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T Teachers

Employer Portal and managing members Pensions

This guide will cover:

» basic features within the Employer Portal (password/personal details changes)
* using the secure mailbox

» finding and looking at the member service print

* updating member details

» completing member applications (initiated by the employer).



Employer Portal

Welcome to your dashboard:

* menu to navigate to functions
» establishment drop down

» tasks awaiting action

» quick links

» social media links.

T Teachers' | For [RIRCIN  Momber  Monthly Submission  Payroll  Support
Pensions | Employers Secure Mail  profile

Welcome, Michae

009/1234 % yjew Establishment Profile

TRN Task Reference  Task Name Submitted On
2514932 2536 Salary update for Ph:
19, 483 Salary updat: emature retirement
Salary update for Retirement request
ary update for Transfer-in request
1526012 Salary update for Opt-out election reques:

1526012 Review of Flexibilities request

View all
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Scheme changes Employer factsheets (x4

Follow us on social media
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eachers’ | For Monthi i P
P sions | Employers onthly Submission ayroll  Support Secure Ml

2 My profile
PC | 55C | MCC

Welcome, Michael

Here is your dashboard to keep you up to date.

[# Password management
L@ Help

Establishment Name

Livingstone primary school 009/1234 ¥ | yiw Establishment Profile

TRN Task Reference  Task Name Submitted On
2514932 2536 Salary update for Phased retirement 21/01/2024
1937219 7483 Salary update for Premature retirement 20/10/2023
8320128 1532 Salary update for Retirement request 11/09/2023
1724192 8342 Salary update for Transfer-in request 09/08/2023
1526012 0162 Salary update for Opt-out election request 10/05/2023

1526012 0162 Review of Flexibilities request 10/05/2023




Dashboard Member  Monthly Submission

For
1ons | Employers

< Back
Mr. Michael Par

Role
Primary contact, Services and Salary Contact, Monthly Contribution Contact

Contact details

Address (UK)  Active Email Address Contact Number (Mobile)
11b Lingfield Point, Darlington michael@oxfordedu.com +44 712 506 6166
DL1 1AX, United Kingdom

TY Teachers
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Last login: 23 July 20250900 Logout [+
‘Leﬂsh\s‘lgrnr:playus Dashboad  Member  Monthly Submission  Payroll  Suppon
< Back

Password management

Here you Can manage of reset your password and authentication Settings 10 keep your aCount secure.

Account security
These are the methods you use Lo sign INto your acCoUNt of reset your credentials,

Change password

Reset multi-factor authentication (MFA)
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Secure mailbox @

P ot Broioyers

Secure mailbox @

ramwsbns  O°
Protie

Establishment Name Establishment Name.

Lightcliffe Academy 009/1234 v Ligntcliffe Academy

By subject v ‘Q Search by subject or content By subject v Q Search by subject or content

Member joining process inom
Hi Anna, The member you have recently envoled.

Member detalls - Changes / Updates 213120
Hi Anna, The member information can be changed
from the member service section.

Maember transfer-in request s/ 1t00
Hi Anna, You have received 3 transfe-in request
from & member, You wil be able to see the.
Poyment processing 2o o™
Hi Anna, The contributions file recently uploaded
had been processed successfully,

Member joining process. B o
Hi Anna, Thanks foe letting us know about the efror
message.

Member retirement request o~
Hi Anna, You have recelved a retirement request
from a member. You will be able to see the.
Member retirements request o
Hi Anna, You have received a retirement request
from a member. You will be able 10 see the.
Member Detalls - Changes / Updates /17 129 ™
Hi Anna, The member information can be changed
feoem the member service section.

Selecta message o view

Member joining process EEE L]
Hi Anna, The member you have recently enrolled.

Member details - Changes / Updates 23 12077
Hi Anna, The member information can be changed
from the member service section,

Poyment procassing e 10
Hi Anna, The contributions file recently upioaded
had been processed successfuly.

Member jolning process. LR L]
Hi Anva, Thanks for letting us know about the error
message...

Member retirement request ViR
Hi Anna, You have received a retirement request
from & member. You will be able 1o see the.
Member Retirements request o
Hi Anna, You have received a retirement request
from » member. You will be able 1o see the.

