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The following is a summary of the questions asked during the “Registering New 
Employees” webinar and questions received afterwards by email.  

Q:  I did not think our casual employees were eligible to join the pension plan. Is 
this not correct? 

 
A: No. Casual employees must enter the pension plan the earlier of: 

The first day of the first pay period in the first month after the month in which 
the employee has earned 25% of the YMPE in two consecutive numerical 
years. 
 

OR 
 

The first day of the first pay period in the second month following the month in 
which the Notice of Desire was signed. 

 
 
Q:  Can you define who would fall under contract employees? 
 
A: The Civil Service Superannuation Act does not provide a definition of contract 

employee; please contact your Human Resources Department for further 
information as this would be an employment question. 

  
 Employees hired on a contract basis are not eligible to join the pension plan.  The 

period of service under contract employment cannot be purchased through service 
buyback. 

 
 
Q:  Does the student have to sign an opt out form plus a notice (letter) to state 

he/she is full time student? 
 
A: As the employer, you need to be satisfied that the employee is a full-time student 

at the educational institute that the employee is attending. An employee who 
meets this requirement would have the ability to “opt out” of the pension plan if he 
or she provides written notice to the employer prior to meeting eligibility 
requirements to enter the pension plan.  The Board does not have an “opt out” 
form for the employee to sign.  However, we do recommend that the employer 
document that the employee was made aware of the eligibility requirements to 
enter the pension plan and that the employee chose not to become a member.  
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Q:  If an employee has a casual job and is not contributing then gets a part time 
regular job and joins the plan do we start collecting contributions from the 
casual job? And if so, when? 

 
A: Yes. Once an employee becomes a contributing member of the pension plan 

under one job, the employee must be enrolled in the pension plan under the other 
jobs at that same time. 

 
 
Q:  If a student is full-time at school and changed to part-time, but opted out of 

pension, would the earnings during the opting out period apply towards 
YMPE and if 25% is reached in 2 consecutive years, would the student be 
required to enroll in pension? 

 
A: Yes. Earnings paid to an employee while in full-time attendance at an educational 

institute would be used to determine the 25% rule once the employee is no longer 
a full-time student, whether or not an opt out form was signed. 

 
 
Q:  If a student joins the fund after meeting the 25% rule and then becomes a 

full-time student, can they opt out once they become full-time or do they 
remain in the plan? 

 
A: No. Once an employee joins the pension plan, there is no ability for the member to 

stop making contributions while employed. Becoming a full-time student at a later 
date is no exception. 

 
 
Q:  If 25% of the YMPE in 2 consecutive years is reached plus the full-time 

student opted out of pension, are they now required to enroll in pension or 
does the opting out form still apply? 

 
A: No. As long as the employee continues in attendance at the educational institute 

on a full-time basis, even though he/she reached 25% of the YMPE in 2 
consecutive years, the employee would not be required to enter the pension plan. 
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Q: Do you have suggestions on how to get forms returned when a casual 
employee has reached the 25% of the YMPE within multiple jobs. We have 
reminded the employee twice. 

 
A: In regards to the registration certificate, there is no requirement for the employee 

to complete this form. If the employee has met the eligibility requirements, 
enrollment into the pension plan is mandatory. If the employee does not return the 
registration form, the employer should complete the employee’s name, date of 
birth, social insurance number and gender under Section A and all of the 
information under Section B.  

  
 Insurance premiums would be deducted and remitted based on the maximum or 

default coverage for both life insurance and dependent insurance until such time 
as the employee completes and submits a completed Group Life and Dependents 
Insurance Appointment and Election Statement (Form 8001). 

 
 
Q: Do we have to submit change forms to CSSB.... ie: Change of address? 
 
A: Yes.  There is a Member Information Change Form on our website that should be 

completed and submitted to our office for a change in employee’s address, name, 
correction in date of birth or change in social insurance number. 

