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Searching for Unlocatable Members:  
Draft CAPSA Guideline

O n June 21, 2018, the Canadian Association 
of Pension Supervisory Authorities 
(CAPSA) issued a draft guideline on the 

issue of unlocatable members of pension plans. 
CAPSA is a national association of pension regu-
lators that seeks to facilitate an efficient and effec-
tive pension regulatory system in Canada. It de-
velops pract ical  solutions to further the 
coordination and harmonization of pension regu-
lation across Canada. Pension plan administrators 
across the country will be aware that the issue of 
unlocatable members often seems like a problem 
without a solution. Once it is finalized, the 
CAPSA guideline should provide some clarity and 
guidance to plan administrators who are faced 
with this issue.

Guideline No. 9 Introduction
In an era with increasing job mobility, there 

can be a significant time lapse between a member 

terminating employment and that member be-
coming eligible to receive a pension. A common 
result of this state of affairs is that a member’s con-
tact information becomes out of date. 

The problem becomes more severe in the plan 
wind-up context: Most jurisdictions require plan 
administrators to retain entitlements in the fund 
until the member is located. This prevents ad-
ministrators from fully winding up plans until all 
members have been found. CAPSA hopes that its 
guidance will help plan administrators cope with 
the problem. 

Plan Administrator Responsibilities

Records and Retention Management

According to the guideline, records for plan 
members should be retained for as long as the 
member has an entitlement under the plan. 
CAPSA recommends that administrators devel-
op and maintain a comprehensive policy for re-
cords management and retention. Such a policy 
should address the management of plan records 
and the length of retention of those records. The 
policy should assign responsibility for manag-
ing the records to specific persons or entities. It 
should also address the manner in which the ad-
ministrator will maintain contact with former and 
retired members. The guideline notes that some 
jurisdictions require the transmission of periodic 
statements to members. It suggests that plan ad-
ministrators could use such statements as an op-
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portunity to remind members to update their contact infor-
mation. 

Searching for Unlocatable Members 

The guideline notes that, in most jurisdictions, there is 
no legislation that standardizes the process of searching for 
unlocatable members. The guideline outlines some common 
search tools that plan administrators may avail themselves of: 

• Searches of government databases and other public re-
cords 

• The use of professional search organizations
• Registered letters to the last known address of the 

member
• Newspaper advertisements
• Union contacts
• Professional associations
• The use of social media
• Retiree associations. 
The guideline points out that there may be stark differ-

ences in the costs of using different search methods. Admin-
istrators should be on the lookout for new technologies and 
new search methods. 

Steps to Consider After an Unsuccessful Search 

Federal Jurisdiction

Plan administrators, once they have exhausted all other 
methods, can use the Canada Revenue Agency (CRA) letter-
forwarding service, which CRA provides at a cost. 

Provincial Jurisdictions

Plan administrators should determine which options are 
available to them under the relevant provincial legislative 
framework. Some jurisdictions have unclaimed property leg-
islation dictating that once administrators have exhausted all 
search methods based on established criteria, they can transfer 
a member’s assets to the relevant unclaimed property office. 

Other 

Pension plan administrators should establish a database 
or registry of missing members, which should be made avail-
able on the sponsoring employer or administrator website. 
This should include a tool whereby missing beneficiaries may 
find their names. Administrators should, however, take into 
account relevant privacy legislation in designing such a tool 
and use appropriate security measures to protect missing 
beneficiaries’ private information.   &

CAPSA Guideline No. 9—Searching for Unlocatable Members of 
a Pension Plan.

Searching for Unlocatable Members
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Comment

This decision will have significant implications for those 
employers in Ontario that continue to differentiate between 
employees on the basis of whether they are over or under 65 
years of age. The case may have little relevance beyond On-

tario, however, since the Ontario Human Rights Code sec-
tion at issue created a distinction that is very different than 
the exemptions contained in other provinces, where such ex-
clusions for benefit plans typically need to be justified on an 
actuarial basis or justified on the basis that the plan is reason-
able or bona fide.  &

Talos v. Grand Erie District School Board, c. 2018 HRTO 680.

Age-Based Exception for Ontario Benefit Plans 
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