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Governingthe
scheme

Knowledge
and
understanding
required by
Pensionboard
members

[34 —60]

Legal requirement

A memberofthe
pension board of a
publicservice pension
scheme must be
conversant with:

e therulesof the
scheme and

¢ anydocument
recording policy about
the administration of
the scheme whichis
for the time being
adoptedinrelationto
the scheme.

A memberofa
pension board must
have knowledge and
understanding of:

¢ the lawrelatingto
pensions, and

¢ any other matters
which are prescribed
inregulations.

The degree of
knowledge and
understanding

TPR’s guidance

Schemes should establish
and maintain policies and
arrangements for
acquiringandretaining
knowledge and
understanding [38].

How Surrey Pension Fund complies
with TPR guidance

The Fund maintains atraining policy
reflectingthe requirements for
Knowledgeand Understanding. The
policy was approved by the Fund
CommitteeinJune 2020 and will be
reviewed on an annual basis.

Evidence:

The Training policy for 2021-2 was
also presentedtothe Local Pension
Board in August, which was approved
by the members.

Compliant

Action

Officersregularly update

members on upcoming
trainings.
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requiredisthat
appropriate forthe
purposes of enabling
theindividual to
properly exercise the
functionsofa
member of the
pension board.

Schemesshould The Pensions Finance Specialistis Yes
designate apersonto responsible for maintenance of
take responsibility for training policy. However, itis Local
ensuringthata Pension Board members’
frameworkis developed | responsibility to establish and
and implemented [38] maintaintheirown personal
knowledge and understanding.
Evidence:
Officers update members weekly on
Pensions Administration and
Investmentissues.
Itisthe responsibility of | Thisis detailedin Terms of Yes

individual pension board
members to ensure that
they have the
appropriate degree of
knowledge and
understandingto enable
themto properly
exercise their functions
as a member of the
pension board. [39]

Reference and the induction pack
provided to the board members.

Evidence:

Terms of reference are also uploaded
and are always availableon the fund
website:
https://www.surreypensionfund.org/
media/1823/lpb-terms-of-reference-
v2.pdf



https://www.surreypensionfund.org/media/1823/lpb-terms-of-reference-v2.pdf
https://www.surreypensionfund.org/media/1823/lpb-terms-of-reference-v2.pdf
https://www.surreypensionfund.org/media/1823/lpb-terms-of-reference-v2.pdf
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Schemesshould prepare
and keep an updated list
of documents with which
they consider pension
board membersneedto
be conversant [46]

All Board members are provided
with Induction pack, annual report
and accounts.

Evidence:

Pension Fund accountand Annual
reportare presentedtothe board
members annually and are also
uploaded onthe fund website.
https://www.surreypensionfund.org/
media/5917/annual-report-2020-21-

final.pdf

Yes

Clearguidance onthe
rolesand responsibilities
and duties of boards and
its members should be
setoutinscheme
documentation. [47].

The Terms and References sets out
the roles and responsibilities of the
Board membersandthese are
documented accordingly.

Evidence:

When a new memberjoinsthe
board, they are provided with the
Termsand Reference and are also
uploadedthe onthe fund website:
https://www.surreypensionfund.org/
media/1823/lpb-terms-of-reference-

v2.pdf

Yes

Schemes should assist
pension board members
to determine the degree
of knowledge and
understanding needed.
[48].

Pensionfund committee and Local
Pensions Board members will be
requiredto carry out Self-
Assessment Questionnaire onan
annual basis to assess theiroverall
level of ‘Knowledge and
Understanding’.

Yes

In orderto determine

knowledge and understanding
of board members, the fund has

previously commissioned

Hymans Robertson to conduct

National Knowledge

Assessment (NKA) to identify



https://www.surreypensionfund.org/media/5917/annual-report-2020-21-final.pdf
https://www.surreypensionfund.org/media/5917/annual-report-2020-21-final.pdf
https://www.surreypensionfund.org/media/5917/annual-report-2020-21-final.pdf
https://www.surreypensionfund.org/media/1823/lpb-terms-of-reference-v2.pdf
https://www.surreypensionfund.org/media/1823/lpb-terms-of-reference-v2.pdf
https://www.surreypensionfund.org/media/1823/lpb-terms-of-reference-v2.pdf
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Training onthe identified areas will
be provided as necessary, including
inductionand onan ongoing
refresherbasis.

Also, all new members are provided
with key documents as per Training
Policy. Ongoing Board members will
be requiredtoattend further
training with Pensions Committee in
additionto carrying out additional ad
- hoc training as other needs

arise.

gaps inmember knowledge to
assistindevisingan appropriate
training plan.

The NKA trainingplanis
incorporated in Fundtraining

policy.

