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Employer Portal

Welcome to your dashboard:

• menu to navigate to functions

• establishment drop down

• tasks awaiting action

• quick links

• social media links



Member applications 

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

• Ill–health Retirement application

• Opting in application

• Opting out application

• Flexibilities application 



To get started you’ll need to visit:

• Employer Portal > Dashboard> View 
Establishment Profile

• In the Tasks box you’ll be able to see a 
summary of tasks that you need to 
complete. 

• You can view all the tasks by clicking 
‘View all’ at the bottom of the summary 
box. 

• To start a task, click the eye button on 
the right side of the box.

Employer Portal dashboard



Retirement applications

• Age/Early Retirement

• Phased Retirement

• Premature Retirement

• Additional Service After Retirement (ASAR)

• Short Service Annuity (SSA)

• Ill-health Retirement 

• Stepping down Election



Normal/Early Retirement – Part A

At the bottom of the page, you’ll have two options; 

to continue or to ‘Refer to Teachers’ Pensions’. 

Review the member’s part A. Edit last date of 

employment if it’s incorrect.



Normal/Early Retirement - Part A

If you think any information the 

member has submitted is 

incorrect or the application 

should be rejected, please use 

the referral button. 

Submitting this will refer the 

application back to Teachers’ 

Pensions. Please provide a 

reason for referral/rejection in 

the free text box. 

Click on ‘View transaction history’ or go to Go to Employer 

Portal > Member> Transaction History to see the case status.

 



Normal/Early Retirement – Part B

If there are no issues with the member application, 

you can continue as normal to Part B.

Firstly, you’ll need to confirm if the member is 

currently suspended from duty and if yes, provide 

evidence via the upload function. 



Normal/Early Retirement – Part B

Then review the recent service and salary details. 

A general application will show the last 12 months 

of service (if in employment for that length of 

time). 

If you believe any of the information is incorrect 
you can update it. 

You’ll need to scroll along the table to provide all the necessary information. You can see the full table above. 



Normal/Early Retirement – Part B

Once you’ve made your changes, click save and confirm.

If you have made any changed a pop-up 

box will then appear for you to confirm 

this. Please click Confirm to continue 

with the application. 



Normal/Early Retirement – Part B

Next is the projected salary information. Please update this to include expected service and 

salary details from the time of their application to the members expected retirement date 

As with the previous salary table, you’ll need to scroll across to view the full table.



Normal/Early Retirement – Part B

Once you’ve completed the ‘Employments Details’ 
section you’ll need to read and submit the 
declaration.

The confirmation page provides a reference number 
for the case. You can also go to your transaction 
history to check previous cases, or you can return to 
the main dashboard.



Phased Retirement – Part A

Phased Retirement collects a bit more 
information compared to Age/Early. 



Phased Retirement – Part B

This is like the other retirement applications – with the 

addition of the Phased Retirement information (circled above). 



Premature Retirement – Part A



Premature Retirement – Part B

Firstly, you’ll be asked to 

confirm that the application has 

been discussed with the 

member. 



Premature Retirement – Part B

You’ll be asked about the 

compensation arrangements.

If a member has more than one 

employer a decision will need to 

be made as to who is the 

‘primary employer’ and 

responsible for the 

compensation payments. 



ASAR – Part A

Part A shows what the member has completed. You can either refer to Teachers’ Pensions or continue to Part B.



ASAR – Part B

As part of the ASAR application, you’ll be asked about Premature 

Retirement. 

If the member is applying for this type of retirement, you’ll be 

taken to the compensation pages (shown in the Premature 

Retirement screens).



Short Service Annuity – Part A
Part A shows the member selections – as it is a SSA some of the questions the member answered 

will be slightly different. However, this is just for your reference. 



Short Service Annuity – Part B

Again, you’ll then need to complete the Employment details and Declaration pages.



Ill-health Retirement – Part A

You will start by seeing Part A. It includes slightly different questions to other Part A’s so please take the time to 

look over it to ensure the member information is correct. 



You’ll need to say if the member is suspended or if there are any 

investigations under way. You’ll then move on to the Establishment details 

section.
. 

Ill-health Retirement – Part B



Ill-health Retirement – Part B

Depending on the answers provided on this page, there 

is conditional content you might need to complete. 

You can see the examples on this slide.



Ill-health Retirement – Part B

Next, you’ll need to provide more information about how 

the illness has impacted the members working pattern, 

adjustments that have been made etc. 



Ill-health Retirement – Part B

If applicable you’ll need to say if a previous 

stepping down was linked to this current 

medical issue, as well as providing 

information regarding sick leave.

