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Important - Notes to remember before submitting form AW8

If for any reason, the retirement benefits claim form (AW8) cannot be submitted via POL, the
paper AW8 should be sent to The National Health Service Business Services Authority
(NHSBSA) for processing. When sending the paper AW8 you must supply a valid reason for
why you have been unable to submit the form via POL. If a reason is not provided, the
application will be returned to you for submission via POL.

The information listed below must be sent to The NHSBSA immediately after the submission
of the AWS8 on POL. The NHSBSA will not be able to process the application if the
information is outstanding.

Important - Emails (including attachments) may be sent via the internet may not be secure.
It is the Employers responsibility to ensure that their email service is satisfactorily configured
to ensure protection of the content in transit, and they may prefer to use a postal

service. Employers who are using NHSMail can refer to the NHS Digital website to gain
assurance that the content of emails is adequately protected within the service.

In either case, The NHSBSA cannot be held responsible if the information is sent to an
incorrect email address.

If the member is employed as a Practitioner, the email address you should contact is
nhsbsa.practitioners@nhs.net.

For all other members, please contact nhsbsa.polia@nhs.net.

Overseas mandate for foreign bank account details

See part 9, overseas bank details section, for details on how to submit the AW8 via POL for
a member with an overseas bank account. The overseas mandate forms can be found on
our website.

Her Ma j e s Revénge and Customs (HMRC) protection certificates

See part 8 for details on how to submit the AWS8 via POL for a member with a protection
certificate.

Maximum tax free amount

When entering the memb part6,sectioruSipou areiumabld®c i si on (
specify whether the member wishes to receive the maximum lump sum which may incur a

tax charge, or whether they wish to receive the maximum tax free amount. Select whether

the member wishes to receive no additional lump sum, the maximum or a specific amount.

The NHSBSA will contact you if they require any additional information.

Redundancy supplementary information checklist or concurrent pensionable
employment form (AW343)

If the member is claiming benefits on redundancy, please complete the redundancy
supplementary checklist and send this to nhsbsa.polia@nhs.net. The redundancy
supplementary information checklist can be found on our website.
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Concurrent pensionable employment form (AW343) should be sent if the member is claiming
redundancy benefits from one post only. This should be sent to nhsbsa.polia@nhs.net. The
concurrent pensionable employment form (AW343) can be found on our website.

Interests of Efficiency (IOE) checklist

The Interests of the Efficiency (IOE) checklist will require completing for all IOE retirements.
The Interests of the Efficiency (IOE) checklist can be found on our website. Once the AWS8
has been submitted on POL, please send the checklist to IOEInformation@nhs.net.

Serious ill health over normal pension age

The application should be submitted with the reason for retirement as Age. You must then
notify The NHSBSA immediately those benefits are to be commuted and send the
application to commute age retirement benefits on grounds of serious ill health form

(AW341a).

Serious ill health under normal pension age

The application should be submitted with the reason for retirement as Commuted Incapacity.
You must then notify The NHSBSA immediately that benefits are to be commuted and send
the application to commute ill health retirement benefits form (AW341).

Maximum service/maximum pensionable age details

If the member has reached maximum pensionable age or maximum service the employment
should be terminated, where possible, with an exit code of 11 (ceased to be pensionable,
upper age limit).

Important i You must ensure that the correct payable date is entered onto POL. The
payable date for benefits will be the day after the me mb e r &pmensionabie last day of
employment. For members of the 1995 Section of the 1995/2008 Scheme, the Total
Pensionable Pay (TPP) periods that are produced on POL will be the last three years to the
date the member reached maximum pensionable age/service and the pension record was
terminated.

If you are unsure if the member has achieved maximum age/membership, please email
nhsbsa.pensionsawards@nhs.netwi t h t he subj endingi Maximbne o6 Awar d p
age/ membershipé. They will then advise according

Same sex marriage where male member is married to a male

See part 6, section 7 for details on how to submit the AW8 via POL. You will then need to
email The NHSBSA to advise that the member is a male member married to a male.

Pay protection within 12 months of retirement

If the member has pay protection within 12 months of retirement, please complete form AW8
Annex and send to nhsbsa.polia@nhs.net.