Scheme should provide An updated training policy was Yes
board members with approved by the Pension Fund
relevanttrainingand Committee in March 2021. All
supportthat they members are encouraged to attend
require. [55] trainingeventsand atraininglogis

maintained by officers.

Evidence:

In light of COVID-19travel

restrictions, board members

continue to attend training virtually

and these are recorded on a training

log.
Schemes should offer All new members are provided with | Yes

pre-appointment training
or arrange formentoring
by existing board
members [56].

induction packandtrainingis
provided once they start.
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appropriate records of
the learning activities of
board members [60].

to record trainingattended by both
members and officers.

Evidence:

9. Pensionboardmembers | As highlightedin6, Board members | Yes
should undertake a have recently completed Hymans
personal training needs National Knowledge Assessment
analysis [57]. (NKA), whichidentified training

needs formembers. The training
planwas presented to the Local
Pension Boardin August 2021
meetingtoapprove.

10. Learningprograms The training plan will be updatedon | Yes
should be flexible, cover | annual basisand will take into
the type and degree of account emergingissuese.g. new
knowledge and regulations.
understandingrequired
and delivered withinan | Evidence:
appropriate timescale A trainingplanis part of the training
[58] policy and was presented to the Local

Pension Board in August 2021 to
approve.

11. Pensionboard members | Local Pension Board members must | Partially Encourage membersto
completed the Pensions | completeinductiontrainingwithin complete Pensions Regulator
Regulatortoolkit. the firstthree months of their toolkit.

appointment.
Some of the Local Board
members continue to complete
The Pensions Regulator (tPR)
toolkit.

12. Schemesshould keep Fund officers maintainatraininglog | Yes
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Officers continue to maintaina
traininglogto record trainings
attended by members.

Conflicts of
interestand
representation

[61—-91]

In relationtothe
pensionboard,
scheme regulations
mustinclude provision
requiring the scheme
managerto be
satisfied:

¢ that a persontobe
appointedasa
member of the
pension board does
not have a conflict of
interest:and

e fromtimeto time,
that none of the
members of the
pensionboard hasa
conflictof interest.

Scheme regulations
must require each
member or proposed
memberof a pension
board to provide the
scheme manager with
such information as

13. Nolan ‘Seven principles
of publiclife’ should be
appliedtoall board
members. Scheme
shouldincorporate these
principlesintoany codes
of conduct (and across
theirpoliciesand
processes) andother
internal standards for
boards [70].

The Governance statement covers
the requirementforthe seven
principles of publiclife and these are
appliedto Pensions Committee
members, Local Board members and
all officers.

Evidence:

The Fund hasa Code of Conduct &
Conflict of Interest Policyin place

whichisregularly reviewed by officer
and isuploaded onthe fund website.
https://mycouncil.surreycc.gov.uk/d
ocuments/s23724/Annex%202%20L
PB%20Code%200f%20Conduct%20P

olicy.pdf

Yes



https://mycouncil.surreycc.gov.uk/documents/s23724/Annex%202%20LPB%20Code%20of%20Conduct%20Policy.pdf
https://mycouncil.surreycc.gov.uk/documents/s23724/Annex%202%20LPB%20Code%20of%20Conduct%20Policy.pdf
https://mycouncil.surreycc.gov.uk/documents/s23724/Annex%202%20LPB%20Code%20of%20Conduct%20Policy.pdf
https://mycouncil.surreycc.gov.uk/documents/s23724/Annex%202%20LPB%20Code%20of%20Conduct%20Policy.pdf
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the scheme manager
reasonably requires
for the purposes of
meetingthe
requirements referred
to above.

Scheme regulations
mustinclude provision
requiringthe pension
board to include
employer
representatives and
member
representativesin
equal numbers.

14. Take professional legal When required complexconflict of Yes
advice when considering | interestissues would be referred for
issuestodo with conflict | internal orif required externallegal
of interests [74]. advice.

15. Schemesshould ensure Pension fund committee members, | Yes

that thereisan agreed
and documented
conflicts policy and
procedure which should
be keptunderregular
review [76].

Local Board members and officers
are requiredtofollow Council Code
of conduct.
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16. Scheme should cultivate | The chair of both Pension Fund Yes
a culture of openness committee and Local Pension Board
and transparency [78] encourage and ensure a culture of

openness and transparency. Any
potential conflicts are declared at
the start of every meeting.

17. Board membersshould Members from both committeesare | Yes
have aclear provided with afull report packin
understanding of their advance of the meeting, which
role and the allows themto consideranddisclose
circumstancesinwhich any relevant conflicts of interest.
they may find
themselvesinaposition
of conflictof interest
[78].

