
You will then need to choose Start a Process. 

 

 

 

 

 

 

 

 

 

If you want to check  whether a joiner notification has already been sent use the search bar (Search 

keywords…) at the top of the screen.  If you search using the member’s surname or National Insurance 

Number and they have already been set up, you will find them there. 

To create the joiner process please log in to the employer portal at  

https://dcpfemployers.dorsetcouncil.gov.uk 

How to ... 

process a new joiner 

The first step of processing a new joiner to the LGPS is deciding whether the member is eligible to join. 

Please see here the LGPS Regulations 2013 for information on eligibility. 

All new employees who are contractually eligible for membership of the Scheme and who have a 

contract of employment of three months or more should be made members of the main section of the 

2014 Scheme on commencement of employment.  A joiner process should be created on the employer 

portal to notify the pension fund. 

If their contract of employment is less than 3 months (including casual contracts), they are able to elect 

to join by completing a pension membership form.  This should be return to their payroll department so 

pension contributions can be deducted and a joiner process created on the employer portal to notify the 

pension fund. 

https://dcpfemployers.dorsetcouncil.gov.uk/
https://www.lgpsregs.org/schemeregs/lgpsregs2013/timeline.php#r3


Leaver Process on the 

Employer Portal 

Select the process 

Joiner Notification  

It can be found in the Employee Forms (Hub) 
sub menu. 

 

 

Search  using the payroll location 
number 

00*** 

 

 

 

Check the employer details provided 
(especially important if you administer 
for more than one payroll location / 
employer number) then click Submit. 

If you have selected the wrong payroll 
location click Pick another process in 
the Action bar, then start again. 

 

Please complete the form 
using the explanations 
provided. 

If the title has an asterisk, 
this information must be 
provided.   

Drop down menus provide 
different options. 



There are several different marital 
status choices in the drop down 
menu.  If you do not know, please 
choose Unknown. 

 

 

 

 

 

 

 

 

Type of Joiner drop down gives two 
options 

 

 

 

 

Contractual Joiner should be used 
for all members who you are 
entering into the scheme at the 
commencement of their 
employment. 

Auto Enrolment Joiner should be 
used at your re-enrolment date 
when you are bringing previously 
opted out or 50/50 members into 
the scheme 

Full Time / Part Time / Casual 

You will need to select one of these 
three options. If you select Part 
Time, further questions will be 
shown on the form 

If your member of staff works term 
time this is classified as a part time 
work and you will need to adjust 
their part time hours. 

Hours worked each week X weeks 
paid / 52.14 (or 52 if that is your 
weeks per year calculation) =  

This calculation will provide the 
adjusted part time hours. 

 



Payroll Number 

This must be unique to both the 

member and the employment.  It is 

used for matching and is particularly 

important for members with multiple 

contracts. 

Full Time Equivalent Pay (FTE) 

This is the Annual Pay rate the member 

is on when they commence 

employment.  It must be a FTE 

regardless of their contracted hours. 

This may be a scale point figure or their 

hourly rate multiplied to a FTE. 

 

Has the member opt out of the 

scheme? 

If you select Yes in this drop down box, 

additional questions will apply.  These 

relate to whether a refund has been 

paid by your payroll or whether a leaver 

process needs to be created by you so 

it can be actioned by the pension fund. 

You will then need to click Submit at the bottom of the form.  After this you will have to option to add 

supporting documents. 



Once the documents are selected 
and showing  
 
Click Upload 
 
 
 
You will be then be given the 
option to add further documents 
up to the limit of three. 
 
 
 
 
 
Finally you need to click Submit 
to complete the process. 
 
If you are not sure whether it went 
through, check your work feed.  If 
it’s in the work feed, you haven’t 
managed to complete the 
submission yet. 

Employer Support: Dorset County Pension Fund, County Hall, Dorchester Dorset. DT1 1XJ 

Telephone: 01305 221547 / 221546  

Email: lgpsemployers@dorsetcouncil.gov.uk Website: www.dcpfemployers.org 

After type of document chosen, select 
Add File(s). 
This will link to your files to upload 
 
The process will repeat for the next 
two documents as needed. 

Please select the type of document 

you are uploading on the joiner 

process.  

If you do not have any supporting 

documents select None. 

Then click Next. 

Once your joiner process has reached the pension fund, the member will be generated on the pension 

system and will be visible on the employer portal for you to see. 