Claiming pension benefits from a later date
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Where the member is claiming pension benefits from a date later than their last day of
Scheme membership, you must send the AWS8 supplementary form to advise The NHSBSA
of the payable date of benefits.

Where a member is under normal pension age when they opted out of the Scheme, the
application should not be processed on POL and the paper form must be sent to The
NHSBSA.

Where a member is over normal pension age when they opted out of the Scheme, the
application should be submitted on POL with the correct prospective payable date entered.
The payable date will be the day after the members last day of hon-pensionable
employment.

Disallowed days

If a member has disallowed days within the pay periods, (last three years for 1995 Section,
10 years for 2008 Section) you must advise The NHSBSA of the following information:

1 The exact dates of the disallowed days.
1 Confirmation of whether the disallowed days were followed by annual leave, paid
notice or return to work. Please also supply the relevant dates.

Important i the employment should be terminated with the members last day of
employment with you, not the day that they went onto no pay.

Re-employed Pensioners / members with benefits already in payment

When submitting an AWS8 for a re-employed pensioner, or a member who
already has benefits from a previous scheme in payment, POL will not produce
the bank details section of the form. Benefits will be paid into the bank
account details that their current benefits are being paid into.

Drawdown i 2008 Section/2015 Scheme

Applications for drawdown cannot be submitted on POL. Please send the paper AW8 to The
NHSBSA along with the following information:

M The date the member wishes to drawdown benefits.

That the current rate of pensionable pay has been in place for at least 12 months
before drawdown.

Confirmation that the pensionable pay will reduce by at least 10%.

That the reduced pensionable pay will remain in place for at least 12 months.

The percentage level of drawdown required, minimum 20%, maximum 80%.
Employer pay and hours (if part time) from 1 April to the date before benefits are to
be drawn down.

=

=A =4 4 A

Data issues preventing submission of the AW8
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If the record has a data issue that you are unable to rectify, please email
nhsbsa.datamanagement@nhs.net who will correct the issue to enable you to continue
processing the AWS8 electronically. In subject header plea s e i Aawaurtd 6Pendi ng o

Action to be completed before submitting the AW8
Before you submit the AW8, the following action will need to be taken:

1 Th e me mbpeneployiment will require terminating by submitting form SD55T via
POL.

I The member® date of birth must be verified

1 Allrelevant sections of the paper AW8 form must be complete.

1 Check if any additional information needs to be sent to The NHSBSA.

Retention of the completed paper copy of the AWS8
NHS Pension Scheme application forms must be retained by NHS employers for a minimum

of seven years. After seven years, the forms must be destroyed under confidential conditions
that meet Department of Health and Social Care guidelines.
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Completion of the electronic AW8

Once you have selected the AWS link in E-Forms, the following screen will appear.

Welcome to the NHS Pension Scheme ONLINE

| Aws
EA - 5500 Back Print  Employer Menu  E-Forms
Exit Online Services
Before you complete this form, please ensure:
Site Update + Members employment and personal details have been updated

+ Members date of birth has been verified on our records
= Paper AWS has been completed and declarations at part 10 and part 11 are complete

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

NI Number
SD Membership Number l—
(e.g. 12345678)

Please check this box to indicate you have the member's signature on the paper application form for retirement benefits (AW8) and Bank Details ]
notification (G59) and that the G59 has been signed by a witness, other than the member's spouse

Once you have submitted the data online there is no need to send the paper form to NHSPA. You should however retain this in case of future enquiries
regarding the information you are about to submit.

Enter the member& NHS Pension Scheme membership number (SD) or National Insurance
number (NiNo) into the relevant box. You must tick the small box to identify that checks have
been made to the relevant section of the AWS. If you do not tick the box a message will be
produced and you will not be able to continue.

27.AW8 POL(V9) 05.2019
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Part 117 Payable date and reason for retirement

The member details are prepopulated from the information held on NHSBSA records. If any
information is incorrect, please make the amendments before submitting the AWS.

The last day of membership displayed is the date that the employment has been terminated
via form SD55T. If this is incorrect, please amend by form SD55E on POL, before continuing
with the AWS.

T he me mickkeménsemirship will determine what option boxes are produced.
Important i It is the employer® responsibility to ensure that the member is eligible to claim
specific Scheme benefits and that the payable date and reasons for retirement are correct.