18. Pensionboard members | A Declaration of Interestis Yes
should be appointed completed by all members upon
under proceduresthat appointmentand membersare
requirethemtodisclose | requiredtocomplywiththe
any interestsor Council’s Code of Conduct which
responsibilities which requires registration of interests.
could become conflicts of
interest [80].

19. Alltermsof engagement | Members of the Pension Fund Yes

shouldinclude aclause
requiringdisclosure of all
interestsand
responsibilities which
could become conflicts of

Committee and Local Board are
requiredto disclose interests at the
commencement of each meeting
and these are recordedin the
meeting minutes.




/6 abed

interestas soon as they
arise [81].

20. Schemesshould consider | The annual Business Plan was Yes
whatimportant matters | consideredandapproved by the
or decisionsare likelyto | Pension Fund committeein March
be considered during, for | meeting. The Business Plan allows
example, the yearahead | memberstoconsiderany potential
and identify and consider | oractual conflicts that mayarise.
any potential oractual
conflicts [82]. Evidence:
Business planis presented annually
to the Pension Fund Committee
which lists the investment, funding,
governance and delivery tasks
scheduledto be carried out for the
financial year, the target date when
these should be achieved, and the
responsible officer(s). This allows
membersto considerany potential
conflictthat may arise.
21. ldentify, evaluateand Any conflicts of interestare declared | Yes Circulate registerof intereston

manage dual interests
[83]

at the commencement of each
meeting and managed by the chair.

The fund maintains a Register of
Disclosable Interests on the website.

regularbasis.
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22.

Schemesshouldalso
capture decisionsabout
how to manage potential
conflicts of interestin
theirrisk registers or
Elsewhere. The register
of interestsand other
relevantdocuments
should be circulated to
the pension board for
ongoingreview and
published, [84]

23. Conflicts of interest “Disclosures of Interest”isa Yes
shouldbeincludedasan | standingitem atthe commencement
openingagendaitem at of each meetingforboth board
board meetingsand members. Any disclosures are
revisited during the recordedinthe minutes of the
meetingwhere necessary | meeting.

[85].

24. Establishand operate At the commencementof the Yes
procedures which ensure | meetingsthe agendaprogresses
that boards are not through standingitems of noting the
compromised by Terms of reference and aninvitation
potentially conflicted to disclose anyinterests.
members [86].

25. Be openandtransparent | Thisis coveredinthe Council Yes

aboutthe way they
manage potential
conflicts of interest [87].

code of Conduct
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26. Considerseeking When required complexconflict of Yes
professionallegal advice | interestissuesare referredfor
when assessingany internal and if necessary external
optionwhenseekingto legal advice is considered.
manage a potential
conflict of interest [88].
27. Membership of boards The board membershipincludes Yes
should be designed with | suitable representation onfrom
regard to proportionality, | employersand scheme members
fairnessand and includes an elected councillorto
transparency and with provide forfairnessand
the aim of ensuringthat | proportionality.
the board has the right
balance of skills,
experience and
representation [91].
Publishing The scheme manager |28. Scheme managersmust | The Fund website provides Yes
information for a publicservice publishthe information information relating to the Local
about scheme must publish required aboutthe Pension Board.
schemes information about the pension board and keep
pension board forthe thatinformationupto Evidence:
[92 —99] scheme(s) and keep date. [95] The Board papersand members

that information up
to-date.

The information must
include:

e whothe members of
the pensionboard are
* representationon
the board of members
of the scheme(s), and

profileisregularly updated onthe
fund website.
https://www.surreypensionfund.org/
surrey-pension-fund/about-us/local-
pension-board/



https://www.surreypensionfund.org/surrey-pension-fund/about-us/local-pension-board/
https://www.surreypensionfund.org/surrey-pension-fund/about-us/local-pension-board/
https://www.surreypensionfund.org/surrey-pension-fund/about-us/local-pension-board/
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¢ the mattersfalling
withinthe pension
board’s responsibility.

29. Schemesshouldalso The informationis published on Yes
publish up-to-date Fund website andincludes:
relevantinformation e Board Membership
about the pension board e Termsof reference
such as setoutin96 and
97. Evidence:

The documents are published onthe
website.
https://www.surreypensionfund.org/
media/1823/lpb-terms-of-reference-
v2.pdf

30. Have policiesand Changesto the membership are Yes

processesto monitorall
published dataonan
ongoing basisto ensure
itisaccurate and
complete [98].

reflected onthe fund website.
Information relating to the Pension
fund committee and Local Pension
Board is published onthe council’s
website.

