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	This form is for notification of third party provider organisation details or third party electronic users. 
Changes to pensions liaison or mailshot contacts from your third party organisation or 

changes in respect of staff at your employing authority/employer should be notified on a 
Employing Authority Pen99 authorised by a Senior Manager for the employing authority. 
Please complete all sections in black ink and indicate the type of notification below:  
New / Full Third Party Details ( for new Third Party Providers or to override all existing contacts held
Amendment third party electronic users ( indicate where contacts have changed or user accounts are to be deleted




	Section 1
	Third Party Payroll/Pension Provider Details – complete in all cases


	Third Party Provider Name:
Address:
Telephone number:
Fax number:

Name of Senior Manager:  
Third Party Providers Pensions Employing Authority Details. 
Please indicate the Pensions Employing Authority (Employer) to which these changes apply:  
Employing Authority Number:
Employing Authority Name:



	Section 2
	Authorised Signatories / Personnel and Electronic Users – authorisation for data processing 


	User Agreement:
*Individuals named on behalf of the Employing Authority in sections 4, 5 and 6 are authorised personnel for exchange of information with South Tyneside Council Pensions Office, access to our Employer Web Service and Extranet facilities and for Bulk Data Import submissions. 
In signing, individuals agree to use South Tyneside Council Pensions Office’s electronic facilities for authorised purposes only and understand that any actions may be subject to monitoring and cannot be assumed as private. Failure to comply with this agreement may result in termination of the connection and legal action. South Tyneside Council reserves the right to monitor and audit the connection or activity.  
As authorised personnel (data processor) of the Pension Scheme you are required to comply with the requirements of the General Data Protection Regulations (GDPR) and Data Protection Act 2018. You share full responsibility in providing accurate, reliable and updated information and must ensure that the data held is safe and secure. 
All parties involved must take all reasonable steps to ensure there are no breaches under the provisions of the Act. All information provided may be shared with other organisations where it is for the prevention and detection of crime, the apprehension or prosecution of offenders or for tax purposes.


	Please insert additional Section 2 sheets if required
Full Name (printed):

New / Existing User (complete all fields 
Change of Details (complete changes only
Delete User ( no further details required
Position in Company:
Telephone number:
Email address:
* I have read and accept the authorised personnel and electronic user agreement  above
Signature:
Full Name (printed):

New / Existing User (complete all fields 
Change of Details (complete changes only
Delete User ( no further details required
Position in Company:
Telephone number:
Email address:
* I have read and accept the authorised personnel and electronic user agreement  above
Signature:



	Section 2

Continued 
	Authorised Signatories / Personnel and Electronic Users – authorisation for data processing 


	Please insert additional Section 2 sheets if required
Full Name (printed):

New / Existing User (complete all fields 
Change of Details (complete changes only
Delete User ( no further details required
Position in Company:
Telephone number:
Email address:
* I have read and accept the authorised personnel and electronic user agreement on page 2 – Section 2
Signature:
Full Name (printed):

New / Existing User (complete all fields 
Change of Details (complete changes only
Delete User ( no further details required
Position in Company:
Telephone number:
Email address:
* I have read and accept the authorised personnel and electronic user agreement on page 2 – Section 2
Signature:
Full Name (printed):

New / Existing User (complete all fields 
Change of Details (complete changes only
Delete User ( no further details required
Position in Company:
Telephone number:
Email address:
* I have read and accept the authorised personnel and electronic user agreement on page 2 – Section 2
Signature:



	Section 3
	Third Party Authorisation – Complete in all cases. To be authorised by a Senior Manager from the third party payroll/pension provider. 


	I confirm that all authorised contacts and electronic users listed are: 
· nominated to exchange pension information on behalf of the Employing Authorities we provide third party payroll and pension services for listed at Section 1 

· aware of their responsibilities under their Fund’s Administration Strategy (published on the Fund’s website) 

· aware of their responsibilities as authorised personnel of the Pension Scheme with regard to GDRP the Data Protection Act 2018 (see Section 2).   
I agree to monitor the authorised personnel and provide revised information as soon as details change. 
Please indicate if a:  New Contact (  Change to Existing Contact ( 
If applicable, provide existing contact name to be deleted: 
Please indicate if you would like access to our employer electronic facilities Yes (   No (
Full Name (printed):

Position in Company:
Email address:
Telephone number:
* I have read and accept the above agreement and authorised personnel and electronic user agreement at Section 2 
Signature:                                                                 Date:
Pensions Office Authorisation: 

Date Authorised:
Please return your completed form via Egress secure email at the address below. We currently accept scanned copies of the original form or a word version of the form. Please ensure an individual email address and phone contact is quoted for each contact.
Alternatively you can post your completed form to: 
The Pensions Office
Pensions Office
PO Box 212
South Shields
NE33 9ER
Contact for enquiries: 0191 4244186 or email pensions.communications@southtyneside.gov.uk
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