POL has limited validations.

You must ensure that the correct payable date and reason for retirement are input. If these
are incorrect it may lead to a delay in the member& application and incorrect benefits.

One Section/Scheme only

Welcome to the NHS Pension Scheme ONLINE

Wi
AW - pat 1 Pensions Agency

Scheme  PayableDate  Reason for Retirement

w0 [ [Fiease Seiect =
Last day of employment, last day of Seheme membership or 75 th binthday if eadier

o] Mk ] oS
Take accoun of any parods of lesve dus and Untaken at that dae ofretiement 251 [March ot

Claiming Retirement from

Tick the box to select 1995 (or 2%eién/Schermel5 deper
membership). Insert the relevant payable date and select the reason for retirement.

Scheme  Payable Dats  Reasan for Retiremant

995 [ [movaors | [Age =
s s ket [ [ o
 bet | [ Concel |
Select next to continue.
Either Section/Scheme
Claiming Retiremant from 08 OFf [Please Seiect ~
a5 Of [Pleaze Seect ~
et et e i twmt e S (8 e
= [ Concel |

If the member wishes to claim benefits from both Schemes, you will need to tick the box next

to each Section/Scheme, inserting a payable date and selecting a reason for retirement for
each Section/Scheme.

Scheme Payable Date  Reason for Retirement

Claiming Retirement from

Last day of smpioyment., last day of Schama mambership or 75 th binhday if sarier.
Take account of any periods of e due and untaken a that date of etirement

e | Cancel
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If the member only wishes to claim benefits from one Section/Scheme, tick the relevant
Section/Scheme entering a payable date and reason for retirement for that Section/Scheme
only.

Scheme Payable Date  Reason for Retirement
208 @ proens [rge
as Of [Please Setect

Claiming Rtiremant from

Ll 1<l

Last day of smpioyment, last day of Seheme memberstip or 75 th binhday if sdier v I
Tako account of any por ment 261 [Octobes pore

ny parsads of loare dua and untaken at that date of reire

Both Sections/Schemes

[l [l [«

Moz [ carcel |

If the member wishes to claim benefits from all Sections/Schemes, you will need to tick the
box next to each one, inserting a payable date and selecting a reason for retirement for each
Section/Scheme.

If the member only wishes to claim benefits from one or two Sections/Schemes, tick the
relevant box entering a payable date(s) and reason for retirement for that Section/Scheme

Select next to continue.
Il health
Important i If a member has deferred benefits in a separate Section/Scheme they must

also submit an application to be accepted for ill health retirement for benefits from that
Section/Scheme before the AW8 can be submitted.

Ll [«

Select next to continue
Commuted ill health

Important T If a member has deferred benefits in a separate Section/Scheme they must
also submit an application to be accepted for ill health retirement for benefits from that
Section/Scheme.

Scheme  Payable Date  Reason for Retiement

]
Climing Retremant b B
& [Commuted mapacay =l
2] [Febraary 9] o076
Cancal
Scheme  Payable Date  Reason fo Retirament
1995 (@ [290272016  [Commuted meapacty ]
w08 (@ sz [G ineapacity ]
2015 @ [022016  [Commuted ncapacty ]
575 [Fetuary_ ] 2076
o 18]

o | Cancal
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If you select No, you will not able to proceed with the application. When selecting Yes, the

below message will appear.

Meszzage from webpage B

Pleaze ensure that this form is sent to the NHS Pensions Agency,
l &g this affects payment of the award.

Select ok and then next to continue

Interests of Efficiency (IOE)

Scheme Payable Date  Reason for Retirement

Scheme  Payable Date  Reason for Retirement

2008 [ [orozoT [Earty Retirement (OF ) =

[ [Gerawer [ 07

You must select the option a single lump sum and select next to proceed.

Redundancy/Compensation

U Tl 3
5 @ [T | [Compensaton =

T oo o st oo o v o e kv o ot vt (£ | v

[

When selecting next, additional information will be requested.

S —— o o T [ =
s @ oo [Ca =

last
acs ¢

o LT::I‘T:-:?:T‘:‘::«MH 0] [ine 9] 2017
o 1]
551]

Capitalisation must be set to Yes and retirement age must be 65 in all cases.