Member Detsils - Changes / Updates /12 12097

Hi Anvia, The member information can be changed
{10 thi member service setion

From Date & Time
Teachers' Pension Suppart Team 10/12/2023 12:09 P

Subject

Member Transfer-in request

B Document 1 pdt

Hi Anna,

You have received a transfer-in request from a member. You will be able
10 3e the details of the request in this section.

You wil also cbserve a task created for you to review and approve the
request.

Thank You,
Teachers" Pension Support Team

Reply



P B | Evpoyers

Secure mailbox

Establishment Name

Lightcliffe Academy

009/1234 v

Q Search by subject or content

Member joining process anm
Hi Anna, The member you have recently enrolled.

Member details - Changes / Updates /51209
Hi Anna, The member information can be changed
from the member service section.

Member transfer-in request Sonom

Hi Anna, You have received a transfe-in request
from a member. You will be able to see the...

Payment processing 0™
Hi Anna, The contributions file recently uploaded
had been processed successfully.

Member joining process. B 20V
Hi Anna, Thanks for letting us know about the error
Member retirement request Y2 Enm
Hi Anna, You have received a retirement request
from a member. You will be able to see the.

Member retirements req 412 00

To
Teachers' Pension Support Team

Subject *
Select

Assess Member Eligibility

Member Details - Changes / Updates
Payment processing & Pension Flexibilities
Member Transfer-in request

Member Retirements request

Plan / Scheme

Bereavement Enquiries

Debt recovery Enquiries

Complaint

Online Account Enquiries

Subject Access Request

Secure mailbox

B Dccumercpdt X

Hi Suppart team,
1 tried to update my postal address through my pension portal, but having some issues. Kindly resolve.

Thank You,
Anna

TY Teachers
Pensions
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Last login: 23 July 2025 09:00 Logout [+

T Teachers'| For
Pensions | Emplo

. ]
T Teachers'| For Dashboard ~ Member  Moni ay = o
Pensions | Emplos SecureMail P

Reports

Document

See all your reports

load reparts from 1sian Scheme to your device
ishment Name

You can download the following reports:
Filename * Deseription Available Since
[B January membership report. January membership r
January contributior " January centribution

B March assets repor

In the Support section you’ll be able to see reports and documents.

T Teachers
Pensions

Dashboard Member Monthly Submission Payroll

Document Centre

Transaction Type * Teacher Reference Number Received Date

= o

Secure Mail  Prof
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Last login: 23 July 202509:00  Logout [+

P eachers’ | For Dashboard LTl Monthly SNy = o
fen ly Synission  Payroll  Support
SIONS | Employegf . Secure Mail  Profile

Manage Member  Search Member ransaction History

Manage member

View and manage your member’s details.
Establishment Name

Livingstone primary school 0091234 % | yiew Establishment Profile

Total members Total opt-outs Total active members

6,350 3 230

As at Dec 2025 As at Dec 2025 - As at Dec 2025

Fiterby || Select Search your member with NI number, TRN. .

Full Name TRN NI Number Date of Birth Status
Mark MacCoy 5243612 AA162413W 12/12/2000 Active
Claire Parker 8463714 AA3745243Q 01/02/1990 Opt out
Robert Zane 7352312 AA1724132Q 11/04/1999 Opt out
John Smith 6241324 AA152416Q 12/06/1992 Active
Walketr Brown 1624312 AAS12312Q 08/10/1991 Active
John Brown 1924132 AAT34251Q 16/01/1970 Active
Walketr Smith 1524152 AA925126E 19/07/1980 Active
Robert Brown 1624172 AA1624198 12/12/1989 Active
Robert Parker 1523142 AA126142Q 01/12/1975 Active

Robert Parker 1523142 AAI26142Q 01/12/1975 Active

Showing 1 1o 10 of 120 ltems Jumpto: 01w  Items perpage: 10 v




Last login: 23 July 2025 09:00 Logout [+

P eachers'| For Dashboard Yl Monthly Submission  Payroll = o-
510NS | Employers Secure Mail  Profile

Search Member  Transaction Histary

ge member

View and manage your member's details.
Establishment Name

Livingstone primary school 0091234 ¥ yiew Establishment Profile

Total members Total opt-outs Total active members

3 230
As at Dec 2025 - As at Dec 2025

Fiterby || Select Search your member with NI number, TRN. ..

