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Introduction
This is the LGSS Specific Multiple Payroll Provider Extract File specification and as such it must be used when sending MPP Files to LGSS instead of the definition provided by Heywood. This definition is a refinement of the Heywood specification so that you only have to send us the data we require. MPP File extracts are only required where there are different employers in the same extract, however all the employers must be in the same Fund. You must submit a separate file for each fund (Cambridgeshire or Northamptonshire). 
Users of this guide should note the following:
· This format is only used when there is data for more than one employer on the same file extract. 
· That all the employers in a given file extract must be in the same fund, not just administered by the same authority.
· Other scheme administrators may have different requirements for this file extract in terms of what specific data items are required and under what circumstances. 
If in doubt please contact penemployers@northamptonshire.gov.uk for clarification. 
Preparation

Record matching 
i-Connect will automatically match, where possible, each separate post on your payroll system to a corresponding record on your administering authority's pensions administration system (referred to throughout this document as 'the target system'). The matching process uses employees' National Insurance numbers, together with a unique payroll identifier. 
Unique payroll identifier 
A unique payroll identifier must be present for each payee/post on the MPP payroll extract file. This is the Unique Post Reference used on the annual year end returns to enable LGSS Pensions to identify a specific employment and should be held on the payroll system, either as a single field or a multiple fields that, when combined, will always uniquely identify a post. It is a 12-character reference and is Payroll Reference 2 (Data Item 4) on the MPP payroll extract.  
Example
A Payroll system which uses a 5 character identifier (which would not be unique as an employee might hold multiple posts) for an individual and a 6 character identifier for “post” (also not unique as several posts might be held by multiple individuals” could combine them to produce a Unique Payroll Reference that is specific to the individual in a given post.

If you are unable to produce a unique post reference within these constraints you should contact penemployer@morthamptoinshire.gov.uk for advice and assistance.


Extract file creation preparation 
File Format
All MPP payroll extract files uploaded into i-Connect must be saved as comma-separated-value (CSV) files. Files not in this format will be rejected during the upload process.

Header row 
A header row must be present on the first row of each MPP payroll extract file, to describe the i-Connect data items. Failure to include a header row will result in the first record on the file being omitted from processing, as i-Connect always assumes the first row is the header. 

Example Header Row: 

File Ref, NI_NUMBER, Payroll Reference 1, Payroll Reference 2, Payroll Reference 3, Address Line 1, Address Line 2, Address Line 3, Address Line 4, Address Line 5, POSTCODE, EMAIL_ADDRESS, TELEPHONE_NO, MOBILE_PHONE_NUMBER, WORKS PLACE NAME, WORKS ADDRESS LINE 1, WORKS ADDRESS LINE 2, WORKS ADDRESS LINE 3, WORKS ADDRESS LINE 4, WORKS ADDRESS LINE 5, WORKS POSTCODE, WORKS_EMAIL_ADDRESS, DATE_OF_LEAVING, PAYROLL_PERIOD_END_DATE, ADDITIONAL CONTRIBUTIONS 1, ADDITIONAL CONTRIBUTIONS 2, Employment Break Start, Employment Break End, FILLER, EMPLOYMENT BREAK REASON, SURNAME, FORENAMES, GENDER, Date Of Birth, MARITAL_STATUS, TITLE, FILLER, SPARE, ANNUAL_PENSIONABLE_SALARY, PENSIONABLE_PAY, EFFECTIVE_DATE, DATE_JOINED_PENSION_SCHEME, JOB_TITLE, PART_TIME_HOURS_EFECTIVE_DATE, PART_TIME_HOURS, PART_TIME_INDICATOR, WHOLE_TIME_EQUIVALENT_HOURS, EMPLOYEES_MAIN_SECTION_Contributions, EMPLOYER'S_CONTRIBUTIONS, SCHEME_CONTRIBUTION_RATE, OPT_OUT_DATE, OPT_IN_DATE, MAIN_SECTION_CUMULATIVE_PEN_PAY, 5050_SECTION_CUMULATIVE_PEN_PAY, FTE_FINAL_PAY, CUMULATIVE_EMPLOYEE'S_MAIN-SECTION_CONTRIBUTIONS, CUMULATIVE_EMPLOYER'S_CONTRIBUTIONS, REASON_FOR_LEAVING, CUMULATIVE EMPLOYER SHARED COST APCs, CUMULATIVE_EMPLOYEE_APCS, EMPLOYEE'S 50/50 SECTION Contributions, CUMULATIVE EMPLOYEE'S 50/50 SECTION Contributions, PAY-PERIOD SHARED COST APCS, Pay Period Employee APCs