2008 @ fowzT Early Ratwement (0] 2
ship o 75 th birthday i earier — -
q al that date of efiroment 2508 [Ceicber ] [2077

27.AW8 POL(V9) 05.2019
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Part 217 Employment details

If not already prefilled,in put t he métmbnd placeof gmployment.

Part2

Employed as [Serior Hurse

Pisce of ampioyment [Biringhar Communiy Feaithe s NFS Tt

EA Code number
Date of Birth

= Cancel

Select next to continue.

If the reason for retirement has been selected as compensation, the additional input screen
will be produced.

Part2

Paying Autharity | I

AW343 receied 7 W=

Employed as |

Place of employment [

EA Code number

o N
= Cancel

Complete the requested information in order to proceed.

Select next to continue.

27.AW8 POL(V9) 05.2019
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Part 3 - Pay details

Note: If the member is in the 2008 Section of the 1995/2008 Scheme, 2015 Scheme or is
employed as a Locum GP, General Medical, Dental or Ophthalmic Practitioner then the
screens for pay will not be produced and POL will take you to Part 5.

Mcatnly ]

ionabile pay (TPP) in each of tha last thioa yoars of cantrbuing senice. I ihe Membar is whola ime and tha kast year is the highost. arly complote the first ine (i The last day of pensianabla membership shown hare must be the same as tha date shoan in bax 4 of the final SOS6

e figures. shawn below
4

(1) Lost ywar From o [Dis Days et
2710312014 26/03/201 o £

(i) Middie year From To |Dts Days et
2710312013 2610372014 o £

(i) Enrtiest year From To Dis Days Ameunt

271032012 26/03/2013 o £
' iy £

(B) Amourt of deer in respect of SICKNESS (NOT SSP), STAGED PAY AWARDS, BONUS/SPECIAL DUTY PAYMENTS, MERIT OR DISTINCTION AWARDS, LONDON WEIGHTING in () abave in highest year onl

ion of employment o ot 381 day of pensi ratvp f ealier

[

It is important to note the correct frequency of payment. If weekly is chosen then the
following message will be produced.

Meszage from webpage %]

Has the member attached a letter stating weekly payment of
pension?, press ok for YES and cancel far MO

Cancel |

If weekly is correct, please email the members letter to The NHSBSA.
Total Pensionable Pay (TPP)

The latest to date produced should always match the members last day of Scheme
membership.

If the member is employed full time and the last year® TPP is the highest, it is only
necessary to complete the final year and input figures of 0.00 in previous years.

If the member is employed in a part time capacity all three years must be completed.

DOMICILIA
Whole time
i) Include DV fees in the Sgures shown below

i) Show the ameunt of DVs separalely at (C) below

Part time members:
() Excluie DV fees from the figures shown below
i) Completa the whale of Part 4

(1) Lost year From o [Dis Days JAmount
2710312014 26/03/2015 [0 cfE s
(i) Middlo yaar From i) [Dis Daye [Amount
2710312013 26/03/2014 o cfos s
(i) Enrliast yoar From o [Dis Days JAmount
2710312012 26/03/2013 o c[owes | fio
(B) Amount of deemed pensionable pay in respect of SICKNESS (NOT SSP). STAGED PAY AWARDS, BONUS/SPECIAL DUTY PAYMENTS, MERIT OR DISTINCTION AWARDS, LONDON WEIGHTING in (&) sbae in highest year only £

If the member has been employed with you for less than three years, POL will only ask you
to input the part of the three years that relate to your employment. If you have details for the
whole of the TPP period, please email nhsbsa.polia@nhs.net with the relevant details.

27.AW8 POL(V9) 05.2019
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If the member has disallowed days within the TPP periods you will need to enter the amount
of disallowed days into the input box. When you select next, POL will automatically step
back the periods to take account of the disallowed days.

If the member has deemed pay within their highest year® pay, this should be input into box
(B) above.

POL will check that the figures you have input reconcile with those previously supplied on
the SD55 updates and termination. If the figures do not reconcile, POL will produce either a
tick box or text box for you to confirm you are happy with these figures, and provide a reason
why these figures do not reconcile.