Evidence:

Changesinthe Board membership
are regularly updated onthe Fund
website.

https://www.surreypensionfund.org/
surrey-pension-fund/about-us/local-
pension-board/



https://www.surreypensionfund.org/media/1823/lpb-terms-of-reference-v2.pdf
https://www.surreypensionfund.org/media/1823/lpb-terms-of-reference-v2.pdf
https://www.surreypensionfund.org/media/1823/lpb-terms-of-reference-v2.pdf
https://www.surreypensionfund.org/surrey-pension-fund/about-us/local-pension-board/
https://www.surreypensionfund.org/surrey-pension-fund/about-us/local-pension-board/
https://www.surreypensionfund.org/surrey-pension-fund/about-us/local-pension-board/
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The Pension Fund websiteis also
updated on monthly basis by the
fund actuary.

Managing The scheme manager | 31. Internal controlsshould | There are substantial internal Yes
Risks of a publicservice include aclear controlsinplace includinganumber
pension scheme must separation of duties, of ongoing monitoring areas thatare
Internal establish and operate processesforescalation | reportedtothe PensionFund
Controls internal controls. and decision makingand | Committee and Local Pension Board.
These must be documented procedures | Breaches of law are reportedtothe
[101 - 120] adequate forthe for assessingand Pension Fund committee and Local
purpose of securing managingrisks, Pension Board.
that the schemeis reviewing breaches of
administered and law and managing Contributions are monitored by
managedin contributionstothe officers onregular basis.
accordance with the scheme [103].
schemerulesandin Evidence:
accordance with the The risk registers are updated
requirements of the regularly and presented tothe Local
law. Pension Board and Pension Fund
Committee with revised weighting
highlighted on the updated risk
register.
Identifying 32. Scheme'sinternal The fund maintains a risk register Yes
risks controlsshould address | whichisreviewedregularly (atleast

significant risks which
are likelytohave a
material impactonthe
scheme.

Scheme managers
should employ arisk-

every quarter).

Each risk is scored for its potential
impactand likelihood. The mitigation
of theriskin also considered within
theriskregister.
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33.

34.

based approachand
ensure that sufficient
time and attentionis
spentonidentifying,
evaluating and managing
risks and developingand
monitoring appropriate
controls. [105]

Schemesshould carry
out a riskassessment
[106].

Schemes shouldrecord
risksina risk registerand
review itregularly.
Schemes should keep
appropriate records to
demonstrate compliance
with legal requirements
[108].

The Risk Registerisreportedto the
Local Pension Board. In addition, the
Pensions Committeereceivesa
quarterly summary report.

The Fund also has a Covid-19risk
register, whichisregularly reviewed
and sentto Local Board and Pension
Committee.

Evaluate risks
and develop
internal
controls

35.

36.

37.

Prioritise risks where the
impactand likelihood of
the risk materialisingis
high [109].

Review any existing
internal controls [110].

Designinternal controls
to mitigate main risks
and consider how best
to monitorthem [111].

Outlined withinthe risk register of
the fund.

Yes
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Monitor 38. Schemesshould Therisk registeris presentedtothe | Yes
controls periodically review the Local Pension Board on quarterly
effectively adequacy of internal basisand a reportis presentedto
controls [115]. the Pension Fund Committee to
approve changes or additionsinthe
risk register.

39. Internal orexternal Internal auditis undertakingafollow | Ongoing Regularupdatesoninternal
auditsand/or quality up review from 2019/20 to review auditare providedtothe Local
assurance processes controls and systems. Board inthe Pension’s
should ensure that Administration report with
adequateinternal External Auditreview internal previous update providedin
controlsare inplaceand | controls of systems as part of the August 2021.
beingoperated annual review of the Fund’s annual
effectively. financial statements. The external auditis currently

beingcarried out by Grant
If controls are found to be Thornton for 2020/21 accounts.
inadequate. Officers develop action
planto addressareasin a timely
manner.

40. Review internal controls
when substantial
changes take place or
where a control has
beenfoundtobe
inadequate [116].

Suggested 41. Internal controls that Internal controls are subject to Yes
internal ensure thatnew regularto internal and external
controls employers understand audit.

what memberdatais
required and how it
should be supplied.

New employers are provided with an
admission agreement which sets out
their obligation to the scheme.
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Internal controls that
requireinternal or
external auditors to
audit any automated
systems.

Internal controls to
ensure that systems
supportthe
maintenance and
retention of good
memberrecords.

Internal controls that
ensure thatdata are

complete (e.g. undertake

a data-cleansingor

member tracing exercise

and review thisona
regularbasis (atleast
annuallyorat regular
intervals thatthey
considerappropriate).

Ensure that all staff
completesinformation
managementtraining
before they are given

access to sensitive data.

Ensure that member
communications are
reviewed Regularly.

Informationis shared with
employersthrough secure network.

The Fund carried out covenant
review to evaluate employer
strength as part of 2019 Valuation.
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Schemesshould putin
place systems and
processesformakingan
objective assessment of
the strength ofan
employer's covenant
[112].