The column names do not have to be identical to those above, but the field ordering must be the same as the order given in File Specification.

Duplicate records
All records in the i-Connect MPP payroll extract file must be unique. Uploaded files will be rejected if there are one or more records containing duplicate combinations of National Insurance Number and the Unique Payroll Identifier.

Other MPP payroll extract file considerations
· The order of the data items must match the order specified in the file layout.
· The payroll period end date (data item 24) must be the same on all records.
· Blank rows must not be present in the MPP payroll extract file.
· Ensure all leading zero values remain if the file has to be converted to CSV format.
· Ensure all transactions processed after the payroll cut-off date are included on the i-Connect MPP payroll extract file report. This must include new starters, leavers, post changes and so on.
· Part-time hours must be pro-rated for term-time employees.
· Negative values are indicated by a minus '-' character at the beginning of the data field (for example, '-115.64').

Uploading data

Initially users starting to use i-Connect for data submission will send LGSS Pensions “draft” CSV extracts for review and approval. Once these “draft” CSV extracts are “approved” users will be given access to iConnect and will be responsible for the timely and accurate submission of their own MPP Extracts.
Preparing to send the “draft” MPP Extracts to LGSS Pensions
Ensure that you can answer 'Yes' to the following questions before sending the data to LGSS Pensions:
· Is the file in the correct format?
· Have you used the correct payroll-period-end date?
· Are all the records unique?
· Are you sending the data to the correct email address?
· Are you sending the data in a suitably secure manner?
Uploading MPP Extracts to i-Connect
Please read the i-Connect User Guide for Employers and ensure that you can answer 'Yes' to the following questions before attempting to upload any data into i-Connect:
· Is the file in the correct format?
· Have you used the correct payroll-period-end date?
· Are all the records unique?
· Has LGSS Pensions provided you with a username?
Processing times
The following table provides approximate timings for processing MPP payroll extract files in i-Connect. The first stage, 'File Upload/Employment Check', checks the structure of the file, validates the data and checks whether any payees have been deleted from the target system by the administering authority. The second stage, 'Target System Update', uploads the detected events to the LGSS Pensions database:
	Number of Records on Extract
	Estimated Processing Time (minutes)

	
	File Upload / Employment Checks
	Target Systems Update

	1,000
	15
	20

	2,000
	20
	40

	5,000
	30
	100

	7,500
	50
	150

	10,000
	70
	200

	15,000
	100
	300

	20,000
	120
	400



Note: Processing times can vary depending on internet speeds and concurrent usage.
File Specification
	Item
	Data Item
	Additional Notes
	Maximum Number of Characters
	Mandatory / Optional / Conditional

	 1
	FILE REF
	Multiple Payroll Provider File Reference

Please enter a unique employer reference for each separate employer included on the multiple payroll extract file.  This will be LGSS Employer Code, if you don’t have these please contact penemployers@northamptonshire.gov.uk.

Example:  LGSS Employer Code N0931 is “Stanwick Primary School” 
 
The file reference must be present for each record on the file.  

The format of the LGSS Employer Code is

Nnnnn for Northamptonshire Fund Employers 
0nnnn for Cambridgeshire Fund Employers

where
N is “N”
0 is “0”
And n is any number (0-9).


	5
	Mandatory

	2 
	National Insurance Number
	National Insurance (NI) number of the employee.
  
Example: AB123456C

	9
	Mandatory

	3
	Payroll Reference 1
	This field must always be left blank
	0

	Not Used

	4
	Payroll Reference 2
	This field is for the Unique Post Reference, which is a unique identifier for the current employment.  Each Unique Post Reference can only appear once in the File Extract and should be consistent between different File Extracts.