Il nsert the member és annual rate of pay into the

Select next to continue
Pensionable pay and deemed dates

Where the middle or first year pensionable pay is higher than the final year® pay, The
NHSBSA will use the highest pensionable pay, but will use the final year® deemed date.
This is to avoid any overpayment of Pensions Increase.

If no substitute award is received within six months, The NHSBSA will change the deemed
date to the middle or earliest year and the member will then receive any Pensions Increase
that is due.

27.AW8 POL(V9) 05.2019
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Part 4 - TPP details for part time workers

The following screen will only be produced for members who work part time.

This should be completed using the member& notional whole time equivalent pay figure.

(B) Has the Spacialist been anfitled 1o tha percentags increass in pensionable pay 36t out in the Temms and Conditions of Senics for Hospital Medical and Dental Staff for thair part tims senice 7 No ]

For ALL port time members: plaase give the NOTIONAL WHOLE TIME pansionable pay for sach of the last 3 years, or lesser period i applicable. This fgure shoukd be the pensicnable pay that would have been paid in a single comparable with
whole time employment
Year From To Iamount

Las f— f— i

Year From Te Amourt

Middls 0522014 0422015 e [

Year From To Amourt

Earliest DEA223 4r1 22014 I
=

If the member has had a change to part time within the last three years, you will be required
to input a figure for all three years. Where the member was employed whole time, insert the
TPP figure that you have input on the previous page.

Select next to continue.

27.AW8 POL(V9) 05.2019
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Part 5 - Redundancy cases

This screen will only be produced when the reason for retirement has been selected as
compensation.

&

Make a selection from the drop down list and input the relevant details. If details are in an
incorrect format or are missing, warning messages will be produced and you will be unable
to proceed.

Select next to continue.

27.AW8 POL(V9) 05.2019
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Part 6 - Miscellaneous inputs

this tom If you are under the age of 60): please read the booklet

o &

m by giving up part o

8, Do you have any depandant children, If 5o, how many?

Section 1 displays the me mb enardesthat we hold on our system.

Section2cont ai ns t he menvmbhéasdeen takdndrone NHSBSA records.
If incorrect, this should be amended before submitting the AWS.

The 1SO country code must be selected from the dropdown list available.

2. Address for future cormespondence:

151 line of address

TS —
I —
1S Courtry Code [Piemse seiect =

Home telephona number (o spaces)

EE - ESTONIA

EG-EGYPT o}
EH - WESTERN SAHARA

|ER - ERITREA -
ES - SPAIN

ET- ETHIOPIA

FI - FINLAND

FJ-FuI

FK - FALKLAND ISLANDS (MALVINAS)

FM - MICRONESIA, FEDERATED STATES OF
|FO - FARQE ISLANDS N
FR - FRANCE

GA - GABON

GB - UNITED KINGDOM

GD - GRENADA

GE - GEORGIA

GF - FRENCH GUIANA

GG - GUERNSEY

GH - GHANA

Gl - GIBRALTAR

GL - GREENLAND

GM - GAMBIA

GN - GUINEA

GP - GUADELOUPE

GQ - EQUATORIAL GUINEA

GR - GREECE

GS - SOUTH GEORGIA AND THE SOUTH SANDWICH ISLANDS
GT - GUATEMALA

GU - GUAM v
GW - GUINEA-BISSAU

Section 3 requests details of any other employments at the time of, or after retirement.

27.AW8 POL(V9) 05.2019
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3. Details of ather Jobs (ont this ltom if you are under the age of 60}: please read the boaklet

i) Difinitaly Re-smployed aher ratirement 7

If yes is selected the additional input screen below will be produced. Insert the name and
address of the re-employment position and me mb ejobdite.

3. Details of ather Jobs (anly complete this item if you are under the age of 60) please read the booklet

Section 4 asks for confirmation of whether the member wishes to allocate part of their
pension. If yes is selected, the allocation of pension form (AW811A) must be sent to The
NHSBSA.

Does member wish to allocate part of their pension? Mo [

Section 5 asks for confirmation of whether the member wishes to commute some of their
pension into a lump sum retiring allowance.

