
 

  1 STEELWORKERS PENSION PLAN MEMBER’S BOOKLET – Month 0000 

ADMINISTRATION MANUAL 
Single Employer  |  2021 



 

  1 STEELWORKERS PENSION PLAN MEMBER’S BOOKLET – Month 0000 

INTRODUCTION 
This manual was prepared to assist Employers participating in the “Steelworkers Pension Plan ” with the 
Forms required by the Administrative Agent appointed by the Board of Trustees, Benefit Plan Administrators 
Limited in the day-to-day administration of the Plan. 

For any additional information or supply of forms, please contact the Administrative Agent at the following: 

Benefit Plan Administrators Ltd.  
90 Burnhamthorpe Road West Phone:  (905) 275-6466  
Suite 300 Toll Free: 1(800) 867-5615  
Mississauga, ON Fax:  (905) 275-6462  
L5B 3C3 E-mail:  pensions@bpagroup.com 
Attention: Pension Department 
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 Employer Checklist 
The Employers responsibilities are: 

Upon joining the Pension Plan or when new employees are hired: 

  Provide the Administrative Agent with: 

• Information on employees covered by the Plan with completed Enrolment forms 

• Provide employees with information about the plan when they join 

• Enrolment Form for New Hires for completion 

• Pension Plan Appointment or Change of Beneficiary form to report any changes to member’s  
personal information 

• Advise employees of the Pension Plan Booklet on website, 
www.steelworkerspensionplan.ca 

On a monthly basis: 

  Provide the Administrative Agent with: 

• Excel spreadsheet including employee first and last name, SIN numbers, monthly earnings 
or hours along with associated contributions for the work month, by employee 

• Arrange for EFT payment of required contributions to the Steelworkers Pension Plan account 
with the Fund Custodian, RBC Investor & Treasury Services 

• Once EFT payment has been made, provide both the Administrative Agent and the Fund  
Custodian with a copy of the RBC Investor Services Pension Contribution Instructions form 

At year end 

  Report pension contributions on employees’ T-4s 

 Eligibility Requirement 
An Employer is required to contribute to the Plan on behalf of an Employee when an Employee 
meets the eligibility conditions under the terms of the Collective Agreement. 
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 Enrolment Procedure 
Every new employee who meets the eligibility requirements of the Plan is required to complete an 
Enrolment Form for New Hires (Exhibit 1). This form provides the Administrative Agent with the 
basic data necessary to perform the day-to-day and year-end functions of the Plan. 

The following information must be identified on all Enrolment forms prior to being returned to the 
Administrative Agent for processing: 

  Employer’s Name 

  Member’s: 

• Name 

• Address (including postal code) 

• Gender, Marital Status and Language 

• Social Insurance Number 

• Dates of Birth, Hire and Plan Entry 

  Spouse/Beneficiary’s: 

• Name 

• Social Insurance Number 

• Date of Birth 

• Relationship 

  Current date along with Member’s signature (front & back) 

Please note that all personal information is collected and maintained in accordance with the  
Personal Information Protection and Electronic Documents Act (“PIPEDA”). 

If no beneficiary is named, any benefits payable on death will be made to the Member’s Spouse  
in accordance with legislation. If there is no Spouse the death benefit if any, will be made to  
the Estate. 
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 Change of Beneficiary 
A Member may change his/her beneficiary at any time, subject to Pension Legislation.  
The Member is required to complete the Pension Plan Appointment or Change of Beneficiary  
form (Exhibit 2). 

The following information must be identified on the Beneficiary form before it is returned to the 
Administrative Agent for processing: 

  Employer’s Name 

  Member’s: 

• Name 

• Social Insurance Number 

• Date of Birth 

• Gender 

  Beneficiary’s: 

• Name 

• Date of Birth 

• Social Insurance Number 

• Relationship 

Current date along with the signatures of the Member (front & back) and a Witness (front only) 

The Member’s signature must be witnessed by someone other than the named beneficiary. 