Full Name RN NI Number Date of Birth Status *
Mark MacCoy 5243612 AAT62413W 12/12/2000 Active
Claire Parker 8463714 AAI745243Q 01/02/1990 Opt out.
Robert Zane 7352312 AA1724132Q 11/04/1999 Opt out.
John Smith 6241324 AA152416Q 12/06/1992 Active
Walketr Brown 1624312 AA512312Q 08/10/1991 Active
John Brown 1924132 AATI4251Q 16/01/1970 Active
Walketr Smith 1524152 AA4925126E 19/07/1980 Active
Robert Brown 1624172 AA1624198 12/12/198% Active
Robert Parker 1523142 AA126142Q 01/12/1975 Active

Robert Parker 1523142 AA126142Q 01/12/1975 Active

Showing 1 to 10 of 120 tems Jumpto: 01w  lems perpage: 10 v
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Lastlogin: 23 July 202509:00  Logout [+
eachers |F‘" Dashboard Monthiy Submi = O
. iy Submission  Payroll  Support
P GBC"F"S | For Dasborrd [RTETIR Monthly Submission  Payroll = o PLHSWS Employers SocureMal  Profle
sions | Employers Sece Ml Prfle

Manage Member  Search Member  Transaction History
Manage. action History

Manage member Search member

View and manage your member's details. Search for a member in the Teachers' Pension Scheme.

Establishment Name.

Livingstone primary school 009/1234 v |\ ablishment Profile

Total members Total opt-outs Total active members

6,350 3 ® 230 Lost Name *

AsstDec 2025 A atDec 2028 [ J Enter last name

Date of Birth *
Filter by Select Search your member with NI number, TRN...
dd/mméyyyy
Full Name RN NI Number Date of Birth Statws.
Gender *

Mark MacCoy 5243612 AAI62413W 12/12/2000 Active
Select

Claire Parker 8463714 AI745243Q 01/02/1990 Opt out
National Insurance Number *
Robert Zane 7352312 MI724132Q 11/04/1999 Opt out
Enter national insurance number
John Smith 6241324 524160 12/06/1992 Active

Walketr Brown 1624312 AS12312Q 08/10/1991 Active
John Brown 1924132 ANT3251Q 16/01/1970 Active
Walketr Smith 1524152 AN925126€ 19/07/1980 Active
Robert Brown 1624172 ANI624198 12/12/1989 Active Search details
Robert Parker 1523142 An1261420 o1/12/1975 Active
Full Name TRN NI Number

Robert Parker 1523142 AA126142Q 01/12/1975 Active

rk MacCoy 524361, AAT62413W
Showing 1 to 10 of 120 ltems. Jumpto: 01 v Items per page: 10 Mark MacCoy 243612 1624131
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Teachers | For
Pensions | Employers

Manage member
View and manage your member’s details.
Establishment Name

Livingstone primary school 009/1234 v View Establishment Profile

Service print

Total members Total opt-outs Total active members

6,350 3 ® 230
As a1 Dec 2025 As at Dec 2025 am ..o
Personal details

Tite Last Naame.

-arch your member with NI number, TRN... - John Smith

Teacher Reference Number Hational Insurance Number Date of Birth

Full Name TRN NI Number Date of Birth S2a40172 AA113456Q 124021994

Mark MacCoy 5243612 AAT62413W 12/12/2000

(D) 1y f the s detis e missing o Icorrec e deec the teachr 10y Persion Onin 1 update
Claire Parker 8463714 M3745243Q 01/02/19%0

Robert Zane 7352312 AAIT24132Q 11/04/1999

John Smith 6241324 AA152416Q 12/06/1992 Opt-in request

Scheme membership and normal retirement dates

Arra
Walketr Brown 1624312 ARS12312Q 08/10/1991 Opt-out request angement

Flexibiities request B0th Final Salary 08/0;
John Brown 1924132 AAT34251Q 16/01/1970

il-health request 4011 Final Salary 0 04/02/2040
Walketr Smith 1524152 AM925126E 19/07/1980 Active
Career Avernge 7 04/02/2047

Robert Brown 1624172 AA1624198 12/12/1989 Active

Robert Parker 1523142 AA126142Q 01/12/1975 Active

Final salary - average salary

Robert Parker 1523142 AA126142Q 01/12/1975 Active

Average Salary
Showing 1t0 10 of 120 Items. Jumpto: 01 v hemsperpage:10 v
887991




Member journey T L%arfsl}ggs;

This section will review how to change a members:
* name

* National Insurance number

» gender

* home address

* email address.

