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Introduction

GP Pensions administration is now managed through PCSE Online.

When it comes to getting your pension contributions right, we understand how
important it is for any breaks in service, or any approved leave, to be considered in
your pension contributions. You can now manage these in PCSE Online.

When you submit a break in service or any approved leave through PCSE
Online, the change takes effect from the next calendar month. The system will
also log all of the changes you make so you can keep an accurate record.

The break in service process will automatically stop a performers contributions
but it will not automatically re-start them when the performer returns to work.
The performer will need to re-opt back in the pension scheme when their
service break is over.

To use this guide, your user administrator needs to ensure you have been set up in
PCSE Online with at least one of the following roles:

* GPP - Special Leaves
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How do | notify you of a break in service?

To inform us of a break in service, first you
need to:

* Login PCSE Online

e Click on GP Pensions

e and Payments PCSE Online %
e Click Pensions

e Click Break in Service

* Click Break in Service, again
Click on the magnifying glass icons to see i e S o e Rl g bl
more and then click Next.

Break in Service Data entry Form

L5 This Birealic-in-5anion Tonm if you wish 10 leave NHS and NHS Pensien Scheama. This apphcation kom ono submiSied will siop Panson Coninbation
Dresthunclions from ALL your curnésnily active NHS Employmesnls and recoed fhal you ang no ongel an NHS Emgloyes. Raler Guidanod Niobes for cumant rules
reganrding Boeak-in-Senats

To confines 1o be & MHS Employes bul 1o ke & carer-tieal from B single employmaent only, use the Leavers Fom, through the rebrvant Employer. That wil
b youl &S an ecive MHS Employese and alow you o poin any NHS Employer. Once you have joined ancther Employar, your Pension Contribution
Dresthuctions wall re-comemance from (hal new Employer

T confinue lo work in ALL your oamantly aciive NHS Empioyments. bod stop deducting Pension Coninbations, use the Opb-out form S0-502, pvailable ab Opd-
Lht Form

Applcaiion Fefeserce Mumbes

Fansion member deladls

HH3F 3 MambBarahip numibsr
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Click on the magnifying glass icons to see
more information.

Pensicn member detalls

HHSPFE Membership numbser

Once you are satisfied that you have
completed the form, click Submit and
confirm your choice by clicking the Confirm
button on the next pop up box. Organization Details

Active Assignmenis]Employers):

Confirm Submission Organiation Srganizasen Hame Organination Type

Flaata confirm that you want io break service with the NH3 and siop contributing to NHS Pension Scheme:

O e, 1 want lo Sreak sarvice wih KIES and Slop foNYBLENG ko MMS Petitn Scheme

m H - |
Cancal

Break In Serdce Siart Date
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How do | update PCSE Online with any approved leave?

To inform us of any approved leave that
could effect your pension contributions, first
you need to:

Log in PCSE Online =
Click on GP Payments PCSE ﬂ'"lll"IE

Click Pensions
Click Approved Leave
Click Approved Leave Form

. Homw 3 GP Pamibofd » Approwed Ladve 3 Afgicwdd Ledws Fom
You are now in the approved leave form.

Click on the magnifying glass icons to see Ap PI’D‘U’Ed Leave Form
more information and then click Next.

Pracios Mame: The Heron Medical Practics Applcaton Peferenis Nusber

Select | Type the Name of Appdicant Select the type of Approved Leave

Frasass Sedil

1 Gl Thad B Setadll ghen abowe 5 SCCurmby 3nd agetid between B appican] and T Hachcy

Declaration Date

Sty L) Tick o Conlim
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Click on the magnifying glass icons to see
more information.

Home > GPF Peniices > Approved Leave  Afpadeid Ledes Foim

Approved Leave Form

Pricios Mame. The Heron Medical Practics Aol R Fiefiiends Musber
Gelect | Type the Hame of Applicant Select the type of Approved Leave
Prdde Sededl Pt Selec]
Once you have completed the form, click
Submit and then finally, you will also need Lexve Start date Leave End date
to confirm your choice by clicking the Yy SETTAYYY
Confirm button on the next pop up box.. '

Declaration
B ORI Tt B SeLid ghaivy Aldned Bl BSCUTiy Srid ot DEtwiefi b ARDRCAN BN Tl (raLnid

Confirm Submission + Declaration Date

ddAmmayyY O Tick b Confinm
Cxnial |
] Save Tor Later
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Where can | see my historic approved leave and breaks in service?

If you want to view historic periods of
approved leave and breaks in service, you
will need to:

* Login.

* Click on GP Pensions and Payments
* Click Pensions

e Click Approved leave

. ElickApproved Leave Application Employee / Partner Activities Listing
istings.

Home [ OF Penskons » Opl-olt O Empioyee § Panine Acivies Lisbng

Pracice Hame: The Heron Medical Practcs Date. 230031
You will now be on the Approved Leave
Application Listings screen.

Search By G Coade [ 08 Mamas | WHEPS |Semtarshi Mamber

In this screen you can search for periods
of approved leave and breaks in service. submission Date From Submilssion Date To
Simply click the relevant tab just below the
search criteria. ammm

ITTYYYY

Click on the magnifying glass icons to see Opt-Out Start Date From Opt-Lhi Sowrt Daie To
more R - T
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Step-by-step clicks

This is a summary of the steps you need to process a practice joiner and leaver. If you would like to see these processes in more detail, choose one of the links in contents
page to be taken straight into that section.

How do I notify you of a break in service?

9.

© N o g k~ w0 D

Log in

Click on GP Payments

Click Pensions

Click Break in Service

Click Break in Service, again

Choose NHSPS number,

Choose performers assignments

Confirm that you want to break service with the NHS and
stop contributions to the NHS pension scheme, by ticking
the box shown

Tock the declaration

10. Submit and confirm

How do I notify you of approved leave?

—

Login

Click on GP Payments

Click Pensions

Click Break in service

Click Approved Leave

Click Approved Leave Form

Either select from the drop down or type the name of the performer

Select the type of approved leave

© © N o 0o &~ w DN

Choose the leave start and end date
10. Read the declaration and tick the box

11. Submit and confirm

®

Go back to the
contents page




Contact Us

For further support and information, please visit our website:

www.pcse.england.nhs.uk

| Qﬁ PCSE Website

To visit PCSE Online:

Q PCSE Online

NHS

England

For queries relating to a particular service, please use our:

Primary Care Support England . e
Online Enquiries Form

Your feedback helps us to make things better. https://pcse.england.nhs.uk/contact-us/

How satisfied are you with this interactive guide for managing breaks in service and
approved Leave?

* * * *
Very Satisfied Satisfied Dissatisfied Very Dissatisfied C u Sto m e r S u p po rt C e n t re

0333 014 2884

Or alternatively, you can call our:

@ Go back to the contents page
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