 
 
Q: Do we need to send updated beneficiary forms? 
 
A: If an employee makes any changes to their beneficiary forms under the group life 

insurance plan, the employer would keep these documents.  The employer would 
then send our office a copy of all of the insurance forms once the employee either 
elects to collect a monthly pension or dies.  
 

 
Q: If a departmental employee was a student and had opted out in 2016 & 2017 

(and had met the 25% rule in those 2 years) and the terminated employee is 
now hired in 2018 as a departmental, does he have to join immediately (will 
be hired as a new hire and new employee # in 2018)? 

 
A: Yes.  As the employee had attained 25% of the YMPE in the 2 consecutive years 

prior to being rehired, this employee would enter the pension plan on the date of 
hire in the new job in 2018. 
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Q: If then for the scenario below, if the employee was terminated in 2017 and 
now not rehired until 2019 does that make a difference? Or is the final 
answer if there was 25% in 2 consecutive years, it doesn’t matter when 
rehired back into a departmental position - employee would start 
immediately? We run into so many employee #’s and I think that’s what 
throws us off.  
 Term employee hired in 2016 
 2016 earnings met 25% of YMPE 
 2017 earnings met 25% of YMPE 
 Termination employment in 2017 
 Hired into a new term position in 2019 

 
A: If an employee is entering the fund based on 25% rule, then that employee's 

earnings would have had to meet 25% of the YMPE during two consecutive 
numerical years. 

 
In the above scenario, the new date of hire is in 2019. In 2018, the employee did 
not have earnings that met 25% of the YMPE, so the 25% rule has not been met 
and the term employee would not be required to enter the fund on the date of hire. 

 
 
Q: An employee was hired in 2015 as a Term and met 25% of the YMPE.  The 

employee was terminated in 2016 after they met 25% of the YMPE. The 
employee is rehired in 2017 as a Term, would they join the plan on the day of 
hire as they would have met the 25% rule in two consecutive years? 

 
A: Yes, as the employee had attained 25% of the YMPE in the 2 consecutive years 

prior to being rehired, this employee would enter the fund on the date of hire in the 
new job in 2017. 

 
 
Q: Can you tell me the timelines of when an employee terminates from the 

Province and then is rehired again, what is the timeframe to determine if the 
employee should be enrolled in benefits right away again. We have a 
scenario where an employee terminated in October 2016 and was rehired in 
May 2017. Do we look at 25% of the YMPE for 2015 and 2016 to determine 
eligibility or is there an actual time frame that he should be enrolled since he 
was in benefits at time of termination?  What if he was rehired in December 
2017 or January 2018? 

 
A: If an employee is entering the fund based on the 25% rule, then that employee's 

earnings would have had to meet 25% of the YMPE during two consecutive 
numerical years. If the gap between the termination of employment and rehire 
dates were more than a calendar year (ie there was a calendar year where the 
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employee did not have any earnings between employment periods), then the 25% 
in two consecutive numerical years would not be met at the rehire date. 
 
In the first scenario, it was indicated that the employee terminated employment in 
October 2016 and was rehired in May 2017. If that employee's earnings in 2015 
and 2016 were in excess of 25% of the YMPE in both years, then that employee 
would enter the fund on the rehire date in May 2017. 
 
In the second scenario, the employee terminated employment in October 2016 
and was rehired in December 2017. If that employee's earnings in 2015 and 2016 
were in excess of 25% of the YMPE in both years, then this employee would enter 
the fund on the rehire date in December 2017. 
 
In the third scenario, the employee terminated employment in October 2016 and 
was rehired in January 2018. If that employee's earnings in 2015 and 2016 were in 
excess of 25% of the YMPE in both years, but had no earnings in 2017 then this 
employee would not have met the 25% rule for eligibility on the rehire date in 
January 2018. 
 
