Employer Training and Employee
Engagement Services

Independent research shows that there is a lack of understanding about pensions
amongst public servants and many look to their employer for more information.
However pensions can be a complex area for staff who are not directly involved in
pension administration and as a result a widening gap has emerged between the
information needs of employees and employers’ knowledge and confidence.

MyCSP offers a specialised
programme of employer training
and member engagement. We use
experienced trainers and presenters
with a focus on the Civil Service
Pension Schemes (CSPS).
The employer training courses
are aimed at anyone who comes
into contact with pensions as part
of their role, including pension
administrators, finance, payroll
and HR staff.
We also offer face-to-face sessions
with your staff to enable them to
better understand their pension
from when they first join to when
they leave the scheme.
We are committed to providing
training and awareness services
that deliver results in the workplace
and have an extensive track record.

The courses we
offer include:
• Pensions Basics
• Fair Deal employer
and member sessions

The material within our training
programmes is relevant to our
clients’ needs and is based on
latest developments in legislation,
scheme rules and best practice.
A complete list of employer training
courses and member engagement
services is given on [pages 3 to 8].

• Civil Service
Compensation Scheme
– for employers
and members
• Pre-retirement
engagement sessions
• Bespoke sessions for
employers based on a
series of modules

For more information contact:

training@mycsp.co.uk

01903 835717

or contact your Service Delivery Manager in the usual way.
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Member engagement services
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Course

What to expect…… from my Civil Service Pension

Description

A session for new or existing members of the scheme which aims to engage members
into the pension saving and retirement options. The session outlines how the scheme is
structured, how benefits are calculated, how to boost benefits, moving on to pastures new
and family benefits. Plus areas of support and where members can get help.

Ideal for

New or existing members of the scheme or for members who are considering joining.

Duration

3.5 hours (approx).

Course type

In-house at the employer’s premises.

Cost

£1,700 + VAT for up to 25 delegates.
£68 + VAT per delegate thereafter.

Course

What to expect…… from the Civil Service Compensation Scheme

Description

A session for members who may or will be part of an employer exit exercise. The session
looks to educate members in respect of the compensation scheme benefits, the options
available to members in respect of pension benefits, the process and where to
go for more information.

Ideal for

Members who are or will be going through an exit exercise.

Duration

2.5 hours (approx).

Course type

In-house at the employer’s premises.

Cost

£1,700 + VAT for one session for up to 25 delegates.
£68 + VAT for each delegate thereafter.
£3,200 + VAT for up to three sessions on the same day,
subject to a maximum of 25 delegates per session.
£68 + VAT for each delegate over the maximum 25.

Course

Fair Deal…….. What to expect

Description

A session for members who are joining or re-joining the scheme as a result of a Fair Deal
arrangement. The sessions discusses what fair deal is, what the pension benefits are and
how they are calculated, contribution rates, benefits upon leaving, family benefits,
the Partnership scheme.

Ideal for

Members who are joining or re-joining the scheme through a fair deal arrangement.

Duration

2 hours (approx).

Course type

In-house at the employer’s premises.

Cost

£1,700 + VAT for one session for up to 25 delegates.
£68 + VAT for each delegate thereafter.
£3,200 + VAT for up to three sessions on the same day,
subject to a maximum of 25 delegates per session.
£68 + VAT for each delegate over the maximum 25.
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Course

What to expect…… from the Civil Service Pension at retirement

Description

The pre-retirement member engagement sessions provide members with information
to aid their retirement decisions and manage their expectations in respect of the
retirement process.

Ideal for

Members who are within 5 - 10 years of their intended retirement date.

Duration

3 hours (approx).

Course type

In-house at the employer’s premises.

Cost

£1,700 + VAT for up to 25 delegates.
£68 + VAT per delegate thereafter.

Course

One to one surgery

Description

Information and guidance in respect of the pension scheme (not financial advice).

Ideal for

Members who have individual queries in respect of their pension benefits.

Duration

15 mins (approx).

Course type

In-house at the employer’s premises.

Cost

On request*
*Departments may choose to run these per hour and organise staff to get better value for
money, or you may pre-book appointments of 15 minutes.

Employer Training Sessions
Course

Pensions Awareness

Description

Introductory level - ideal for large departments with a number of sites. Aimed at HR
professionals and equivalent at each of the sites - also good for shared service centres
to give them an introduction into the scheme.

Ideal for

Departmental staff who deal with employee pension queries but not necessarily pension
administration. This will give department staff a very basic knowledge of the scheme
- ideal for HR staff.

Duration

One day training.

Course type

In-house at the employer premises or at an open course.*

Cost

In-house: £3,200 + VAT for up to 10 delegates (£320+ VAT per delegate thereafter).
Open course: £580 + VAT per delegate.