It will also show how to raise a death notification.



Teachers' | For i issi
P ! Employers temb. Monthly Submission  Payroll

Manage Member  Search Member  Transaction History

Manage member
View and manage your member’s details.
Establishment Name

Livingstane primaly achiool 009/1234 ¥ | i Establishment Profile

Total opt-outs Total active members

3 230

As at Dec 2025 As at Dec 2025 - As at Dec 2025

Search your member with NI number, TRN...

Full Name TRN NI Number Date of Birth Status *

Mark MacCoy 5243612 AA162413W 12/12/2000 Active

Claire Parker 8463714 AA3745243Q 01/02/1990 Opt out @

View salary history
Robert Zane 7352312 AAIT24132Q 11/04/1999

View service record
John Smith 6241324 AA152416Q 12/06/1992 Opt-in request
Walketr Brown 1624312 A512312Q 08/10/1991 MR-

Flexibitities request
John Brown 1924132 AAT34251Q 16/01/1970

ii-health request
Walketr Smith 1524152 AA4925126E 19/07/1980
Robert Brown 1624172 AA1624198 12/12/1989
Robert Parker 1523142 AA126142Q 01/12/1975

Robert Parker 1523142 AA126142Q 01/12/1975

Showing 110 10 of 120 tems Jumpto: 01 v hemsperpage:10 v
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Return to dashboard

@ Mark MacCoy

¢ Back

Personal details

Date of Birth
MacCoy 121271990

National Insurance Number
AA123456C

Contact details

Address (UK) Contact Number (Mobile)
11b Lingfield Point, Darlington +44 745 606 6166
DL1 1AX, United Kingdom.

Email Address (Personal/Registered)  Member Notification Preference
mark@gmail.com = Email

Contact Number (Home) Email Address (Work)

Address (Overseas)  Active +44 132 506 6166 mark@oxfordedu.com

11 5t, Brooklyn Bridge, Brooklyn
11201, USA. Contact Preference Email Contact Preference

2 Mobile 2 Personal/Registered mail

@ Should you become aware of a teacher's passing, you can raise the death notification by clicking ‘Raise death notification'

Bxh‘
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Full Name
Mr. Mark MacCoy

® T update this information you will need member’s deed poll, marriage
certificate or civil partnership certificate. Full name ch ange

Review and confirm your details are correct.
From: Mr. Mark MacCoy

To: Mr. Mark Anderson

First Name *

Mark

Last Name *

Anderson

pviewed and verified the member's evidence documents.




@ Select changes © Update details

® National Insurance Number
12345AVCX

@ To update this information you will need member’s notification from
HMRC or notification from DWP.

National Insurance Number =

AA123456C

viewed and verified the member's evidence documents.

NI number change

Review and confirm your details are correct.

From: AA123456C

To: BB1234565

TY Teachers
Pensions
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@ Select changes © Update details Gender
O Male

@ To update this information you'll need member’s birth certificate,
gender transition certificate or gender recognition certificate. Changing
a gender can have far reaching effect as some older factors are not

Gender gender equal.

Male

@ To update this information you'll need member’s birth certificate,
gender transition certificate or gender recognition certificate. Changi Gender *
a gender can have far reaching effect as some older factors are not Female
gender equal.

Type of Document = ()

Select ~ Upload

Gender recognition certificate s Bt

Birth certificate

[0 1have reviewed and verified the member's evidence documents.

Continue

Type of Document * (i)

Select L Upload
N

® Select the appropriate category when uploading documents. Ensure that scanned
documents are clear and legible.

[ 1have reviewed and verified the member's evidence documents.
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Contact details

Manage and upd:

act details.

