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Introduction  
 

This calculator is designed to assist you in the process of providing final pay and relevant information 
for leavers. You can use this to determine Final Pay and send over to LPPA for us to process. Further 
details regarding the submission of this calculator can be found in the “Submission” section of this 
document.  

Before completing any of the fields, please click “Enable Content” as shown below. This will enable 
the Final Pay calculator to run the calculation once it gets to that stage.  
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Employee Details  
 

Please refer to the Employee Details tab, as below. Please complete all mandatory fields (shown in red).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once all required fields are completed* and satisfactory, the box at the bottom of the sheet will change to 
green, please see below.  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

*some fields are conditional depending on the answers provided and will be flagged in red accordingly.  
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Calculating Final Pay and Pensionable Pay 
Moving on, the next tab is the “Calculation Sheet”, shown below, where the Final Pay will be calculated based 
on the information inputted.  

This is required for any members who have service prior to 01/04/2014. We may request this even if a member 
only has post 01/04/2014 service with yourselves as they may be eligible due to transferred in Final Salary 
benefits.  

The boxes required to complete are highlighted in red, as in the previous tab.  
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Steps 1-5, as outlined above, must be completed for any leavers with Final Pay benefits.  

 

1. Confirm whether the member is due any pensionable pay after the date of leaving, using the drop-down 
box. If you select “Yes” you will be asked to input the month that the payment is due and the amount. 
The date provided must be after the date of leaving, otherwise this is not classed as pay due after the 
date of leaving.  

2. Input the final pay period (usually the final 365 days of employment). If the member hasn't been 
employed for the last 365 days of the year, then just input the final pay period as applicable. The 
calculator will work out what the final pay is and will scale up to 365 days.  
The dates need to be input in chronological order starting with the end date on the top line working back 
to the start of the final pay period. If there have been any contractual changes in the final pay period, 
you need to show a separate line for each change in contract. Changes to contract include: a change in 
rate of pay; change in contractual hours or change to contractual weeks. In the example above you can 
see that a separate line has been recorded when the rate of pay has changed. 

3. Next you need to input the contract details: contractual hours, full time hours, contractual weeks and 
whole-time weeks.  

4. Here, we need the monthly basic pay, no need to scale up for part time members and no need to work 
out part months for midmonth leavers.  

5. The calculator will work out the member’s annual full-time equivalent pay now that steps 2-4 have been 
completed.  

6. Any comments that would be beneficial to LPPA when calculating the member’s benefits.  

Once these steps have been completed, please press the relevant fund button the calculate the final pay.  
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You will then see a figure in the field labelled “TOTAL FINAL PAY for calculating pension benefits (pre April 2014 
benefits only” (see below)  

 

 

If the incorrect fund has been selected when the calculation was ran, you will be presented with a red error box, 
see below.  

 

To rectify this, please ensure you have selected the correct fund on the “Employee Details” tab, then press the 
button for the relevant fund on the “Calculation Sheet” tab.  

 

 

If the member did not receive any pensionable extras, you can save it and add your details in the “Completed 
By” section and submit to LPPA.  

Please refer to the relevant section for guidance on authorising and submitting the form.  
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Calculating Pensionable Extras for Final Pay 
 

Pensionable Extras as part of the LGPS 2008 scheme regulations are extra payments made to an employee that 
you would have deducted pension contributions on.  

If the member received any extras that are pensionable under the LGPS 2008 regulations, these payments need 
inputting onto the “Extras” tab.  
 

Please note that non-contractual overtime is NOT pensionable under LGPS 2008 regulations and should 
NOT be included anywhere on this section. 
 

Another important point to note is that the extra payments should be included for the period they have been 
earned, this may not always be the same period that the payment has been made. For example, if a member 
was paid extras in May for work they did in April, this should be listed as an Extra for April.  

Pensionable extras should be categorised into scaled up and non-scaled up extras.  
The employer should determine what category the extras fall in to.  
To help decide this you should consider: for a part time employee would they receive 'more' of the pensionable 
extra if they worked full time. If the answer is yes, then the extras payment should be input into the 'Scaled up' 
extras section if no, then then payment should be input into the ‘Non-scaled up’ extras section.  

Any ad-hoc pensionable extras paid that are a flat rate regardless of contractual hours and weeks can be input 
in the 'Ad-hoc extras' section. 

 

 

Please input extra pensionable payments in the relevant boxes, remember to input the payments for the period 
they relate to, you need to input the full monthly value.  
The months are set up in chronological order, so the leaving month is shown to the left working back 12 months 
over to the right. 
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If you refer to the calculation sheet, you will see that the final pay now includes the extras inputted. This takes 
into account any scaling/non-scaled and ad-hoc, see red box below.  
 

 
 
 
 
You can now save the spreadsheet and add your details in the “Completed By” section and submit to LPPA.  

Please refer to the relevant section for guidance on authorising and submitting the form.  
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Members who have had Leave Without Pay (LWOP) in their Final 
Pay period 
 

If a member has LWOP in their final pay period and does NOT buy back the lost pension, you must show the 
unpaid days on the final pay calculator.  

In the example below, the member was on LWOP from 29/08/2022 – 30/08/2022 and these days have been 
omitted from the final pay period. If there are multiple periods of LWOP you may wish to add omit these days as 
one group rather than each day separately, this is acceptable as long as the basic pay, contractual hours and 
contractual weeks were the same for each period of LWOP. It is also helpful if you confirm the LWOP days in the 
additional comment section. 

In the example below, you can see that the “Scaled Up Factor” has increased to 1.0055, as there is not a full 
365 days inputted, the calculator has scaled the figure up to a full 365 day Final Pay figure.  

 

 

 

 

You can now save it and add details of who has completed the form. 
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Submission 
 

As mentioned in the introduction of this document, there are various ways of submitting this calculator.  

The options are:  

1. Use the calculator to work out the Final Pay figure, then input this into a Web Leaver form and submit for 
a leaver.  

2. Save a copy of the spreadsheet for this member and send over to LPPA when you send the Monthly 
Returns.  

3. Save a copy of the spreadsheet for this member and email to the Early Leavers Team 
(Early.LeaversTeam@localpensionspartnership.org.uk), and we will upload this to the member’s record 
and process once the corresponding Monthly Returns Leaver Notification has been received.  

 

 

  

mailto:Early.LeaversTeam@localpensionspartnership.org.uk
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General Usage Information  
 

All tabs have “clear” buttons that allow you to clear certain parts of the form.  

Once you have cleared all tabs, you can go on to input details for the next member that requires a final pay 
calculation. 
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