Administration

Scheme
recordkeeping

[122 — 146]

Scheme managers
must keep records of

information
relating to:
e member
information
e transactions
and

e pensionboard
meetingsand
decisions

Legal requirements
forthisaresetoutin
the PublicService
Pensions (Record
Keepingand
Miscellaneous
Amendments)
Regulations 2014.

Schemes mustensure
that processesthat
are created to manage

42.

Schemes should be able
to demonstrate tothe
regulator, where
required, that they keep
accurate, up-to-date and
enduringrecords [124].

An updated Administration Strategy
was presented to the Local Pension
Board in October 2019 and has been
approved by the Pension Fund
committee. The strategy became
effectivefrom 1 April 2020.

Evidence:

The administration strategy regulates
performance and data retention. The
Fundreviews dataquality and
monitors scores regularly.

Yes

The Administration strategy is
regularly reviewed by the fund
officers.
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scheme memberdata
meetthe
requirements of the
Data Protection Act
1998 and the data
protection principles.

43. Schemesshould The internal controls are monitored | Yes
establish and operate inthe Risk Registerandthe internal
adequate internal auditorsregularly review the intemal
controls to support controls.
record-keeping
requirements [125].

44. Member data shouldbe | The Fundiscurrentlyworkingonthe | Yes
subjecttoregulardata Data improvementplantoaddress
evaluation [126]. areas where the quality of datacan

be enhanced.
A webpage facility is available to

45. Schemesmustbe ableto | allow memberstoaccessindividual
provide members with pension’sinformation. This allows
accurate information memberstoaccesstheirdata and
regardingtheirpension | verifythatservice and pensionable
benefitsand pay right pay and hours have been correctly
benefitstorightperson | recorded.
at right time [127]

46. Schemesshouldrequire | The Fund will presentthe Yes Officersliaise with employers

employersto provide
them with timelyand
accurate data and
ensure thatappropriate
proceduresand
timescalesareinplace
to do this. [128 and 130].

Communication Policy to the Local
Pension Board to approve. The
Communication Plan sets out the
communication methods with
different stakeholdersinthe Fund.

on regularbasisfor outstanding
data.




/0T abed

47. Schemesshould seekto

ensure thatemployers
understand the main
events whichrequire
information to be passed
to the scheme [129].

The Administration Strategy outlines
the proceduresand deadlines for
employers’ submission of datato the
fund. For Annual Benefit Statements
(ABS) exercise, the Fund regularly
contacts employerstoremind them
of statutory deadlines to submit
theirdata.

At the beginning of the financialyear
allemployersare provided with an
updated contribution form,
providing guidance and required
timescales. The formallows
employerstovalidate if theyare
payingthe right contributions.

The Fund sends annual newsletters
to employersto update themon
regulatory changesandremind them
of theirresponsibilities.

The Fund also organises Annual
General Meeting (AGM) to update
employersonkeyeventsfromthe
year.

48. Schemesshould be able

to trace the flow of
fundsinto and out of the
scheme and reconcile
these against expected
contributionsand
scheme costs [131].

Employers advise the Fund of
pension contributions due, thisis
checked by the Fund to ensure the
employercontribution rate
reconcilestothe actuarial certificate
and the total contributions due are

Yes

The Fund has publishedits
Privacy Notice: datais retained
forsolongas itis neededin
orderto fulfil the requirements
of the pensionscheme
legislation.
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49.

Scheme managers must
keeprecords of
transactions made to
and fromthe scheme
and any amount due to
the scheme which has
beenwritten off [132]

relatively consistent with previous
months.

The fund monitors the funds made
and received.

https://www.surreypensionfun
d.org/media/3919/privacy-
notice.pdf

50. Recordsshould be kept Records of agendas and minutes of Yes
regarding meetings of Pension Fund Committee and Local
and decisions by pension | Pension Board are posted on Surrey
boards as well asrecords | County Council Website.
of key discussions [133].
51. Schemes mustalso No decisions are made by LPB Yes
record any decisions outside normal meetings.
taken by members of the
pension board [134]
52. Records should be Most records are stored Yes The Fund has publishedits

retained foras longas
theyare needed [135].

electronically. The fundis currently
in process of scanning paper copies
ontoan electronicsystem.

Privacy Notice:datais retained
forsolongas itis neededin
orderto fulfil the requirements
of the pensionscheme
legislation.

https://www.surreypensionfun
d.org/media/3919/privacy-
notice.pdf
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53.

54.

Schemes should monitor
data (basedona
proportionate and risk-
based approach) on an
ongoingbasisto ensure
itisaccurate and
complete [136,137].

Schemes should carry
out a data review
exercise atleast
annually. Schemes
should continually
review theirdata[138].

Pensionfundisworking with the

Adminteamto enhance the quality
of data to ensureitis accurate and

complete.