Select changes

Edit contact details

Choose one of the options to edit details.

Address (UK} Active

11b Lingfield Point, Darlingtan, DL1 1AX, United Kingdom

Address (Overseas)

11 5t, Brooklyn Bridge, Brooklyn, 11201, USA.

Email Address (Work)
mark@oxfordedu.com

You cannot edit the following categories:

Preferred Method of Communication

Secure message

Contact Number (Home)
+44 132506 6166

Contact Preference
Mobile

Email Contact Preference

Personal Registered mail

Back

Member Notification Preference

Email

Contact Number (Mobile)
+44 745 606 6166

Email Address (Personal/Registered)
mark@gmail.com

Cantinue

@ Select changes © Update details

Update address details

® Address (UK)  Active
11b Lingfield Point, Darlington, DL1 1AX, United Kingdom.

Country *

United Kingdom

Postcode
Search address with postcode...

Enter address manually

Make this member's default address.

[[] 1 have reviewed and verified the member's evidence documents.

Continue
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@ Select change
Update address details

Address (UK)  Active

8034 2 Address details change

Enter address manually

Review and confirm your details are correct.
Address Line 1 *

961 Albert Road
From:

Address Line 2

To: 961 Albert Road, BRADFORD, BD54 2PH, UK

Make this your default postal address.

1have reviewed and veribed the member's evidence documents




Update email address

® Email Address (Work)
mark@oxfordedu.com

Email Address (Work) *

mark1923@oxfordedu.com

Email address change

Review and confirm your details are correct.

From: mark@oxfordedu.com

To: mark1923@oxfordedu.com

TY Teachers
Pensions
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Manage Member  Search Member  Transaction History
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Manage member

View and manage your member's details.

Establishment Name

Uivingstane primary schaol —— D09/1234 % |y e rofile

Total members. Total opt-outs. Total active members.

6,350 3 ®_ 230
&

s at Dec 2025 4 at Dec 2025 s at Dec

Filtarby || Select Search your member with NI number, TR

NI Number
Mark MacCoy 5243612 ANI6241 W

B i member detats
Claire Parker 463714 AAIT45243Q 01/02/19%0

View salary history
Robert Zane sz AraIQ 1999
View service record

Jahn Smith 6241324 ANI52416Q Optein request

Walketr Brown 1624012 ms12312q 08/10/1991 Opt-cut request

Date of Bith
12121990

Contact details

Address (U] Contact Wumber (Mobite)
11b Lingfield Point, Darfington 44 745 606 6166
LY 1AX, United Kingdom.

Contact Mumber (Home)
Address (Overseas)  Active 44 132506 6166
1152, Srookiyn Bridge, Brookiyn

Contact Preference

passing you Can raise the death notification by clicking Raise death notifcation’
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Notification of death

We understand this may be a difficult time and

Additional details of deceased member

e here to support you in making the process as straightferward and stress-free as possible.

Date of death

ddimmiyyyy

Personal details of deceased member

Was the member in pensionable service up to the date of their death? *
First Name Last Name National Insurance Number

Mr Mark MacCoy AA123456C
Last da f actual ionable ice *

Teacher Reference Number Date of Birth Marital Status Dste of Marrisge ot dey of actust pensionable service

6453625 12/12/1990 Married 12/02/2016

Was the member on sick leave when they passed away? *

Contact details of deceased member @ Yes

@ Provide medical evidence (sick note) to confirm the date the member
first went on sick leave and the reason for sickness in this employment.
Absences during the last three years of pensionable service - if none,
enter NONE, State the date the absence started, the date returned to
work and the proportion of salary received {full/half/SSP/nil).

Address Email Address Contact Number {Mabile) Contact Number {Home)
11b Lingfield Point, Darlingten  mark@gmail.com 444 745 606 6166 +44 132 506 6166
DL1 1AX, United Kingdom.