For Example is an Employee’s UPR is 01203 in the August extract it should be 01203 in the September extract, and it should be the only employment with that reference in any extract.

Failure to do this will create duplicate pensions records.

The Unique Post Reference should not be changed when a member has a change of hours, pay etc. on the payroll, or when a temporary contract is made permanent (unless this is a genuine new appointment).
    
If you are unable to meet these requirements using only this column please contact penemployers@northamptonshire.gov.uk to discuss the issues.

	12
	Mandatory

	5
	Payroll Reference 3
	This field must always be left blank.
	12
	Not Used

	6
	Address Line 1
	Address Line 1 of the correspondence address of the employee.  This cannot be just the address number.  

A minimum of two address lines must be provided.  

Upper and lower case characters are valid.  Valid characters are A to Z, hyphen (-) and apostrophe (‘) and spaces.

Example: Riverview 

	30
	Mandatory

	7
	Address Line 2
	Address Line 2 of the correspondence address of the employee.  

A minimum of two address lines must be provided.  

Upper and lower case characters are valid.  Valid characters are A to Z, hyphen (-) and apostrophe (‘) and spaces.

Example: 23 Upper Riverbank

	30
	Mandatory

	8
	Address Line 3
	Address Line 3 of the correspondence address of the employee. 
 
Upper and lower case characters are valid.  Valid characters are A to Z, hyphen (-) and apostrophe (‘) and spaces.

	30
	Optional

	9
	Address Line 4
	Address Line 4 of the correspondence address of the employee.  

Upper and lower case characters are valid.  Valid characters are A to Z, hyphen (-) and apostrophe (‘) and spaces.

	30
	Optional

	10
	Address Line 5
	Address Line 5 of the correspondence address of the employee.  

Upper and lower case characters are valid.  Valid characters are A to Z, hyphen (-) and apostrophe (‘) and spaces.

Note maximum length is 20 not 30 characters.

	20
	Optional

	11
	POSTCODE
	Postcode of the correspondence address of the employee.  

Example: WA14 1TT

	10
	Mandatory

	12
	EMAIL ADDRESS
	Please leave this field blank.  
Due to the Member Self Service, the members’ email address should not be updated through I-connect upload.  
	0
	Not used

	13
	TELEPHONE NUMBER
	Please leave this field blank.  
Due to the Member Self Service, the members’ email address should not be updated through I-connect upload.  
	14
	Not used

	14
	MOBILE NUMBER
	Please leave this field blank.  
Due to the Member Self Service, the members’ email address should not be updated through I-connect upload.  
	14
	Not used

	15
	WORKS PLACE NAME
	This field is Mandatory – it is used in the case of issues to help resolve those issues.

Upper and lower case characters are valid.  Valid characters are A to Z, hyphen (-) and apostrophe (‘) and spaces.

	40
	Mandatory

	16
	WORKS ADDRESS LINE 1
	This field must be left blank
	30
	Not used

	17
	WORKS ADDRESS LINE 2
	This field must be left blank
	30
	Not used

	18
	WORKS ADDRESS LINE 3
	This field must be left blank
	30
	Not used

	19
	WORKS ADDRESS LINE 4
	This field must be left blank
	30
	Not used

	20
	WORKS ADDRESS LINE 5
	This field must be left blank
	30
	Not used

	21
	WORKS POST CODE
	This field must be left blank
	10
	Not used

	22
	WORKS EMAIL ADDRESS
	This field must be left blank
	72
	Not used

	23
	DATE OF LEAVING
	This field is the date the members left the scheme with each assignment.  

For instance, if the member has a fixed contract and the fixed contract is renewed with a new original appointment number, the old original appointment number should have its end date in this field, otherwise the old assignment will remain active on The Pensions database, as well as Employer Self Service and Member Self Service for the employers and employees to view.  

Please enter the date in the format of DD/MM/YYYY
	10
	Mandatory where role ceases to be pensionable, otherwise not used.

