
PP004.13 Income Continuance Plan- Owner: HR Officer Pensions

Applicants Employed in UL for over 3 months Date: 08
th
 August 2017

Business Objective: To ensure employees are admitted to the ICP scheme as per the terms of their contract and in line with 
Broker/Insurer underwriting if applicable (in relation to applications from those employed in UL over 3 months) and that all relevant 
parties are notified of the appropriate information as per the process. 
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EmployeeEmployee HRHR WillisWillis

Is Medical Required

Existing employee 
interested in 

availing of the 
scheme

Broker advises 
employee of suitable 

practitioner to carry out 
the examination

Yes

Employee attends 
medical

If successful Broker will 
advise that employee 
that they have been 

successful

HR notifies salaries to 
make the relevant 

deductions and updates 
application listing saved in 

R:\Pensions\Income 
Continuance Plan\

Applications

A copy of the notice from 
Broker together with the 
HR notice to Salaries Is 

scanned to the employees 
personnel file.

Broker notifies HR that 
the person has been 
accepted and advises 

which month 
deductions should 

commence.

Broker writes to employee advising them 
of acceptance to scheme or requiring 

medical examination

Employee contacts/is directed to HR 
Pensions for information and application 

form or downloads same from HR 
website

Form is filled in and 
returned to HR

HR copy and scan 
form to Personnel file 
and sent original to 

Broker noting the date 
sent in application 
listing saved in R:\
Pensions\Income 
Continuance Plan\

Applications

NO



PP004.13 ICP Cessation Procedure For Joiners – Owner: HR Officer Pensions  

Existing Employees Pre 15
th
 May 2009 / Age 65 Date: 08

th
 August 2017

Business Objective: To ensure employees are enabled to cease membership of the ICP scheme as per the terms of their 
contract 

PP004.13 ICP Cessation Procedure For Joiners – Owner: HR Officer Pensions  

Existing Employees Pre 15
th
 May 2009 / Age 65 Date: 08

th
 August 2017

Business Objective: To ensure employees are enabled to cease membership of the ICP scheme as per the terms of their 
contract 

EmployeeEmployee HRHR

HR notifies Salaries via memo to cease 
deductions & Brokers of cessation via email

Employee advises HR in writing to cease 
ICP deductions

Copy of all correspondence scanned to 
employee’s file

HR reviews ICP members on a monthly basis and notes 
employees who are approaching age 65 in the next three 

months

Email sent to employees turning 65 in next 3 
months confirming cessation as per ICP Scheme 

Rules and date effective



PP004.13 Income Continuance Plan –       Owner: HR Officer Pensions

compulsory for new hires post 15
th
 May 2009       Date: 8

th
 May 2020

Business Objective: To ensure  new employees are admitted to the ICP scheme as per the terms of their contract and in line with Insurance Brokers ’ underwriting if 
applicable and all relevant parties are notified of appropriate information as per the process. 

PP004.13 Income Continuance Plan –       Owner: HR Officer Pensions

compulsory for new hires post 15
th
 May 2009       Date: 8

th
 May 2020

Business Objective: To ensure  new employees are admitted to the ICP scheme as per the terms of their contract and in line with Insurance Brokers ’ underwriting if 
applicable and all relevant parties are notified of appropriate information as per the process. 

EmployeeEmployee Pensions Office- HRPensions Office- HRCompensation & Benefits-HRCompensation & Benefits-HR

Once data received, Salaries deduct 
ICP contributions on members first pay 

period.

Pensions team notes new joiners to 
scheme each month and send details to 

Brokers each month 

Employee advised of the ICP plan through their contract 
of employment and that membership of the scheme is 

mandatory.

New employees consent to joining 
the scheme by returning their 

signed contract of employment to 
the Comp & bens team i.e. Auto 

enrolment  

No medical underwriting required 
for new hires, they are immediately 

added to the scheme. 

Where members move from a 
previous contract to the new 

one which includes 
compulsory membership to 

the scheme, these employees 
will be automatically entered 

into the plan. The 
Compensation & Benefits 

office will notify the pensions 
office on a monthly basis with 

these new ICP members 
details

All details collated  on individual 
new ICP members should be 
scanned to their personnel file 
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