Absences on Sick Leave

Additional details of deceased memb

(Ex. D1/03/2025, 15/03/2025 and full)
Date of death *

dd/mm

Other Absences (D)

Was the member in pensionable service up to the date of their death? (Ex. 01/03/2025, 15/03/2025 and full)

Had the member left employment due to ill-health? *




Employment details

Employment Reference Employment Type Employer

13246721 Full-time Abbey School

84621423 Part-time Sara School

Service and salary information

Update service and salary information by clicking ‘Edit’.
@ up ry y g

Employment Full e/Part-time  Local Authority
Reference Indicator Number

33515241 Full-time 123
11515241 Full-time 123

32515241 Full-time

Establishment
Number

009

009

Enrolment Type

Auto-enrolment

Contractually enrolled

Start Date

01/02/2024

01/01/2024

01/12/2023

g Date

12/12/2000

End Date

01/01/2024

01/02/2024

01/01/2024

12/12/2000

Full-time Annual
Salary (€)

£20,062.00
£20,062.00

£20,062.00

TY Teachers
Pensions



Notification of death

Personal details of deceased member

Mr

Teacher Reference Number
6453625

First Name
Mark

Date of Birth
12/12/19%0

Contact details of deceased member

Address

11b Lingfield Point, Darlington

DL1 1AX, United Kingdom.

Email Address

mark@gmail.com

Additional details of deceased member

Date of death *

dd/mm/yyyy

Last Name
MacCoy

Marital Status
Married

Contact Number (Mobile)
+44 745 606 6166

National Insurance Number
AA123456C

Date of Marriage
12/02/2016

Contact Number (Home)
+44 132 506 6166

TY Teachers
Pensions



@ Deceased member details © Informant details

Informant details

@ If the informant is an employer then provide their details.

Please provide details of the informant.

Title

Select

First Name *

Lucy

Last Name *

MacCoy

Relationship to the Member *

Select

Address details
Country *

United Kingdom
Posicode

DLT 1AX

Enter address manually

Address Line 1 *

Address Line 2

Mobile Number

44 v | 345 606 6166

Email Address.

lucy.maccoy@gmail.com

TY Teachers
Pensions
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Notification of death

We understand this is a difficult time and we want to support you in making this process as straightforward as possible.

® Deceased member details @ Informant details © Declaration

Declaration

Name of Authorised Officer
John Smith

Position
Primary Contact

Contact Number (Mobile)
+44 74826 02342

Email Address

john.smith@cambridge.edu

1 hereby confirm that the details provided are true to my knowledge and
belief.




Member requests

There are three ways for a member’s application to be submitted:

* Member to apply online

* Member to complete paper form and send it to us

* Member to complete paper form and hand it to you to initiate, for:

* |ll-health Retirement application
« Opting in application

» Opting out application

» Flexibilities application

T Teachers
Pensions
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Initiating requests on behalf of a member Pensions

T Teachers'| For Dashboard ERCTUTIEN Monthly Submission  Payroll  Support
Pensions | Employers

Manage Member  Search Member  Transaction History

Manage member

View and manage your member's details
Establishment Name

vingstone primary scho /1234
Livingstone primary school 009/1234 v |\ ablishment Profile

Find your member and click on the
request you would like to complete.

Total members Total opt-outs Total active members

6350 - R

As at Dec

Filter by

Full Name NI Number Date of Birth Status ©
Active
Opt out
Opt out
Active

Active
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Here are the steps:
ng the member

As an employer, upon rece

= ill-health retire

Ill-health retirement request
additios nformation

Members considering early retirement due to ill-health can explare the benefits available when stopping work
je the medical information detail

ide the employment details option

ur request

How it works

e ill-he

What you will need to start this request:
o form

Medical Ad

(] The member has acknowledged through the Member Form that they have read and understood

the instructions regarding the ill-health retirement request.

The first page every requests will explain the application process, eligibility criteria, steps and critically what you

need to start the request.



T Teachers

Part A Pensions

© Personal details

Next is the ‘Personal details’ page. _
Personal details

If any of the information is incorrect Frcane Lasehame

you Can either Change it on the Teacher Reference Number National Insurance Number Date of Birth

member profile, or if it isn’t editable, saeas iz a7

you’ll need the member to update it

and then start the process. Contact and additional details

Address Email Address Contact Number (Mobile)
11b Lingfield Point, Darlington DL1 1AX, john.s mail.com +44 345 606 6166
United Kingdom.