	24
	PAYROLL PERIOD END DATE
	End date of the earnings period to which the pay relates.  

Example : 30/06/2015

	10
	Mandatory

	25
	ADDITIONAL CONTRIBUTIONS 1

(Cumulative)
	This field is for Additional Voluntary Contributions (AVCs), and the figures should be CUMULATIVE to date total in the year.   

For Northants pension fund - Prudential or Standard Life, for Cambs pension fund – Prudential or Equitable Life.  

Leave blank or populate with zeros if value null.

Example: 15.99

	10
	Conditional

	26
	ADDITIONAL CONTRIBUTIONS 2

(Cumulative)
	This field is for the other additional contributions, such as Added Years, ARC.   The figures should be CUMULATIVE to date total in the year.   

 Leave blank or populate with zeros if value null.  

Example: 15.99

	10
	Conditional

	27
	Employment Break Start Date
	Please enter the start date of any unpaid leave of absence, for example strike, unpaid maternity or paternity leave.  

Please enter the date on the format of DD/MM/YYYY

	10
	Conditional

	28
	Employment Break End Date
	Please enter the end date any unpaid leave of absence, for example strike, unpaid maternity or paternity leave.  

Please enter the date on the format of DD/MM/YYYY

	10
	Conditional

	29
	FILLER
	Please leave this field blank
	0
	Not Used

	30
	EMPLOYMENT BREAK REASON
	Indicator to show the reason for the Employment Break (item 27 and 28). Values are

· A – Authorised unpaid leave
· E – Education break
· M – Parental break
· S – Strike
· U – Unauthorised unpaid leave (default value)
· Y – Parental break

Note; If a item 27 – Employment Break Start Date has a value and this field is left blank the default value of “U” will be assumed.

In order to be backwardly compatible a value of “Y” may still be used to record a break as Parental leave. However this should be phased out in existing interfaces as soon as practical and new interfaces should not use “Y”.
	1
	Conditional

	31
	SURNAME
	Please enter the last name of the employee.  
Upper and Lower case characters are valid.  Valid characters are A to Z, hyphen (-) and apostrophe (‘).  

	25
	Mandatory

	32
	FORENAMES
	Please enter a maximum of three forenames for the employee.  

Upper and lower case characters are valid.  Valid characters are A to Z, hyphen (-) and apostrophe (‘).  

	25
	Mandatory

	33
	GENDER
	Please enter either M (male) or F (female).  

	1
	Mandatory

	34
	DATE OF BIRTH
	Please enter the date in the format of DD/MM/YYYY

	10
	Mandatory

	35
	MARITAL STATUS
	Please leave this blank.  
	0
	Not Used

	36
	TITLE
	Please enter one of the following valid titles;

Mr / Mrs / Miss / Ms / Dr
	4
	Mandatory


	37
	FILLER
	Please leave this field blank.  
	0
	Not Used

	38
	AUTO ENROLMENT QUALIFYING EARNINGS 

	Populate with '0.00' 

	0
	Conditional - Mandatory for new starters. 

	39
	ANNUAL PENSIONABLE SALARY

(Annual)

	Please enter the employee’s annual pensionable salary for the post.  
An effective date must be entered in data item 41 if an annual pensionable salary is entered.  

Leave blank if null.  
	10
	Conditional

	40
	PENSIONABLE PAY

(Pay period)

	Please enter the employee’s pensionable pay, including any Assumed Pensionable Pay (APP) for the current payroll period.

Only enter numbers and decimal point.  

Mandatory, populate with ‘0.00’ if null pay this period.  

	10
	Mandatory

	41
	EFFECTIVE DATE
	The effective date for the annual pensionable salary rate.  

Please enter the date from which the Annual Pensionable salary entered in item 38 is applicable from.  

Please enter the date in the format DD/MM/YYYY.  

*Mandatory if data item 39 is present, leave blank if data item 39 is blank.  

	10
	Conditional

	42
	DATE JOINED PENSION SCHEME
	This field is for the date joined the pension scheme (LGPS) for the relevant assignment, not the date employees joined the scheme for the first time when they started their employment within the current employer.  Also, if the employees opted out of the scheme previously and subsequently opted in with the same assignment, the date here should be the opted in date, instead of the date the assignment started.  

