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NHS Pensions Online Guide
24. Changes to Whole Time (WT) or Part Time (PT)
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This function enables you to advise NHS Pensions of retrospective changes either to
or from Whole Time or Part Time for your current scheme members. After selecting
the link on the main E-Forms menu you are asked to input either the members
National Insurance or SD reference number:

[VHS

Pensions Agency

E-Forrns

in as an Employer for EA 5812

Exit Online Services [RETENIEVRTT]

Please enter Ml number OR SD Membership Number and press submit.

MI Mumber
SD Membership Mumber li
(e.g. 12345678

i

Please remember if you have any problems in completing the information to contact pensions.online@pensionsagency.nhs.uk

Site Update

If you enter an incorrect reference number or a number for a member who has
left your employment you will receive the following on-screen error message:

NHS|

Pensions Agency

Back  Print  Ernplover Menu  E-Farms
™iWe cannat find an employment with that
Scheme Membership Nurnber, Please

check your entry
Site Update You are currently logged-in as an Employer for EA 5812

Exit Online Services

Flease enter N nurnber OR 3D Membership Nurnber and press subrmit,

MI Murnber
50 Membership Mumber l—
{e.. 12345678)

Em

Please remember if you have any problems in completing the information to contact pensions.online@pensionsagency.nhs.uk
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Once a correct/valid number is entered you are taken to a list of employments the
member has with you where you should select the employment you wish to change:

ver bdenu  E-Forms
Exit Online Services
Please click on the Employer name of the employment you wish to update.

Site Update [ip| EA Code Employer
|1— 5B12 Blackpool, Fylde & \Wyre Hospitals MHE Foundation Trust 160341987 Whole Time

If, after selecting an open employ t for update, you are requested to enter infurmalij»fur year(s) for which you have
previously submitted information, this would indicate that the information has not proce ied successfully and needs to be
corrected before you can submit any further upd In this cir t you should t the Agency's Pensions Contact
giving full details and requesting that this missing year(s) update(s) be i tigated

\

Select the employment you wish to amend by clicking on the blue link and you will
then be taken to the full changes form:

Print

Mational Insurance Humber
Scheme Membership Number

EA Code

Employment ID 1
Employment Start Date 16 - Mar - 1987
Last Updated 31 - Mar- 2009
Current Employment Status Whale Time

Please enter the details of the change to Part or Whole time below. Please note, that you cannot make a change earlier than the Employment Start
Date, or later than the last update of that employment (if there is no update for that employment you will be unable to enter a date in advance of the
Employment Start Date).

Change Date W ~| |January  ~
Yhale Time / Part Time YWhole Time =

Please note, that you should only enter details below if they are applichble.

y N

Standard Hours
Actual Hours

Fart Time Hours

I

Pleas enote that if more than 1 years part time hours are required we ill contact you for further details on processing the above information.

The form will display the members’ current employment pattern, i.e. either wholetime
or part time.

To complete the form you must enter a valid change date; amend from whole time to
part time or vice versa, if changing to p/t enter the standard hours and actual hours,
and enter the number of actual hours worked for the year in which the change
relates.

If the change date being entered is not in the latest year the employment has been
updated you may be contacted by NHS Pensions to provide details of the additional
yearly hours actually worked, as there is currently only provision to enter these
details for one year.
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There is certain validation on the screen as follows:
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e The change date must be between the employment start date and the latest
cyclic update — these dates are displayed on the form.

¢ If the employment is already shown as whole time it will not accept a
retrospective change to wholetime.

o If the employment is already shown as part time it will not accept a
retrospective change to part time.

e |f the employment has employment type 3, 8 or 10 it will not accept a change
to either part time or wholetime

For all the above examples an on screen error message is received and you must
either correct your entries or cancel out of the form by selecting E-Forms again on
the blue bar across the top of the page.