Course

Pensions Basics

Description

Basic level - The course covers all main subjects of the scheme including basic
administration procedures in some aspects. Great for staff new to the role of
pensions administration.

Ideal for

Department staff who deal with member pension queries HR / pension managers
and staff who deal with the day-to-day administration of the pension schemes.

Duration

Two day training.

Course type

In-house at the employer premises or at an open course.*

Cost

In-house: £6,400 + VAT for up to 10 delegates (£640+ VAT per delegate thereafter).
Open course: £980 + VAT per delegate.

Course

Admin and Functions

Description

Basic level - This course is quite similar in topic to the Basic course but this course deals
with more in-depth administration procedures, correct forms and roles and responsibilities.
Ideal for staff who already have a basic knowledge of the scheme but may need help in the
day-to-day administration.

Ideal for

Department staff who deal with the day-to-day administration of the pension schemes who
may already have a basic knowledge of the scheme.

Duration

Two day training.

Course type

In-house at the employer premises or at an open course.*

Cost

In-house: £6,400 + VAT for up to 10 delegates (£640+ VAT per delegate thereafter).
Open course: £980 + VAT per delegate.

*for open course times and locations, please check our website for details at www.mycsp.co.uk
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Course

Civil Service Compensation Scheme Awareness

Description

Covers the benefits available under the compensation scheme, the processes to follow
and retirement options available for those who leave on this basis.

Ideal for

Department staff who deal with the day-to-day administration of the pension scheme
or who have been tasked with early departure exercises.

Duration

4 hours (approx).

Course type

In-house at the employer premises or at an open course.*

Cost

In-house: £2,150 for up to 10 delegates (£215 + VAT per delegate thereafter).
Open course: £430 + VAT per delegate.

Course

Data and Interface Awareness

Description

Sets out the importance of pension scheme data, the management of the scheme and data
responsibility, how to send data and what the interface looks like, what the validation errors
are, pension scheme calculations and the impact incorrect data has.

Ideal for

Department staff or payroll staff who deal with the pension scheme data and interface or
pick up and manage the validation queries.

Duration

3 hours (approx).

Course type

In-house at the employer premises or at an open course.*

Cost

In-house: £1,700 + VAT for up to 10 delegates (£170+ VAT per delegate thereafter).
Open course: £330 + VAT per delegate.

Course

Benefit Statement Awareness

Description

Discusses the process and timescales, the year end data requirements, production
schedule, content of the statement and what it means, process for dealing with queries

Ideal for

Members of staff who deal with the year end process and data and/or HR members who
deal with benefit statement queries from members.

Duration

2.5 hours (approx).

Course type

In-house at the employer premises or at an open course.*

Cost

In-house: £1,700 + VAT for up to 10 delegates (£170+ VAT per delegate thereafter).
Open course: £330 + VAT per delegate.

*for open course times and locations, please check our website for details at www.mycsp.co.uk
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Course

New Joiner Lunch and Learn

Description

Sets out the rules and requirements for new joiners, definitions of a new joiner, which
scheme members should join and how this can be identified, assesses and reviews the
pensions questionnaire and how to use the new joiner tool.

Ideal for

HR team members who deal with the recruitment process and enrolling new staff
members into the pension scheme.

Duration

2.5 hours (approx) including lunch.

Course type

In-house at the employer premises or at an open course.*

Cost

In-house: £1,700 + VAT for up to ten delegates and £170 per delegate, thereafter.
Open course: is £280 + VAT per delegate

Course

Ill Health and Injury Benefits

Description

Covers all aspects of the Ill health provisions and Injury Benefit scheme, including the
benefits available and how they are calculated plus the processes to follow.

Ideal for

Department staff who deal with ill health and injury benefit cases.

Duration

3 hours (approx).

Course type

In-house at the employer premises or at an open course.*

Cost

In-house: cost is £1,700 + VAT for up to ten delegates and £170 per delegate thereafter.
Open course: is £330 + VAT per delegate

Course

Fair Deal Pensions Awareness - One day

Description

Covers the pension schemes and benefit calculations, contributions, leaving benefits
and re-joining.

Ideal for

This course is ideally suited to HR, payroll and pensions employees who are new to the
CSPS, who wish to obtain knowledge in the day-to-day administration and processes
of the schemes.

Duration

One day.

Course type

In-house at the employer’s premises.

Cost

In-house: £3,200 + VAT for up to 10 delegates (£320+ VAT per delegate thereafter).