If no beneficiary is named, any benefits payable on death will be made to the Member’s Spouse  
in accordance with legislation. If there is no Spouse the death benefit if any, will be made to  
the Estate. 
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 Contribution to the Plan 
Contributions to the “Steelworkers Pension Plan” must be remitted monthly by the Employer  
on behalf of the employees. The following are the instructions for sending your remittance  
electronically to the Steelworkers Pension Plan: 

Bank Name: Royal Bank of Canada 
Address: C/O 155 Wellington St 2nd Floor Toronto ON M5V 3L3 
Transit #09504 
Bank Code 003 
Acct #5019104 
Account Name: Steelworkers Pension Plan 
RBC Custodial Account Number: 121 695 001 

Once an EFT payment is facilitated, the Pension Contribution Instructions Form (Exhibit 3)  
must be provided to Information Management Group (information.management@rbc.com) to 
have it recorded accordingly. The form has been pre-filled with the Plan Account Name and RBC 
Account Number. As the employer, you are responsible for completing the Employer Contribution 
(Current Service) section, if Employee contributions are required under the Collective Agreement, 
this information should be completed under the Employee Contribution (Current Service) section, 
then sign and date the form. A copy of the completed form must also be emailed to  
pensions@bpagroup.com. 

The contribution rate is outlined in the Collective Agreement. Contributions must be remitted, and 
your pension contribution report must arrive no later than the 20th day of each month for the  
previous month, (i.e., June contributions must be received by July 20). 

Your Pension Contribution Report should be provided in an excel format and detail the 
remittance details for the previous month. The report should include the employee’s first and last 
name, SIN number, the monthly earnings or hours and the associated contribution amounts by 
employee. When a new employee first joins the Plan, an Enrolment form for New Hires* should be 
completed. In addition, the Employer is requested to identify all terminations, lay-offs, deaths, 
retirements, maternity, and leaves of absence in a “Remarks” column on the file. 

* See Enrolment Procedure Section on Page 3 
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 Termination of Employment 
A Member is considered to have terminated his/her Pension Plan membership and incurs a break in 
service, unless: 

1. the member is on legal strike; 

2. the member is on vacation or approved leave of absence; 

3. the member has been laid-off on a temporary basis and is subject to recall under the  
terms of the Collective Agreement. 

A member shall incur a Break in Service upon the termination of their employment with a 
Participating Employer other than by death or retirement. 

When a Member incurs a break in service, the employer is required to complete part A and submit 
an Advice of Separation form (Exhibit 4). The member is required to complete part B and the union 
is to complete C and forwarded to the Administrative Agent for processing. 

Upon receipt of the completed form, the Administrative Agent will determine the Member’s  
entitlement and provide a Termination Benefits Statement. 

Rehires 

Any Member whose Service terminates and who subsequently becomes rehired as an Employee  
of a Participating Employer, shall be considered a new Employee for the purposes of the Plan. 
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 Death Benefit 
In the case of Death: 
If the Member was not receiving a pension at the time of death, the following documents are  
required in order to determine the entitlement of any death benefit(s) 

• Application For Death Benefit (Exhibit 5) 

• Advice of Separation form (Exhibit 4) 

• A copy of Proof of Death (Death Certificate, Funeral Directors Statement, Coroner’s Report, 
Physician’s Statement, etc.) and 

• A copy of Proof of Age (see Exhibit 7 for a list of acceptable documents) and Social  
Insurance Number (S.I.N) for the person (s) applying for the Death Benefit (if other than  
executor/executrix of the Estate) 

The above documents should be forwarded to the Administrative Agent for processing.  
Alternatively, please inform the Administrative Agent of the death, and provide the contact  
information for the next of kin. We will then provide the necessary forms for completion. 

If the Member was receiving a Pension from the Plan at the time of death, please inform the 
Administrative Agent immediately. Monthly pension payments will be ceased. We will contact the 
next of kin for one of the following documents in order to determine the entitlement of any  
Pension benefit(s). 

• A copy of Proof of Death for the deceased Pensioner (Death Certificate, Funeral Directors 
Statement, Coroner’s Report, Physician’s Statement, etc.) 

Once proof of death is received, the Administrative Agent will determine the entitlement of any 
remaining Pension benefits payable, and advise the spouse, beneficiary, or estate accordingly. 
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 Retirement 
Normal Retirement 

A Member’s Normal Retirement Date will be the last day of the month in which he/she attains  
age sixty-five (65). Pension payments will be made on the first of the month following Normal 
Retirement Date. 

Early Retirement 

At the request of a Member, his/her retirement may be effective on the first day of any month  
following his/her fifty-fifth (55th) birthday, provided he/she has retired from active employment both 
under the terms of the Collective Agreement and from the Employer. 

Postponed Retirement 

If a member remains in the employ of an employer beyond his/her Normal Retirement Date, the 
Member must start to receive his/her Pension payment no later than December 1st in the year in 
which age 71 is attained. 

