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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: 

 

 
 

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: 
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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: 

 

 
 

Select the employment you wish to amend by clicking on the blue link and you will 

then be taken to the full changes form: 

 

 
 

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. 

 



 

24. Changes to WT/PT (V1) 11/2011       4 

P
e
n

s
io

n
s

 

 

There is certain validation on the screen as follows: 

 

 

 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. 

 

 If the employment is already shown as part time it will not accept a 

retrospective change to part time. 

 

 If 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: 
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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. 

 
 