If a payroll provider takes on a new payroll, the date joined the pension scheme will be the 1st date of the month they commenced processing the payroll

Please enter the date in the format DD/MM/YYYY.  

*Mandatory for new starters / employments in this File Extract only otherwise leave blank.  
	10
	Conditional

	43
	JOB TITLE
	Please enter the employee’s job title for this employment.

Example: Payroll Officer



	20
	Optional

	44
	PART-TIME HOURS EFFECTIVE DATE
	Please enter the effective date the employee started working the contracted part-time hours specified in item 44 below.  This should be the last date the member had a change in Part-time hours, moved from part-time to fulltime/casual or vice versa. 
  
	10

	Conditional

	45
	PART-TIME HOURS
	Full Time Employees – This field should be left blank.  

Casual (0 hours contract) Employees – This field should be left blank.  

Part Time Employees  / Term time employees
 – Please put the current paid contractual hours per week in this field.  If the member works term time, the part time hours should be prorated.  

For instance,  for a member who works 25 hours a week (out of a notional whole-time hours per week of 32.5 hours) and is paid for 44.3 weeks per year (including paid leave), the hours recorded in this field should be;
 25 x 44.3 / 52.14 = 21.30.  


In this example, the item 47 should be 32.5 

	5
	Conditional

	46
	PART-TIME INDICATOR
	Full Time Employees – This field should be left blank. 

Casual (0 hours contract) Employees – Please put ‘C’ in this field.  

Part Time Employees – Please put ‘Y’ in this field.  

	1
	Conditional

	47
	WHOLE-TIME EQUIVALENT HOURS
	Full Time Employees – Please leave this field blank.  

Casual (0 hours contract) Employees –  This field should be left blank.  

Part Time Employees – Please put notional whole time equivalent hours, for example 37.00, 37.50, 40.00 etc.  

	5
	Conditional

	48
	EMPLOYEE’S MAIN SECTION CONTRIBUTIONS

(Pay Period)

	Please enter the employee’s main section scheme contributions for the current payroll period.  

Mandatory, populate with ‘0.00’ if null pay this period.  Negative values are valid.  
	10
	Mandatory

	49
	EMPLOYER’S CONTRIBUTIONS

(Pay Period)

	Please enter the employer’s scheme contributions for the current payroll period.  

Mandatory, populate with ‘0.00’ if null pay this period.  Negative values are valid.  
	10
	Mandatory

	50
	SCHEME CONTRIBUTION RATE

(Pay Period)

	Please enter the member’s scheme contributions rate (2.75 to 12.50), for the current payroll period.  


	5
	Mandatory

	51
	OPT OUT DATE
	Please enter the date the employee opted out of the pension scheme.  


	10
	Mandatory where Employee has “opted-out” of pension in this LGPS employment otherwise not used. 

	52
	OPT IN DATE
	Please leave this field blank.  If the member previously opted out and subsequently opted in the scheme, could you please enter the Opt in date under the item 42 ‘Date Joined Pension Scheme’ instead.  

	0

	Not Used

	53
	MAIN SECTION CUMULATIVE PENSIONABLE PAY

(Cumulative)

	Please enter the cumulative pensionable pay to date total including Assumed pensionable pay in the main section of the CARE scheme for the scheme year.  

Mandatory, populate with ‘0.00’ if null.  
  
	10
	Mandatory

	54
	50/50 SECTION CUMULATIVE PENSIONABLE PAY

(Cumulative)
	Please enter the cumulative pensionable pay to date total including Assumed Pensionable pay in the 50/50 section of the CARE scheme for the year.  

Mandatory, populate with ‘0.00’ if null.  
  

	10
	Mandatory

	55
	FULL TIME EQUIVALENT FINAL PAY

(Annual)
	Please enter the member’s annual Final Pensionable FTE.  This should include all pensionable pay and pensionable allowances in 2008 definition.  For the details for FTE final pensionable pay in 2008 definition, please see the document below;




	10
	Mandatory

	56
	CUMULATIVE EMPLOYEE’S MAIN SECTION CONTRIBUTIONS

(Cumulative)
	Employee’s main section cumulative scheme contributions.  