Normal Pension Age (NPA)
Contact Number (Home) 60
+44 345 606 6166

(D If any personal or contact details are incorrect, update them in the '‘Member profile'. Only certain infarmation is editable, so if you can't update

somethig the member to do this and then restart the request.

Scan and upload a copy of Part A of the paper request form submitted by the member. * (i)

Select file

( have reviewed the member's ill-health retirement request form and | am submitting it on their behalf.




Part A

© Personal details

Personal details

You will be promoted to upload a copy
of the paper Part A, completed by the s e
mem ber- Teacher Reference Number National Insurance Number

6453625 AA123456Q

Contact and additional details

Address Email Address
11b Lingfield Point, Darlington DL1 1AX, Jjohn.sm gmail.com
United Kingdom.

Normal Pension Age (NPA)

Contact Number (Home) 60
+44 345 606 6166

T Teachers
Pensions

Last Name
Smith

Date of Birth

Contact Number (Mobile)
+44 345 606 6166

@ If any personal or contact details are incorrect, update them in the ‘Member profile'. Only certain information is editable, so if you can't update

something, ask the member to do this and then restart the request.

Member profile

Scan and upload a copy of Part A of the paper request form submitted by the member. * ()

("] I have reviewed the member's e3 q form and | am submitting it on their behalf.




T Teachers

lll-health Retirement - Part A Pensions

Medical Information Form

(D Ensure that you complete the Medical Informaticn Form before submitting
the member's request for ill-health retirement benefits.

A Medical Information Form must be completed by an occupational health
doctor familiar with the applicant's condition.

You can download the Medical Information Form below.

@ Medical information form ’
e ——

®

Before you fully start the process, you’ll see
a box highlighting the need for the Medical
Information form and a link to download it if
it hasn’t been completed.

You’ll need this as you’re required to upload
it later in the process.



lll-health Retirement - Part A

Illness details

(D Ensure that all the relevant medical reports from specialist are attached.

Provide the details of member’s illness and how it affects their ability to continue teaching or working. *

Enter detail

Where teaching employment has ceased in the last 5 years, were any workplace adjustments, work content or pattern adjustments, increased support or

redeployment made before leaving employment? *

Enter detail

Next, you’ll go to the ‘Illness details’. You’ll need
to provide more information about the members
illness and the impact on the members working
pattern/sick leave.

Impact on Working Patterns G)

T Teachers
Pensions

Did the member experience a reduction in responsibility (salary or hours) due to iliness prompting this application? =

@® vYes No

Start Date of Reduction End Date of Reduction New Salary Amount (1)

Provide details of sick leave taken in the last three years of teaching, *

Iliness Related to

Nats fills
prure ofiliness Application (Yes/No)

From To

dd/mmiyyyy B dd/mmiyyy B - Select

Add +

Change in Hours (Full to Part-
time) O

Full/Half/No

Calendar Days
Salary Absent @

Select




T Teachers

lll-health Retirement - Part A Pensions

Medical report details

Include details of any medical reports and documents that should be considered alongside the member's application. *
Date of Report MName of Medical Practitioner Address of Medical Practitioner
12/03/2023 =] Scott smith 20f Lingfield Point, Darlington DL1 1AX, United Kingdom
dd/mm/yyyy E Enter name Enter ad

Add +

Attach the supporting Medical Information Form from the occupational health physician, general practitioner or medical practitioner. *

Select file Upload

This will then bring you to the ‘Medical reports’ section.

You’ll need to add the information about the reports, as well as
uploading the form and reports, using the upload function.



TY Teachers’
lll-health Retirement - Part A Pensions

Il-health retirement details Next is the ‘Ill-health Retirements details’

@ As per our records, the member is in pensionable service. pa ge *

Is the member in eligible employment? *

You’ll then move on to Part B, which is the

When did member leave eligible emplayment? em p loye r Sect] on.
dd/m =]

Does the member wish to take a sericus ill-health lump sum due to reduced life expectancy? *

S No

(@ After the serious ill-health lump sum benefit is paid, the decision is irrevocable.

Did the member experience a salary reduction due to ill-health with a previous employer in the Career Average 2015 Scheme?

Mo

(@ Member is stepping down from the Career Average 2015 Scheme due to ill-health.

