Request and Notification for Authorised Unpaid Leave
Pension Information

Whilst on unpaid authorised leave of absence, neither you nor the Council will pay pension contributions.  As such you will not build up a pension during this period.

When you return to work, if you would like to buy the pension you “lost” while on no pay you can do so through an Additional Pension Contribution (APC) contract.  The cost of the APC contract can be split between you and your employer provided you elect to buy your “lost” pension within 30 days of returning from leave of absence.  This is known as a Shared Cost APC and your employer pays 2/3rd of the cost while you pay (1/3rd).  If you elect after the 30 day period, you will need to meet the full cost of the APC contract.  APCs can be paid over a period of time or as a one off lump sum.

To investigate a Shared Cost APC contract please complete an application form which can be obtained at www.nespf.org.uk.
Section 1: To be completed by the employee – this is for Authorised leave only
	Name:
	

	Employee Ref. No.:
	

	Contract No:
	

	Service / Directorate:
	

	Job Title:
	


	Start date of unpaid leave:
	
	End date of unpaid leave:
	

	
	
	

	Number of working hours in total:
	

	Reason(s) for request:
	

	
	

	Signature:
	
	Date:
	


Section 2: To be completed by the manager

	Request approved:
	
	     Number of hours to be deducted:
	

	Request declined:
	
	     Reason(s) if declined:
	


Request MUST now be processed on Your HR by the manager – Please tick to confirm this 
	has been done
	


	Name:
	
	Job Title:
	

	Signature:
	
	Date:
	


Pass to the HR Service Centre
Section 3: For HR Service Centre use

	Number of hours to be deducted 
	


	Name:
	
	Job Title:
	

	Signature:
	
	Date:
	


Pass the form to the Payroll Section for processing
Section 4: For Payroll Section use:

Input to PSe by:

	Full Name: 
	
	Date:
	