Mandatory, populate with ‘0.00’ if null.  
	10
	Mandatory

	57
	CUMULATIVE EMPLOYER’S CONTRIBUTIONS

(cumulative)
	Employer’s cumulative scheme contributions.  

Mandatory, populate with ‘0.00’ if null.  
	10
	Mandatory

	58
	REASONS FOR LEAVING
	Please enter the reasons of leaving from the following list.  

· Business Efficiency Dismissal
· Termination By Mutual Consent On The Grounds Of Business Efficiency
· Ceasing To Pensionable (Age 75)
· Death In Service
· Dismissal - Other (No Forfeiture Process Relevant)
· End Of Fixed Term Contract - Not Treated As Redundancy
· Flexible Retirement
· Ill-Health Dismissal - Tier 1 Ill-Health Pension Awarded
· Ill-Health Dismissal - Tier 2 Ill-Health Pension Awarded
· Ill-Health Dismissal - Tier 3 Ill-Health Pension Awarded
· Ill-Health Dismissal - No Ill-Health Pension Awarded
· Redundancy
· TUPE
· Voluntary Resignation
· Voluntary Retirement 55+
· Voluntary Retirement 55+ (Employer Waives Part/All Early Payment Reduction)
· Change Of Payroll Provider
· Academy Conversion

Mandatory if this role has ceased to be pensionable in this File Extract, else not used.
If a reason is specified then item 23 ‘Date of Leaving’ should also have a value.
	100
	Conditional

	59
	CUMULATIVE EMPLOYER SHARED COST APC’s
(Cumulative)
	Please enter the Cumulative Shared Cost Employer’s APC.  

Only enter numbers and decimal point. 
Leave blank or populate with zeros if value null.  
	10
	Conditional

	60
	CUMULATIVE EMPLOYEE APC’s
(Cumulative)
	Please enter the Cumulative Employee’s APC

Only enter numbers and decimal point.  
Leave blank or populate with zeros if value null.  
	10
	Conditional

	61
	EMPLOYEE’S 50/50 SECTION CONTRIBUTIONS
(Monthly)
	Please enter the employee’s 50/50 section scheme contributions for the current payroll period

Only enter numbers and decimal point.  
Mandatory, populate with ‘0.00’ if null pay this period.  
	10
	Mandatory

	62
	CUMULATIVE EMPLOYEE’s 50/50 SECTION CONTRIBUTIONS
(Cumulative)
	Please enter the Employee’s cumulative 50/50 section scheme contributions.  

Only enter numbers and decimal point.  
Mandatory, populate with ‘0.00’ if null pay this period.  
	10
	Mandatory

	63
	PAY PERIOD SHARED COST APC’s
(Monthly)
	Please enter the Shared Cost EMPLOYER’s APC for this pay period. 

Only enter numbers and decimal point.  
Leave blank or populate with zeros if value null.  
	10
	Optional

	64
	PAY PERIOD EMPLOYEE APC’s
(Monthly)
	Please enter the EMPLOYEE’s APC for this pay period.  

Only enter numbers and decimal point.  
Leave blank or populate with zeros if value null.  
	10
	Optional


	
*Leaver’s and Opt Outs should remain on the Extract until the end of the scheme year in which they left / opted out and then be removed from the following April. See Frequently Asked Questions (below) for example. 


Frequently Asked Questions 

We have compiled a list of common questions and answers below; please contact penemployers@northamptonshire.gov.uk if you have any other questions or comments relating to this guide: 

1. Should I include all payees on the payroll extract file, including those employees who have previously opted out of the scheme? 

Roles where the employee elected to opt out of the LGPS prior to you using i-Connect should not be included on the MPP extract.

2. What should I do if an Opt Out re-joins the scheme? 

These roles are treated as new employments. 

