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NHS Pensions – Changes to employer organisation contact 
details 
 
Please complete this form electronically and email it to: schemeaccess@nhsbsa.nhs.uk 
 
This form is only for changes to contacts within your organisation, if you are handing over 
to a new provider or taking over the contract or services you must contact the scheme 
access team schemeaccess@nhsbsa.nhs.uk first who will confirm which form(s) you need 
to complete as a new EA code may need to be issued. 
 
Please complete all fields – if you do not hold a specific role in your organisation 
please put the most suitable contact for that role within the relevant field. 
 
 
EA code       Please add any additional EA codes that you administer in Part G of this form 
  

EA name       
 

If this is a GP practice, what is your GP contract code?       
 
Part A – Chief Executive/Accountable Officer/Lead GP 
For a GP practice, if there has been a change to the lead GP or any GP or non-GP 
partner, you need to notify the scheme access team at schemeaccess@nhsbsa.nhs.uk 
 
Contact name       
  

Job title       
  

Email address       
  

Telephone number       Ext       
  

Address 
 

      
 
 
 

  

Postcode       
 
 
Part B – Main pensions administrator  
(responsible for the day to day running of pensions)  
 

Contact name       
  

Job title       
  

Email address       
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Telephone number       Ext       
  

Address       
 
 
 

  

Postcode       
  

Is the above a third party payroll provider?  Yes  No 
 
 
Part C – Main Finance contact (responsible for paying the contributions) 
If you use Make Contribution Payments (MCP) portal you will need a change of user form, 
see bottom of form for information. 
 
 

Contact name       
  

Job title       
  

Email address       
  

Telephone number       Ext       
  

Address 
(If different from that in 
Part B) 

      
 
 
 

  

Postcode       
 
 
Part D – Finance Director 
 

Finance Director       
  

Email address       
  

Telephone number       Ext       
  

Address 
(If different from that in 
Part B) 

      
 
 
 

  

Postcode       
 
 
Part E – HR Director 
 

HR Director       
  

Email address       
  

Telephone number       Ext       
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Address 
(If different from that in 
Part B) 

      
 
 
 

  

Postcode       
 
 
Part F – Total Reward Statement (TRS) or Annual Benefit Statement (ABS) contact 
details 
 

Contact name       
  

Job title       
  

Email address       
  

Telephone number       Ext       
  

Address 
(If different from that in 
Part B) 

      
 
 
 

  

Postcode       
 
 
Part G – Additional EA codes information 
 
Please add any additional EA codes and names that you administer below. The above 
details will be applied to these EA codes.  If different contacts are needed for other EA 
codes, please complete a separate contact details form for each EA code. 
 
      

 
Part H - Explanation of change in circumstances 
 
Examples of changes we need more information about include but are not limited to; 
Partners leaving or retiring, new Partners being added to contracts, change of premises, 
branch sites being added or removed, change to organisation ownership, change of 
organisation name.  You may be contacted by the Scheme Access Team and asked to 
provide additional information. 
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The Employer Newsletter is automatically sent to the person registered as the main 
pensions contact (in Part B). If you would like other members of staff in your organisation 
to receive the Employer Newsletter, they can subscribe by emailing 
stakeholderengagement@nhsbsa.nhs.uk and requesting to be added to our distribution 
list. 
 
Pensions Online details 
 
If you wish to amend your Pensions Online contact details, complete the POL 
administrator amendment form available on our website. 
 
If you do not have access to Pensions Online and would like to register, please see the 
POL registration process guide on our website. 
 
Make Contribution Payments details 
 
If you wish to amend your Make Contribution Payments details, complete the Make 
Contribution Payment Primary User Change form available on our website. 
 
If you do not have access to Make Contribution Payments and would like to register, 
please see the Finance pages of our website. 
 
Please note 
 

• This form may be rejected if it is incomplete.  
 

• You will be contacted if further information is required. 
 