An additional scenario would be if the employee terminated employment in 
February 2017 and was rehired in July 2017. If that employee's earnings in 2016 
were in excess of 25% of the YMPE but the earnings in 2017 were less than 25% 
of the YMPE, then this employee would not have met the 25% rule for eligibility on 
the rehire date in July 2017. 
 

 
Q:  Can the waiting time before the Notice of Desire comes into effect be bought 

once the employee becomes a permanent employee? 
 
A: Yes.  An employee has the option of purchasing service for the period of 

employment between the employment start date and the fund entry date through 
the Special Service Buyback. The employee can apply to purchase this period of 
service once he/she is a member of the plan and any time before he/she ceases 
employment.  

 
 
Q:  As a matter of administration, can't we pre-fill Section A for the employee re: 

SIN / DOB / etc.? 
 
A: On the Registration Certificate, the employer can pre-fill the employee’s name, 

date of birth, SIN and gender under Section A. 
  

On the Notice of Desire, the employer can pre-fill the employee’s name, date of 
birth, SIN, Employer and Department under Section A.   
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Q:  Most of our employees indicate the wrong fund entry date when it comes to 
the Notice of Desire. If the date is wrong in the employee section; however, 
correct in the employer section will the form be rejected by CSSB and need 
to be resubmitted?  

 
A:  No. If the employee indicates the wrong date to become a contributor to the 

pension plan under Section A of the Notice of Desire (ie. leaves this blank, enters 
the same date as the date they signed the form, indicates “ASAP” or enters his/her 
date of hire) and the employer enters the correct date under Section B, the form 
will not be rejected by CSSB. 

 
  
Q: In example 8, if an employee desires to become a contributor at the same 

date when he or she signed the Notice of Desire - in that case what is the 
fund entry date? 

 
A:  If the employee indicated that he/she desired to become a member on the same 

date that he/she signed the notice of desire (In example 8, the Notice of Desire 
was signed on June 15, 2017) the employee’s fund entry date will be the 1st day of 
the 1st pay period in August.  

 
 
Q:  Where would I find a listing of all participating employers?  
 
A:  A list of all participating employers can be found in the Pension Plan 

Administration Manual under Section One - General Information - D - Participating 
Employers 

 
 
Q: On page 18 of the pension plan manual in the chart "required action" #5, it 

states to send the Board a copy of the Registration Certificate and Notice of 
Desire. Should we not send in the original forms?  

 
A:  Our office only requires a copy of the Registration Certificate and Notice of Desire.  

Please ensure that the copy is clear and that the data written on the forms are dark 
enough to be legible. These forms along with a copy of  the employee’s proof of 
age and a copy of the Group Life and Dependents Insurance Appointment and 
Election Statement can also be submitted.   
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Q: For the insurance part do you need the original? 
 
A:  No. In the past we did request that all original life insurance documentation be sent 

to our office when an employee retires.  We will now accept a copy of all the life 
insurance documentation.  When sending in documents, please ensure that the 
copies are clear and readable, especially if the original document/cards was on 
coloured paper. 

 
 
Q:  Can you please explain again the difference between a transfer and a new 

hire under the reciprocal agreement? How does it impact pension amount on 
vacation pay out? 

 
A: In order for a transfer of employment to occur, there would need to be an 

agreement or arrangement between the participating employers (or departments 
within the Province) in respect of that employee.  This does not include a situation 
where an employee applies for a position and happens to have worked previously 
for another participating employer. We are aware that many participating 
employers have reciprocal agreements; however, these reciprocal agreements do 
not pertain to the pension plan and would not be used to determine whether or not 
the employee is being transferred.  

 
 If the first employer pays out the employee’s vacation pay as a lump sum payment, 

contributions cannot be deducted as these earnings are not pensionable as the 
employee did not cease employment.   

 
 If the employee terminates employment from one participating employer and starts 

a new job with another participating employer, any eligible lump sum vacation 
being paid by the first employer would be pensionable as the employee has 
ceased employment. 

 
 