3. How do I pro-rata the hours for term-time-only employees? 

Part-time hours must be pro-rated if the employee is term-time only. Two examples are provided below. Please check with your administering authority to ensure this complies with their own guidelines for pro-rating term-time service: 

 Example 1 – Part-time, term-time only 

Jennifer works for 12 hours per week during term time (full-time equivalent hours are 37). Her contract is for 39 weeks per year, plus 4.4 weeks' holiday, totalling 43.4 weeks. The following calculation can be used to pro-rata her hours: 
43.4 weeks/52.14 weeks x 12 hours = 9.99 
Jennifer's part-time hours should be supplied as 09.99 and her whole-time equivalent hours as 37.00.

Example 2 – Whole-time, term-time only 
Colin works whole-time during term time (37 hours per week). His contract is also for 39 weeks per year, plus 4.4 weeks' holiday, totalling 43.4 weeks. The following calculation can be used to pro-rata his hours: 
43.4 weeks/52.14 weeks x 37 hours = 30.80 
Colin's part-time hours should be supplied as 30.80 and his whole-time equivalent hours as 37.00. 


4. Why are payroll extract files with duplicate records rejected? 

This is because we record separate data on the target system for each active post on the payroll system, and if there are one or more records containing duplicate combinations of National Insurance Number and the unique payroll identifier on the payroll extract file it is impossible to accurately post the data.

5. What happens if there is more than one part-time hours change in a single pay period? 

i-Connect can process only one part-time hours change in a single pay period. The latest hours change in the pay period, together with the effective date should be output to the patrol extract file. Any earlier changes within the same pay period should be communicated via a separate report directly to the administering authority. 

6. How do I record part-time hours for casual employees? 

Part-Time hours (item 45) for casual (0 hours) roles should be always be 00.01 regardless of the actual hours worked in the month, the Part Time Indicator (Item 46) should be Y and the While Time Equivalent Hours (item 47) should be the normal value for a part-time worker (usually 37.00).

7. How do I record additional contributions? 

Any additional contributions should be output to the following data items.

	Additional Contribution Type
	Item
	Data Item

	Year to date AVC contributions
	25
	ADDITIONAL CONTRIBUTIONS 1

	Year to date Shared Cost Employers APC contributions
	59
	CUMULATIVE EMPLOYER SHARED COST APC’s 

	Year to date Employee APC contributions
	60
	CUMULATIVE EMPLOYEE APC’s 

	This period Shared Cost Employers APC contributions
	63
	PAY PERIOD SHARED COST APC’s

	This period Employee APC contributions
	64
	PAY PERIOD EMPLOYEE APC’s

	Year to date – all other additional contributions (Added Years, ARCs etc.)
	26
	ADDITIONAL CONTRIBUTIONS 2 





8. What type of suspensions should I notify to the administering authority? 

You should notify LGSS Pensions only of any unpaid breaks in service, for example, strike, maternity or paternity breaks. This is done using SUSPENSION START DATE, SUSPENSION END DATE and SMP Indicator (items 27, 28 and 30 respectively).




9. How long should leavers remain on the payroll extract file? 

We recommend that leavers (including Opt Outs recorded via i-Connect) be kept on the extract file for the following 2 or 3 submissions in case of any adjustments. Records can also be removed from the extract immediately following the one in which they left and then be included in a later extract again if that is easier for the user. 

10. How do I record assumed pensionable pay? 

This should be included in pensionable pay (data item 40) and the main and/or 50/50 section cumulative pay (data items 53 and 54).
11. What should I put for a blank field? 

A blank field may either be left empty or contain a number of spaces up to its maximum limit. In either case the commas either side of that field are still required so that i-Connect can recognise the field as being empty. 
Example 
“Payroll Reference 1” (item 2) is not used, so must be left blank depending on which approach is adopted we would expect the SPP extract to have either
i. The NI Number value, a comma, then a maximum of 12 spaces, a comma and then the Payroll Reference 2 value 
Or
ii. The NI Number value, two commas, and then the Payroll Reference 2 value. 

A version of the standard i-Connect MPP file extract definition, updated to meet the specific requirements of the LGPS funds administered by LGSS Pensions.
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