• If your organisation has not been issued with an EA code do not complete 
this form, refer to Scheme Access website. 
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https://www.nhsbsa.nhs.uk/employer-hub/access-nhs-pension-scheme



Accessibility Report


		Filename: 

		Employer organisation contact details-20211006-(V8).pdf




		Report created by: 

		

		Organization: 

		




[Enter personal and organization information through the Preferences > Identity dialog.]


Summary


The checker found problems which may prevent the document from being fully accessible.


		Needs manual check: 0

		Passed manually: 2

		Failed manually: 0

		Skipped: 4

		Passed: 21

		Failed: 5




Detailed Report


		Document



		Rule Name		Status		Description

		Accessibility permission flag		Passed		Accessibility permission flag must be set

		Image-only PDF		Passed		Document is not image-only PDF

		Tagged PDF		Skipped		Document is tagged PDF

		Logical Reading Order		Passed manually		Document structure provides a logical reading order

		Primary language		Passed		Text language is specified

		Title		Passed		Document title is showing in title bar

		Bookmarks		Skipped		Bookmarks are present in large documents

		Color contrast		Passed manually		Document has appropriate color contrast

		Page Content



		Rule Name		Status		Description

		Tagged content		Skipped		All page content is tagged

		Tagged annotations		Failed		All annotations are tagged

		Tab order		Failed		Tab order is consistent with structure order

		Character encoding		Passed		Reliable character encoding is provided

		Tagged multimedia		Passed		All multimedia objects are tagged

		Screen flicker		Passed		Page will not cause screen flicker

		Scripts		Passed		No inaccessible scripts

		Timed responses		Passed		Page does not require timed responses

		Navigation links		Passed		Navigation links are not repetitive

		Forms



		Rule Name		Status		Description

		Tagged form fields		Failed		All form fields are tagged

		Field descriptions		Passed		All form fields have description

		Alternate Text



		Rule Name		Status		Description

		Figures alternate text		Failed		Figures require alternate text

		Nested alternate text		Passed		Alternate text that will never be read

		Associated with content		Passed		Alternate text must be associated with some content

		Hides annotation		Passed		Alternate text should not hide annotation

		Other elements alternate text		Passed		Other elements that require alternate text

		Tables



		Rule Name		Status		Description

		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot

		TH and TD		Passed		TH and TD must be children of TR

		Headers		Passed		Tables should have headers

		Regularity		Failed		Tables must contain the same number of columns in each row and rows in each column

		Summary		Skipped		Tables must have a summary

		Lists



		Rule Name		Status		Description

		List items		Passed		LI must be a child of L

		Lbl and LBody		Passed		Lbl and LBody must be children of LI

		Headings



		Rule Name		Status		Description

		Appropriate nesting		Passed		Appropriate nesting






Back to Top
	EA code: 
	EA name: 
	If this is a GP practice what is your GP contract code: 
	Contact name: 
	Email address: 
	Telephone number: 
	Contact name_2: 
	Email address_2: 
	Telephone number_2: 
	Ext_2: 
	Contact name_3: 
	Email address_3: 
	Telephone number_3: 
	Finance Director: 
	Email address_4: 
	Telephone number_4: 
	Email address_5: 
	Telephone number_5: 
	Contact name_4: 
	Telephone number_6: 
	Job title: 
	Tel no extention: 
	Postcode1: 
	Address1: 
	Job title2: 
	Address2: 
	If different from that in part b Addresss1: 
	Postcode2: 
	Job title3: 
	Tel no Ext_3: 
	Postcode for part C: 
	Postcode for Part D: 
	HR Director: 
	Tel no Ext_5: 
	Tel no Ext_4: 
	If different from that in_part b address3: 
	If different from that in_part 3 address3: 
	Postcode part E: 
	Job title part F: 
	Email address_Part F: 
	Postcode Ext_6: 
	If different from that in part b_Part F: 
	Postcode part F: 
	Additional EA codes information: 
	Explanation of change in circumstances: 
	Is the above a third party payroll provider Yes: Off
	Is the above a third party payroll provider No: Off