*for open course times and locations, please check our website for details at www.mycsp.co.uk
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Course

Fair Deal Pensions Awareness - two days

Description

Note a two day course can also be provided which will cover the compensation scheme,
interface process and ill health and partial retirement in more detail.
The roles of HR, payroll and pensions staff Scheme benefits and how contributions are
made Member eligibility and the procedures for joining the scheme.
What to do when members leave the scheme including opting out, resignations,
retirements and deaths.
Member benefits, the processes and roles.
What to do when Members are re-employed and the effect onpension benefits
and forms required.
An overview of the Civil Service Compensation Scheme and the forms required.
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Ideal for

This course is ideally suited to HR, payroll and pensions employees who are new to the
CSPS, who wish to obtain knowledge in the day-to-day administration and processes
of the schemes.

Duration

Two days.

Course type

In-house at the employer’s premises.

Cost

Two days - In-house £6,400 + VAT for up to 10 delegates
(£640+ VAT per delegate thereafter).

Course

Create Your Own Course

Description

Modules can be selected by the employer to choose those areas which the employer would
like to focus on – See over for module details.

Ideal for

Any departmental staff involved in the pension scheme or other benefits.

Duration

From half day to two days.

Course type

In-house at the employer’s premises.

Cost

Prices start from £1,700 + VAT for a half day and £3,200 + VAT for a full day.

Create your own course
We recognise and welcome the need for flexibility. To cater to your specific needs,
we have created a series of modules from which you can choose to ‘create your own’
course. To design your unique course, simply select the modules you require on the
booking form to confirm your needs.
If you have any questions or would like to discuss further, please get in touch with
our training team at:

training@mycsp.co.uk

Our Modules
General Pensions Overview

New Joiners

An introduction to pensions and UK pension schemes,
how schemes are funded and the difference between
trust and statutory schemes.

What is a new joiner and which scheme to enrol them in,
the pension questionnaires and enrolment process.

CSP Management Structure

Re-employment

How the scheme is funded, the pension scheme xecutive,
roles and responsibilities, where to find information.

What happens in the events of re-employment - including
abatement, cancelling of previous awards, linking benefits
and how to deal with compensation lump sums.

CSP Schemes

Boosting Benefits

Details of each of the schemes, the contribution rates and
how the benefiots are colcaulated in each scheme.

Ways in which members can increase their benefits.
Added years, Added Pension, AVCs, EPA and transfers in,
including the processes to follow.

Leave the scheme(s)
Reasons why members leave, the benefits provided upon
leaving, refunds, transfers out, preserved awards.
D
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Retirement

Pension Sharing on Divorce

Covers all types of retirement - age retirement,
early retirement, dual benefits, late retirement.

Explains the difference between pension sharing
and earmarking and what happens in each case.

This module is split into two parts, theory and process.

Injury Benefits

Partial Retirement

This is a detailed and lengthy module (2-3 hours)
covering the Injury Benefit Scheme, awards available
and processes to follow.

A look at what partial retirement is, how partial
retirement is calculated and the second part of
this module is the process to follow for partial
retirement cases.

Ill Health
What the ill health provisions are across each of the
schemes and how the ill health benefits are calculated.
Part B of this module covers the process.

Compensation Scheme
These are two large modules covering the terms and
benefits along with the process - these two modules
together are a one day course.

Tax
An introduction to pensions taxation including
Annual Allowance and Lifetime Allowance.

Death Benefits
The benefits available under the scheme in the event
of death in servce, death from preserved and death in
retirement - including including the lump sum payable
and nomination details along with dependant pensions
and how these are calculated

To create your own course - please fill in the Booking Form, ticking the modules you
would like to include in your training.
Please note there is a maximum of six modules per day of training - with the exception
of compensation scheme and injury benefits.
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Why choose MyCSP?
MyCSP is a new kind of pension mutual company. Set up as a partnership between
employees, the Government and Equiniti, we have pooled our public sector expertise
with the best knowledge and skills from the private sector to provide high quality
pension services to 1.5 million scheme members.
Our trainers are all pensions
specialists with extensive
experience in the public sector.
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Courses are designed to suit your
business needs - either you come
to us, or we will train you on site and
courses can be chosen from our
standard menu.

The courses and content have been
quality assured by MyCSP to satisfy
the requirements of the Civil Service.

It was clear that the
facilitators had a
vast amount of
pensions knowledge
and experience.

Clearly presented,
easy to understand
format, even with
some of the more
complicated issues
such as tax, abatement
and commutation.

It was very clear and
easy to understand.
Also, it was an
extremely relaxed
atmosphere.

Independent Living Fund

Independent Parliamentary
Standards Authority

Driver & Vehicle Licensing Agency

MyCSP pools public sector expertise with the best knowledge and skills from the private sector to
provide high quality pension administration, training and employee engagement services.

First for our
customers

First for our
people

First for our
market

www.mycsp.co.uk
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