Normal Form 

The normal form of Pension is a life income, with 60 monthly payments guaranteed. This means the 
Pension is payable for the member’s lifetime but guaranteed for a minimum of 60 monthly payments 
(or 5 Years). If the member should die before 60 monthly payments have been made, the 
designated beneficiary or estate will receive the remaining guaranteed payments. 

Pension Legislation requires that if the member has a Spouse at the time of his retirement, the form 
of pension payable is Joint and Survivor 60% Pension. In the event the member pre-deceases 
his/her spouse, a pension equal to 60% of the amount the member was receiving will continue to 
his/her spouse. 

The amount of pension payable at retirement will be the actuarial equivalent of the normal form, 
converted to a 60% Joint and Survivor Pension. 
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 Forms Required to Process a Retirement Benefit 
In addition to the Advice of Separation form (Exhibit 4), the member will be mailed a Request by 
Member or Former Member for Retirement Information form, (Exhibit 7). Satisfactory proof of 
age for the member and spouse (if any) is required for processing any retirement benefit. 

Upon receipt of all documents, the Administrative Agent will determine the amount of the Pension 
available under the various options and advise the Member directly by way of Notice of 
Retirement and Election of Option form (Exhibit 8). 

The Member must complete the Notice of Retirement and Election of Option, tax and direct 
deposit forms and return them to the Administrative Agent for processing. The Administrative 
Agent will then notify the Fund Custodian, who pays all benefits on behalf of the Steelworkers 
Pension Plan, to commence monthly pension payments. 

 Year-End Procedures 
Annual Pension Statements 

Within six months after each year end (December 31st), Annual Member Pension Statements, 
which reflect the prior year’s work history (hours or earnings as well as contributions to the Plan), 
accrued benefits, and employee contributions with interest, if applicable, are produced by the  
Administrative Agent and mailed directly to members. 

The monthly Pension Contribution Reports, along with the completed Enrolment Form for  
New Hires, provide the Administrative Agent with the information they need to prepare these 
Statements. 

Any discrepancies in the information/data provided on these Statements should be brought to the 
Administrative Agent’s attention immediately. 

Pension Adjustments 

It is your responsibility as the employer, to report the Pension Adjustment (PA) amount on  
each employee’s T4 slip. The PA amount is reported in box 52 and is the total of the employer  
contributions and employee contributions if applicable, remitted on behalf of the employee for  
the year. The Pension Plan’s registration number is 0222737. 



 

  
 10 STEELWORKERS PENSION PLAN ADMINISTARTION MANUAL – Single Employer 2021 

EXHIBITS 



 

 1 STEELWORKERS PENSION PLAN MEMBER’S BOOKLET – Month 0000 

 

  

Exhibit 1: Pension Plan Enrolment Form 
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Exhibit 1: Pension Plan Enrolment Form – Page 2 
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Exhibit 2: Pension Plan Appointment or Change of Beneficiary 
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Exhibit 2: Pension Plan Appointment or Change of Beneficiary – Page 2 
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Exhibit 3: Pension Contribution Instructions 
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Exhibit 4: Advice of Separation – Part A 
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Exhibit 4: Advice of Separation – Part B 
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Exhibit 5: Application for Death Benefits 
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Exhibit 6: Acceptable Proof of Age Documents 

 Acceptable Proof of Age Documents  
The following types of documents are acceptable as proof of Age of a Member or  
former Member and Spouse of a Member or former Member: 

  Birth Certificate issued by government authority.  

  Citizenship papers, immigration papers, military record, or passport, which shows 
 date of birth.  

  A valid Driver’s Licence 

A photocopy of the document is sufficient. If, however, you submit the original  
document, it will be returned to you by the Administrator by registered mail. 
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Exhibit 7: Request by Member or Former Member for Retirement Information 
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Exhibit 7: Request by Member or Former Member for Retirement Information – Page 2 
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Exhibit 7: Request by Member or Former Member for Retirement Information – Page 3 
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Exhibit 8: Notice of Retirement and Election of Option 



 

 14 STEELWORKERS PENSION PLAN MEMBER’S BOOKLET – Month 0000 

 
  

Exhibit 8: Notice of Retirement and Election of Option – Page 2 
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Exhibit 8: Notice of Retirement and Election of Option – Page 3  



 

 16 STEELWORKERS PENSION PLAN MEMBER’S BOOKLET – Month 0000 

Notes 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

 

 


