

The (pre 2014) FTE PR of……. is low 
compared to the FTE salary as at 

31/03/2020 we hold on our records 

which is………. Can you please confirm 
the reason for the drop in pay? 

With 
Employer 

Low PR 

We have compared the (pre 2014) FTE 
Pensionable Remuneration with the figure 
submitted in the previous End of Year and 
found that there was a significant drop in 
pay.  

 
Please confirm the reason for the drop in 

pay. 

There are multiple records on the 

return and on Altair we are unable 
determine which records on the 
return match the multiple records we 
have. 

With 
Admin 
Authority 

Multiple 
Entry 
Mismatch 

Due to the complications of multiple 

employments this will initially be 
reviewed by DCPF. We may contact 
you for further details once we have 
reviewed the case. 

 

 

 

If you have any queries, please do not hesitate to contact a member of the Employer Relationship & 
Communications Team who will be happy to assist you. 
 
Employer Relationship & Communications Team: 
 
    Stephanie Clifton 01305 221547 
    Vince Elliott  01305 221546 
    Joseph Hollick  01305 228233 
    E-mail:   lgpsemployers@dorsetcouncil.gov.uk 
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