However, checks are carried outto

validate the datawhichinclude:

e Triennial valuation exercise

e Recordsamendedona3

yearly basisifanyissuesare
identified by actuaries doing

theirdata cleaning.

Yes

The Pension Administration
Team routinely check the
integrity of memberrecords as
part of BAU processingand
raise queries forany potential
errors.

Annuallythe PAT load, validate
and resolve queriesrelatingto
completenessand accuracy as
part of Employeryearend
returns.

Significant data cleanse work
was carried outas part of the
2019 Valuation.

October 2019 saw the start of
an addresstracing exercise for
deferred members who have
“gone away”.

55.

Schemes should putin
place a data
improvement plan
where poor quality or
missing dataisidentified
[141].

Pensionserviceiscurrentlyin

process of arranging a meeting with
memberstodiscussimprovement

plan.

Yes

tPR Commonand Scheme
Specificdataquality reports are
produced annually to monitor
data quality and inform priority
areas forimprovement. The
Fund has produced an initial
data improvement planthat
addressesthe issuesidentified
inthese reportsand work to
correct theseissues will
commence inthe autumn.
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56. Schemesshould End of year returnformsare sentto | Yes Significant effortis putinto
reconcile member employersto complete toreconcile employerengagementand
records with information | records. follow upinorderto receive
held by the employer end of yearinformationina
[142]. timely and accurate way.

It isthe employer responsibility
for prompt notification of
membership changestothe
Fund.

57. Schemes mustensure Egressand GSX are usedforsending | Yes

that memberdata
processes meetthe
requirements of the
Data Protection Act 1998
and the data protection
principles. [143]

58. Schemes should

understand:

- the obligations of data
controllers

- the difference between
personal dataand
sensitive personal data

- howdataisheldand
how responses to data
requests from different
partiesare handled

- the systemsrequiredto
store, move and destroy
data [144]

data to/from employers whichis
fully secure. Focal pointis used for
secure transfer of data to/from
actuaries.
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Maintaining
contributions

[147 - 186]

Employer
contributions mustbe
paidto the schemein
accordance with any
requirementsinthe
scheme regulations.
Where employer
contributions are not
paid on or before the
date theyare due
underthe scheme and
the scheme manager
has reasonable cause
to believethatthe
failureislikely to be of
material significance
to the regulatorinthe
exercise of any of its
functions, the scheme
manager must give a
written report of the
matterto the
regulatoras soon as
reasonably
practicable.

Where employee
contributions are not
paid withinthe
prescribed period, if
the scheme manager
has reasonable cause
to believethatthe

59. Scheme managers

should have effective
proceduresand
processesin place to

identify payment failures

that are —and are not—
of material significance

to the regulator [150 and

151].

Officers monitor the contribution
received and carry out reconciliation
on regularbasis.

All legal breaches are reported to
the Pension Fund Committee and
Local Pension Board with any
significantly materialbreaches
reported tothe Pension Regulator.

Yes
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failureislikely to be of
material significance
to theregulatorinthe
exercise of any of its
functions, they must
give notice of the
failure tothe
regulatorand the
memberwithina
reasonable period
afterthe end of the
prescribed period.
Where thereisa
failure to pay
employee
contributionsonan
earlierdatein
accordance with
scheme regulations,
schemes should also
considertheir
statutory duty under
section 70 of the
Pensions Act 2004 to
assessand if
necessaryreport
breaches of the law.

60. Such proceduresare
likely toinvolve:

a) Developingarecord

to monitorthe
payment of
contributions.

The contribution spreadsheet
automatically flags up if employers
are payingthe right contribution.

Yes

The fund officers carry out
reconciliation on quarterly basis
to ensure employers are paying
at the correctrate.
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b) Monitoringthe
payment of
contributions.

c) Managing overdue
contributions.

d) Reporting payment
failures which are
likely to be of
material significance
to the regulator
[152].

61. Schemesshouldhavea Employers submit monthly Yes
contribution monitoring | contribution form;the form
record to check automatically flags up if the
contributions have been | employeris payingat correct
paidin fullandina contribution rate.
timely manner[155 to
157]. Evidence:
The Fund regularly reviews the
contribution received from
employersand any delays are picked
up inatimely manner.
62. Schemesshould monitor | All contributionsare recorded and Yes

63.

contributionsonanon-
goingbasis [161].

A risk based and
proportionate
monitoring approach
should be usedto
identify employers and

maintained monthly.

Officersundertake quarterly
reconciliationto check forany late,
overpaid, underpaid ornon-
payment of contributions.
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64.

65.

66.

67.

situations which present
a higherrisk of payment
failure [162].

Schemesshould have a
processinplaceto
identify where payments
are late or have been
underpaid, overpaid or
not paid at all [163].