Important - Section 5 will not be displayed if the reason for retirement has been selected as
Commuted Incapacity. Commuting pension for a larger lump sum occurs automatically in
these circumstances.

5. Does the member want an additional lump sum by giving up part of their pension? Ne [

Important i you will be unable to input whether the member wishes to claim the maximum
lump sum which incurs a tax charge, or the maximum tax free amount. The NHSBSA will
contact you for this information if it is required.

If the member is only claiming benefits from one Section or Scheme, the lump sum option
will only be produced for that relevant Section/Scheme.

5. Does the member want an additional lump sum by giving up part of their pension? Ves ™)
Scheme Lump Sum salsction

1905 Please Select |¥]

Select the me mb elunfp sum decision from the drop down list.

5. Does the member want an additional lump sum by giving up part of their pension? Ve
Scheme Lump Sum selection

1985

6. Send details of marital saus, family and certificates direct 1o the Agancy
¥ member has indicated that they wish 1o send cenifcatss direct 10 the Agency, please tick this bax

If specify amount is selected, you will be required to input the amount that the member has
specified on their application form. This is in addition to any basic/mandatory lump sum and
must be wholly divisible by 12.

5, Does the member want an

ithonal lump sum by giving up part of thelr pansion?

Scheme

1998

If the member is claiming benefits from more than one Section/Scheme, the lump sum option
will be produced for each Section/Scheme that the member is claiming benefits from.

27.AW8 POL(V9) 05.2019
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Important i If a member has benefits in multiple Sections/Schemes, a lump sum choice will
be produced where the 1995 Section membership ends before 31 March 2008. Before
inputting the 1995 Section lump sum you must check that the member has service in the

1995 Section after 31 March 2008. Iftheme mb er d o e s n &Sectiam memdershif 9 5
after 31 March 2008, the 1995 Section lump sum must be selected as none.

2008

Section 6 should only be ticked if the member wishes to send certificates direct to The
NHSBSA.

6. Send details of marital status, family and certificates direct to the Agency
i member has indicated that they wish to send cerficates directfo the Agency. please fick this box |

If the member wishes to send their certificates direct to The NHSBSA, please ask them to
make sure they enclose a covering letter with their full name, membership number (SD) and
address and postcode. This is to ensure that they are linked to the correct AW8 and are
returned promptly.

Section 7asksfort he me mber 6 s Yoa wilinpat the reldvant datails at Part 7.
Important - If the member is a male who is married to a male, the AW8 must be submitted
with the marital status as civil partnership. If married is selected, this will lead to incorrect
survivor benefits.

7. Wartl satus? 4 o ];ngL—E{

Section 8 requests the number of any dependent children. If there are dependent children,
the details will be input at Part 7.

8. Do you have any dependant children, if so, how many? E

Select next to continue.
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Part 717 Marital details and census information

The me mb emaétal status will determine what information is required. If the member is
single you will only receive an input screen for the Census data unless there are dependent
children.

The spouseds spopulatathesame asltHhe megmber®. This can be overtyped if
the surnames differ.

If you have not seen the original certificates or original certified copies the drop down
selection must be set to no.

If the member is unable to provide the relevant date, you should proceed by inputting
01/01/1900 with the drop down selection as no. The me mb efirsbname should be input as
unknown.

el pastnership O |

nership been verified by sight of the certifcate 7 No 7]

viner's date of birth I | A

0 of birth been verified by sight of the birth cerificate ? wll

——
- [
o [
Ploase nsus.d.
Disabilty Select v
Rebgion / Balief Bz
Sexual Orientation [Beeer. =]
Ethricity Code a

If there are dependent children the additional input boxes will be produced for each
dependent& details.

Dependant Children
Sumame First nome Sex Date of Birth Verified 7

Select next to continue.
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Part 8 - The HM Revenue and Customs (HMRC) information screen

This contains information required by The NHSBSAt o enabl e t heimemember 6s
Allowance to be correctly notified to the member under the HMRC rules.

Please use the drop down boxes as appropriate and complete the required information as
detailed on the AWS.

If any mandatory information is missing or in an incorrect format an on screen warning
message will be produced.

Where a member has a protection certificate, the last eight digits of the certificate must be
input in order to proceed.
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