Examples of some of the on screen error messages are as follows:

3 Retrospective Change to Part / Whole Time. - Microsoft Internet Explorer provided by Envision

Print

Name CARMEN ABBOTT
National Insurance Number WEETZ219C
Scheme Membership Number 57077493

EA Code 5812
Employment ID 1

Employment Start Date 16 - Mar - 1987
Last Updated 31 - Mar - 2011
Current Employment Status Whaole Time

Please enter the details of the change to Part or Whole time below. Please note, that you cannot make a change earlier than the Employment Start
Date, or later than the last update of that employment (if there is no update for that employment you will be unable to enter a date in advance of the
Employment Start Date).

“The date of change must be between = Iﬁ
1B/05/1987 and 31/093/2011 2] [sanuary 1987
Whole Tirme / Part Time Whale Tirne x
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Change to Part ~ |EI

[NHS |

Pensions Agency

Name CARMEN ABBOTT
National Insurance Number WEES7Z219C
Scheme Membership Number A7077493

EA Code 5812
Employment ID 1

Employment Start Date 16 - Mar - 1987
Last Updated 31 - Mar - 2011
Current Employment Status Wyhole Time

Please enter the details of the change to Part or Whole time below. Please note, that you cannot make a change earlier than the Employment Start
Date, or later than the last update of that employment (if there is no update for that employment you will be unable to enter a date in advance of the
Employment Start Date).

Change Date ik 'I January x| |2011
“ou cannot change to Whole Time as thiz is VWhole Time =

the same as we already hold for that member.

Please note, that you should only enter details below if they are applicable.

Standard Hours

Actual Hours

11

Part Time Hours

Pleas enote that if more than 1 years part time hours are required we will contact you for further details on processing the above information.

NHS|

Pensions Agency

Name CARMEN ABBOTT
National Insurance Number WHE72219C
Scheme Membership Number E70774593

EA Code 5312
Employment ID 1

Employment Start Date 16 - Mar - 1987

Last Updated x
Current Employment Status

As you have selected a change ko Part Time, you must enter Part Time hours For that update year!
Please enter the details of the char an the Employment Start
Date, or later than the last update ¢ r a date in advance of the
Employment Start Date).

Change Date 01 'l January x| (2011

You cannot change to Whole Time as this is
the same as we already hold for that member.

Part Time =

Please note, that you should only enter details below if they are applicable.

Standard Hours

l—
Actual Hours
l—

Part Time Hours

Pleas enote that if more than 1 years part time hours are required we will contact you for further details on processing the above information.
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3 Retrospective Change to Part / Whole Time. - Microsoft Internet Explorer provided by Envision =10

[NHS |

Pensions Agency

Print

Name CARMENM ABBOTT
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National Insurance Number WEETZ2219C
Scheme Membership Number 27077453

EA Code £812
Employment 1D 1
Employment Start Date 16 - Mar - 1987
Last Updated 31 - Mar- 2011
Current Employment Status Whale Time

Please enter the details of the change to Part or Whole time below. Please note, that you cannot make a change earlier than the Employment Start
Date, or later than the last update of that employment {if there is no update for that employment you will be unable to enter a date in advance of the
Employment Start Date).

Change Date Im' January  x |2D11
Whale Time / Part Time IPartTlme -

Please note, that you should only enter details below if they are applicable.

\4

*Standard hours is a mandatory field, and must
contain a value between 3000 and 4800,

contain a value between 0700 and 4500,

P [=Actual haurs i a mandatory field, and must I—
|355

Part Time Hours

Pleas enote that if more than 1 years part time hours are required we will contact you for further details on processing the above information.

oo

The above errors would be resolved by entering the number of weekly hours the
member would be expected to work if they were w/t — this would be entered in the
standard hours field.

—Their contracted weekly p/t hours should be entered in the actual hours field.

The total p/t hours worked for the period 01.01.2011 to 31.03.2011 should then be
entered in the Part Time Hours field.

If the actual hours entered exceed whole time for the period you will be asked to
revise your figure.
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