Schemesto effectively
monitor contributions
they will require access
to certaininformation
[164]

Schemesshould have
adequate internal
controlsinplace to
monitorthe sharing of
paymentinformation
betweenthe employer,
pension scheme and
member.

Scheme managers must
record and retain
information on
transactions [165]

Scheme managers must
record and retain
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information on
transactions (including
any employerand
employee contributions)
[166].

Managing 68. Where a paymentfailure | Whenan employer persistently fails | Yes
overdue isidentified, there to make payments, an email is sent
contributions should be a processto to the employertorequest

follow toresolve the outstanding payments.

issue quickly (including

the suggested steps set

outinthe Code) [169].

69. Schemesshould have a Officers carry out quarterly Yes
processwhichisable to reconciliation to monitor payments.
detectdeliberate Where variances are material, thisis
underpaymentornon- followed up withthe relevant
paymentor other employerto clarify and understand
fraudulent behaviourby | whycontributionslevels have
an employer[171]. changed.

Reporting 70. Where schemesidentify | Contactsare made withthe Yes
payment a paymentfailure,they | employersinordertoattemptto

failures which
are likelytobe
of material
significance to
the regulator

71.

should attemptto
recover contributions
within 90 days of their
due date [174].

Where a payment failure
isidentifieditshould at
leastaskthe employer
the 3 questions set out
in175.

obtain outstanding payment.

In the event of non-paymentthe
Fund will investigate itand also seek
information from othersources
whilst remaining compliant with
GDPR.
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72.

73.

74.

75.

Schemes should consider
these pointstogether
and establish whether
they have reasonable
cause to report. [176]

Schemes should
investigatethe payment
failure and use their
judgementwhen
decidingwhetherto
reportto the regulator
takingintoaccount the
wording of the Code
[176].

Schemesshould
investigatethe payment
failure and use their
judgementwhen
decidingwhetherto
reportto the regulator
[177]

Schemes may choose to
take an employer’s
response to their
enquiries atface value
[178]

Schemesshouldidentify
and reportto the
regulator, as
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76.

appropriate, any
payment failures that
may not be of material
significance taken
individually, but which
couldindicate a systemic
problem [179]

Schemes should consider
whetheritis appropriate
to report payment
failures of employer
contributionsto
memberswhereitis
reportedtothe
regulator. [182].

Administration
Providing
informationto

members

[187 — 211]

The law requires
schemestodisclose
information about
benefitsand scheme
administrationto
scheme membersand
others.

The Code summarises
the legal
requirements
around:

(1) Benefit
statements, provided
annually foractive
members

[188 — 195]

77.

Managers of a scheme
must ensure that
scheme managers and
othersare given
informationin
accordance with the
Disclosure Regulations
2013, unlesstheyare an
‘excluded person’. [198]

The Fund aimsto provide anannual
benefit statementto active and
deferred members by 31 August
each year.

Yes

Ensure all Annual Benefit
Statements are provided on
time.

ABS to active and deferred
members generated and
distributed onthe basis agreed
with Fund Officers.

The Fund approves and
publishes an Administration
Strategy which setsout the
scheme employers’ dutiesto
provide informationto scheme
members.
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(2) Otherinformation
aboutscheme
administration [196—
197].

(3) Whoiis entitled to
information

[198 — 199]

(4) When basic
scheme information
must be provided [200
-201]

(5) What information
must be

disclosed onrequest
[202]

(6) How benefit
statementsand
otherinformation
must be

provided [203 — 206]

Scheme should also
comply

as appropriate with
other

legal disclosure
requirements
[211].

https://www.surreypensionfun
d.org/media/1812/pension-
administration-strategy-
policy.pdf
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78. Schemes should design Allinformationisdeliveredina Yes
and deliver simple and clear manneravoiding
communicationsto pension jargon.
scheme membersina
way that ensuresthey The fund uses Local Government
are able toengage with | Association communication
their pension. materials and provideslink totheir
Information should be website and guidance.
clearand simple to
understand as well as
beingaccurate and easily
accessible [207].

79. Schemesshould attempt | The Fund isscheduledto Yes The tracing agency, ITM carried
to contact their commissionits nexttracing exercise out a trace on 10,582 deferred
members and, where to locate missing deferred scheme ‘gone away’ membersand were
contact is not possible, members. able to identify addresses for
schemesshould carry 7,088 of these members (a
out a tracing exercise to success rate of 66.98%). Going
locate the memberand forward, the Fund will
ensure thattheir undertake this exercise
memberdataare up-to- annually.
date [208].