I have provided the member's information to the best of my k

knowledge and would like to initiate an ill-health retirement request on their behalf.




T Teachers

Opting in (Election to join) - Part A Pensions

In Employment details you’ll be able to see the employment
contracts the member is currently opted out for.

Please select the one the member wishes to opt back in for
(the example shows a member having two contracts).



Opting out - Part A

Contact details

Employment details

T Teachers
Pensions

Date received - this refers to the date you received the paper
form from the member.

You’ll also need to include the opt out reason (the member
will have stated this on their paper copy).
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Flexibilities- Part A Pensions

Member's flexibilities benefits
Explore different options to buy extra annual pension in addition to main scheme benefits.

Member’s flexibilities benefits

Additional Pension

Additional Pension e:

(0] Actuarially Adjusted Benefits (AAB) Buy Out

tributio the amount of
)

Members in the career average arrangement have the option to buy out the standard reduction
applied to their benefits if they choose to retire before their Normal Pension Age (NPA). This
buy-out can cover up to three years of early retirement between ages 65 and 68. However, if a

g the Faster Accrual estimate before

member’s NPA is lower than 67, they can only buy out up to two years of the reduction.

Advised the member to review their pension value using the Actuarially Adjusted Benefits
Actuarially Adjusted Benefits (AAB) Buy Out estimate before progressing with the application online.
You are not eligible for AAB Buy Ou

Buy out flexibilities should be taken wi hs of joining the scheme. Contact Employer Support
Team.

The member has acknowledged through the Member Form that they have read and understood
the instructions regarding the flexibility benefits.

You’ll need to state which flexibilities If, for any reason the member is not eligible to apply for
the member wishes to apply for. flexibilities you’ll receive an error message.



'IP Teachers’

s | For
Pensions | Employers

Follow us on social media

0 0 0 0

Contact us

Glossary

We have received your request. To check the status of this in transaction

history use reference 7924.

If we require any further

View transaction histary

Legal

Privacy  Security  Accessibility ~Manage cookies

formation we will get in touch with you.

Related links  Governance

Department for Education

T Teachers'| For .
|') Pensions | Employers Dashboard

Manage Member  Search Membeg

Manage member

View and manage your member's details.

Establishment Name

Livingstane primary school 0091234 ¥ |\ Establishment Profile
Total opt-outs

3

As at Dec 2025

Total members

Fiterby | | Select

Payroll

TY Teachers
Pensions

= O

Support
Secure Mall  Profile

Total active members

®_ 230
&

As at Dec 2025

Search your member with NI number, TRN. ..



TY Teachers
Pensions

T) Teachers' | For -
'J Pons, Employers Monthly Submission  Payroll  Support

Manage Member  Search Member  Transaction History

Transaction history
All types of transaction request are displayed in the following table.
Establishment Name

LATNG netaiy oot 009/1234 ¥ | yiew Establishment Profile

Filterby || Select Search by case reference, type...

T Teachers | for Return to dashboard

Pensions | Employers

Submitted By Submitted On Type Status * Case Remarks
Michael Parker 12/10/2026 16:23 Opt-in request Summary
Michael Parker 02/09/2026 16:23 Profile update .
Michael Parker 04/08/2026 16:23 Profile update

Case reference history - 902112
Michael Parker 01/07/2026 16:23 Opt-out request

Michael Parker 12/06/2026 16:23 Flexibilities request Submitted By ‘Submitted Date Case Remarks

Michael Parker 02/08/2024 11:36 Opt-in Election request in progress
Michael Parker 12/05/2026 16:23 Profile update

Michael Parker 01/08/2024 13:08 Found erro
Michael Parker 12/04/2026 16:23 Profile update
Michael Parker 01/08/202410:39  Opt-in Election request in progress
9274 Michael Parker 12/03/2026 16:23 De-enrol Completed

Michael Parker 01/08/202409:15  Opt-in Election request created

®@ © © © @ @ & @

1024 Michael Parker 12/02/2026 16:23 New Completed

2863 Michael Parker 12/01/2026 16:23 Profile update Completed

®

Showing 1 to 10 of 120 items Jumpto: 01 v Itemsperpage: 10 v
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