
How to do…

Shared Cost Additional Pension 
Contributions for 

Authorised Unpaid leave



Regulations
Member has the right to buy ‘lost’ pension for authorised unpaid leave 
of absence. 

• Authorised unpaid leave of absence includes any period of 
unpaid additional maternity, unpaid parental bereavement leave, 
unpaid shared parental leave, career breaks and jury service.

If elect within 30 days of returning to work (or such longer period as 
the employer allows), the employer must pay 2/3rds of the cost of the 
Additional Pension Contributions (APC) which is a Shared Cost APC.

SCAPC can be used for absences up to 36 months. If more than 36 
months employee pays full cost for the excess (unless employer 
agrees to contribute)



Employer responsibilities

Employer must write to the member informing of loss to their 
pension and how much their ‘lost’ pay is.

Letter must be clear on timeframes and procedure

• Member must elect with 30 days of return to work or 
other timescale (date of letter?)

• Member must go online to provide costings

Sample letter is provided on employer website to be adjusted 
as needed.



Online calculator for costs

https://www.lgpsmember.org/help-and-

support/tools-and-calculators/buy-lost-

pension-calculator/



Online process

Payment can be made by monthly 

contribution or by lump sum 

payment.

This form will be produced for signing 

by member and by employer.

Employer needs to action on their 

payroll.



Online process – extra considerations

What if the member has a birthday during the period of 

authorised unpaid leave?

The SCAPC is worked out using Age Related Factors 

so if the leave spans their birthday two forms will be 

needed. 

You will need to provide the pay lost up to the birthday 

and the pay lost after the birthday!



Inform DCPF

• Inform DCPF using employer portal of the leave, when

• you have received the application for a SCAPC

• or after the member’s 30 days to apply is over

Use the Web Service Break Notification for all – even if not 
elected to buy back.



Service Break Notification



Outsourced payroll

If your payroll is outsourced, you may still need to organise 
authorised unpaid leave letters and applications.

Check whose responsibility this task is, HR or Payroll – it will 
depend on your contract

Often employers have assumed their payroll is doing this but 
payroll assume it’s the employer!
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