80. Where a person has Receipt of emailsto the pensions Yes

made a request for
information, schemes
should acknowledge
receiptifthey are unable
to provide the
information atthat stage
[209].

helpdeskis confirmed automatically.
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Resolving Scheme managers 81. Scheme managersmust | Thereisa formal two stage process, | Yes
Issues must make and make and implement known as the internal disputes
implementdispute dispute resolution resolution procedure (IDRP) in place.
Internal resolution arrangements that Each case islogged and
dispute arrangements that complywith the acknowledged by afund officerand
Resolution comply withthe requirements of the law | passedto an adjudicatorfor
requirements of the and helpresolve determination. After both stages are
[212 - 240] law and helpresolve pensions disputes complete, the appellantisinformed
pensionsdisputes betweenthe scheme about the Pensions Advisory Service
betweenthe scheme managerand a person and possibility of taking the case to
managerand a person withan interestinthe Pensions Ombudsman.
withan interestinthe scheme. [213]
scheme.
82. Schemesmaydecideto | Detailsof the Internal Dispute Yes

83.

specify time limits within
whicha membermust
applyfora dispute tobe
resolved and should
publish and make these
IDRP time limits readily
available [225].

Schemes should be
satisfied that the time
takento reach a decision
isappropriate tothe
situation and be able to
demonstrate this, if
necessary. [230 and 240]

Resolution Procedure (IDRP) are
published on the fund website and
contains full guide.

https://www.surreypensionfund.org
/media/4550/idrp-guide-april-
2019v1.pdf

Procedures foremployers are
contained within the employer guide
on the website.



https://www.surreypensionfund.org/media/4550/idrp-guide-april-2019v1.pdf
https://www.surreypensionfund.org/media/4550/idrp-guide-april-2019v1.pdf
https://www.surreypensionfund.org/media/4550/idrp-guide-april-2019v1.pdf
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84. Schemesshould provide

85.

the applicant with
regularupdatesonthe
progress of their
investigation. They
should notify the
applicant where the time
period fora decisionis
expectedto be shorter
or longerthanthe
reasonable time period
and letthem know when
theyare likely toreceive
an outcome [232].

Schemes should focus on
educatingand raising
awareness of their
internal dispute
resolution arrangements
and ensuringthatthey
are implemented [233].

The timescalesare setoutin the
IDRP documents.

All communications with members
alertthemto theirright of appeal.

The timescales are determined by
the Local Government Pension
Scheme Regulations 2013.

Yes

86.

Schemes should make
theirarrangements
accessible to potential
applicants, forexample
by publishingthemona
scheme website[235].

Details of the IDRP are published on
the Fund website.

https://www.surreypensionfund.org

/media/4550/idrp-guide-april-
2019v1.pdf

Yes



https://www.surreypensionfund.org/media/4550/idrp-guide-april-2019v1.pdf
https://www.surreypensionfund.org/media/4550/idrp-guide-april-2019v1.pdf
https://www.surreypensionfund.org/media/4550/idrp-guide-april-2019v1.pdf
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87. Schemesshouldensure | Detailsof the IDRP are publishedon | Yes
they make the following | the Fund website.
information availableto | Alogof all appeal casesis kept
applicants: detailing dates when cases are
I. The procedure and received, acknowledged and

processestoapplyfor | determined.
adisputetobe
resolved,
Il. Theinformation that
an applicant must
include,
[Il. The process by which
any decisions are
reached; and
IV. Anacknowledgement
once an application has
beenreceived[239].
Reporting Certain people are 88. People whoare subject | Those responsible forreporting Yes
breaches of required to thereporting breachestothe Pensions
the law to report breaches of requirementare setout | Regulatorinclude:
the law in[242]. e Membersofthe Pension
[241 - 275] to the regulator Fund Committee

where they

have reasonable cause
to

believethat:

e alegalduty
whichis
relevantto
the

administration
of the scheme
has not been,

e Membersofthe Local
PensionBoard

e Officersofthe Fund

e Scheme Employers
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oris not
being,
complied with

the failure to
complyis
likely to be of
material
significance to
the regulator
inthe exercise
of any of its
functions.

89.

90.

91.

Schemesshould be
satisfied thatthose who
are responsible for
reporting breachesare
made aware of the legal
requirement and the
Code

Training should be
provided forscheme
managers and pension
board members [244].

Those with a statutory
duty to reportshould
establish and operate
appropriate and
effectiveproceduresin
regard to reporting
breaches[245].

The fund has a policy and procedure
in place for Reporting Breaches of
the Law to the Pensions Regulator.

Yes
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92. Those proceduresshould | The policy on reporting breachesis Yes
be in accordance with compliantwith the Pensions
and take into account Regulator Code of Practice.
paragraphs 245 to 262 of
the Code.
93. Reports made to the A registeris maintained thatrecords | Yes

Regulatorshould be
submittedinaccordance
with paragraphs 263 to
271.

all breaches withinthe Fund.
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