This box is like the service and salary tables 

seen earlier, where you can add and edit 

rows as needed. 



Ill-health Retirement – Part B

Next, is the service and salary. This requires more details than other retirement applications. 

Unlike the other forms, you’ll see two years of previous service lines rather than one and a requirement to add more 

information regarding the teacher’s status.



Stepping down - Part A

At the bottom of the page, you will need complete the 

Service and salary details. 



Stepping down - Part B

You’ll then complete the Declaration.



Career journey and other applications

• Transfer in

• Transfers out

• Opting in

• Opting out

• Repayment

• Flexibilities

• Certificate of Re-employment

• Cash Equivalent Transfer Value (CETV) request

• Death notification request



Transfer in – Part A

As with other forms in this guide, Part A allows you to review the 

member details. You can then refer or continue.



Transfer in – Part B

Then review the recent service and salary details. 

A general application will show the last 12 months of 

service (if in employment for that length of time). 

If you believe any of the information is incorrect you 

can update it. Click on the line you wish to edit, and 

then click the edit option on the right of the screen. 

You’ll need to scroll along the table to provide all the necessary information. You can see the full table above. 



Transfer in – Part B

Then review the recent service and salary 

details. 

If you believe any of the information is 

incorrect you can update it. Click on the line 

you wish to edit, and then click the edit option 

on the right of the screen. 

You can find more information about this 

earlier in the guide (Age and Early 

Retirement).



Transfer in – Part B

You’ll then complete the Declaration.



Transfer out – Part A

As with other forms in this guide, Part A allows you to review the 

member details. You can then refer or continue.



Transfer out – Part B

You’ll provide the updated service and salary 

information, followed by the Declaration.



Opting in – Part A

Part A allows you to review the member details. 

You can then refer or continue.



Opting in – Part B

If the request is 

retrospective, you’ll need 

to provide evidence via 

the upload function. 



Opting out – Part A

Part A allows you to review the member details. You can 

then refer or continue. 



Opting out – Part B

You’ll need to 

complete the 

Employment 

Details section. 

This includes 

information about 

any contributions 

taken.

You’ll need to do 

this for any 

relevant contract 

the member has 

requested to opt 

out from (in your 

employment).



Repayment – Part A
Part A allows you to review the member details. You can then refer or continue. 



Repayment – Part B

You’ll need to provide additional information in Part B 

compared to other forms.

This includes:

• If there’s been any years where the member has paid 

reduced or increased pension contributions. 

• If the member is on maternity leave, with the right to 

return to work

• If the member has been contracted out of the State 

Pension.



Repayment – Part B

Next is the Employment Details section – this is 

standard, aside from the first question you 

need to complete. 

This asks if the member is an overseas teacher. 



Flexibilities – Part A and B
Part A will show you which 

flexibilities the member has applied 

for.



Certificate of Re employment – Part A

Part A allows you to review the member 

details. You can then refer or continue. 



Certificate of Re employment – 
Part B

You’ll then need to complete the Employment details and 

Declaration pages. This includes information regarding their last 

date of employment and part time arrangements. 



CETV request – Part A and B

Part A allows you to review the member 

details. You can then refer or continue. 



Notification of death- Employer

The first page you come to will show you the 

members details.



All – Part B

At the end of each application, you’ll go to a confirmation page. This will show you a reference number for 

the case you have raised. 

You can go to the Transaction History page (either using the button on the page, or on the top navigation) 

to check previous cases.



All – Part B

Once you’re in Transaction history, you will be able to see 

your previous cases. You can filter and search for the one 

you’re looing for.

Clicking on the eye icon will give you more details about 

the case. 



Read our guides

We’ve other guides to help you navigate the Employer Portal. You can read these on our website.

• Registration recap

• Managing members

• Monthly Contributions

• My Pensions Online overview.

If you have any questions, please contact our Employer Support Team.

http://www.teacherspensions.co.uk/employers/scheme-changes/transition
https://web.archive.org/web/20260902093639/https:/www.teacherspensions.co.uk/public/contact-us/employer-contact-us.aspx
https://web.archive.org/web/20260902093639/https:/www.teacherspensions.co.uk/public/contact-us/employer-contact-us.aspx
https://web.archive.org/web/20260902093639/https:/www.teacherspensions.co.uk/public/contact-us/employer-contact-us.aspx
https://web.archive.org/web/20260902093639/https:/www.teacherspensions.co.uk/public/contact-us/employer-contact-us.aspx
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