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Title                                   Single Scheme Administration Project – Death of Deferred Member – Steps Following Notification of Death
Reference                         SPS.DTH.DOD.PM.01 (Phase 1)
Version Control                 V1.0

START

1.0
Notification received of 

death of scheme member 
or pensioner 

1.1
Which 

process 
applies?

Death of a Deferred Member

Legal Personal 
Representative (LPR) 

completes Claim 
Notification Form and 

returns to RA

3.0
Completed LPR Death-in-

Deferment Claim Notification 
Form reviewed and any queries 

raised with Legal Personal 
Representative

2.0
Issue relevant Legal Personal 
Representative (LPR) cover 

letter with LPR Death-in-
Deferment Claim Notification 
Form and Death of a Deferred 

Member Information Note 

Death-in-Service

Child Pension 
Sub-Process C
(if applicable)

Important:  It is assumed that (1) the deceased, deferred member is married or in a 
civil partnership where Survivor Spouse/Civil Partner benefits are payable and (2) that 
the deceased deferred member’s benefits are not subject to the terms of a Pensions 
Adjustment Order (PAO) issued under the Family Law Schemes. If the deceased 
member’s benefits are subject to the terms of a PAO, the terms of the PAO should be 

carefully reviewed. If necessary, obtain professional advice. 

Refer 
separate 
process

END

Death of a Pensioner

Refer 
separate 
process

Spouse or Civil 
Partner Pension 
Sub-Process B
(if applicable)

Death Gratuity 
Sub-Process A
(if applicable)

END

YES
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END

A5.0
Relevant 

Authority reviews 
documentation 
and liaises with 
Legal Personal 

Representative as 
required 

A6.0
Relevant Authority 

issues 
Acknowledgement 
of Receipt of LOA/

GOP enclosing  
Death Gratuity 

Payment Form and 
Bank Payment 
Mandate Form

A7.0
Final review of all 
documentation 
submitted by 

Legal Personal 
Representative

A9.1
 Death Gratuity 
payee details 

noted and 
recorded

A3.0
Calculate 

Death Gratuity 
amount per 

Circular11/2017

A4.0
Complete  

Death Gratuity  
Statement and 
issue to Legal 

Personal 
Representative 

(LPR)

Legal Personal 
Representative 
(LPR) receives  

Death Gratuity 
Statement to 

assist in 
securing 

Letters of 
Administration 

/ Grant of 
Probate

Legal Personal 
Representative
(LPR) secures 

Letters of 
Administration/

Grant of 
Probate and 

sends to 
Relevant 
Authority

Legal Personal 
Representative
(LPR) receives 

final 
confirmation of  
Death Gratuity 

payment 
amount, 

completes and 
returns both 

forms to 
Relevant 
Authority

Instruction to 
pay Death 
Gratuity 
received

Title                                   Single Scheme Administration Project – Death of a Deferred Member – A. Processing of Death Gratuity
Reference                         SPS.DTH.DOD.PM.02 (Phase 1)
Version Control                 V1.0

Legal Personal 
Representative 
(LPR) receives 

confirmation of  
Death Gratuity 

payment 
amount and 

expected 
payment date

A9.0
Relevant 

Authority issues  
Death Gratuity 

Payment 
Confirmation 
letter to Legal 

Personal 
Representative

A8.0
Instruction to pay  

Death Gratuity 
issued to Payroll/

Finance Unit

START 
Death Gratuity 
Sub-Process A

A2.0
Had member vested 
in the Single Scheme 

on last day of 
pensionable 

employment?

A1.0
Was deceased 
member in the 

Single Scheme with 
another Relevant 

Authority employer 
prior to leaving 

service? 

A1.1
Issue Retained 
SPS Benefits 

Form to former 
employer for 
completion

A1.3
Retained SPS 
Benefits Form 
reviewed and 

validated

A1.4
Calculate overall 
period of Single 

Scheme 
membership for 

which 
contributions 

retained

A1.2
Former RA 

completes and 
returns 

Retained SPS 
Benefits Form

YES

NO YES

END

NO

Important:  It is assumed that (1) the deceased deferred member is married or in a 
civil partnership where Survivor Spouse/Civil Partner benefits are payable and (2) that 
the deceased deferred member’s benefits are not subject to the terms of a Pensions 
Adjustment Order (PAO) issued under the Family Law Schemes. If the deceased 
member’s benefits are subject to the terms of a PAO, the terms of the PAO should be 

carefully reviewed. If necessary, obtain professional advice. 
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Spouse/Civil 
Partner) 

completes and 
returns 

Spouse/Civil 
Partner 

Application 
Form and 

supporting 
information/
cert ificates

B3.1
Calculate overall 
period of Single 

Scheme 
membership for 

which contributions 
retained

B4.0
Issue cover letter,

Spouse/Civil Partner 
Pension Application 
Form and Death of a 
Deferred Member  
Information Note

B5.0
Does review of 

completed application 
prompt init ial queries 

to be raised with Spouse/
Civil Partner

 

Raise init ial 
queries with 
Spouse/Civil 
Partner as 

appropriate
 and validate 

response

YES

B6.1
Add in verified 

deceased deferred 
member Referable 
Pension Amounts 
from earlier Single 

Scheme 
employments 

B6.0
Verify deceased 

deferred member 
Referable Pension 
Amounts earned/

restored in  
employment with 

this Relevant 
Authority

NO

B6.3
Calculate Spouse/

Civil Partner pension 
as one-half of the 

“deceased’s 
pension” 

B6.4
Issue cover letter 
enclosing Spouse/

Civil Partner Benef it 
Statement, Spouse/
Civil Partner Benef it 
Acknowledgement 

Form and Bank 
Payment Mandate 
From to Spouse/

Civil Partner 

B6.5
Spouse/Civil Partner 

completes and 
returns

Acknowledgement 
Form and Payment 

Mandate Form

B6.6
Final review of 
paperwork and 

action issues arising

B7.00
Prepare and issue 

Payment 
Notification Letter 

Spouse/Civil 
Partner  
receives 

confirmation 
of payment 

details.

B7.01
Verified 
benefits 

notified to 
pensions 
payroll

B7.02
Spouse/Civil 

Partner Pension 
Benefit  details 

recorded 

END

B6.2
Total deceased 

member’s Referable 
Pension Amounts 
compiled for all 
employments 

Title                                   Single Scheme Administration Project – Death of a Deferred Member – B. Processing of a Spouse/Civil Partner Pension
Reference                         SPS.DTH.DOD.PM.03 (Phase 1)
Version Control                 V1.0

B1.0
Does deceased deferred 

member have a 
surviving Spouse/Civil 

Partner? 

START 
Spouse/Civil Partner 

Sub-Process B

Important:  It is assumed that (1) the deceased deferred member is married or in a 
civil partnership where Survivor Spouse/Civil Partner benefits are payable and (2) that 
the deceased deferred member’s benefits are not subject to the terms of a Pensions 
Adjustment Order (PAO) issued under the Family Law Schemes. If the deceased 
member’s benefits are subject to the terms of a PAO, the terms of the PAO should be 

carefully reviewed. If necessary, obtain professional advice. 

B3.0
Was deceased deferred 
member vested in Single 

Scheme on leaving 
pensionable 

employment? 

END

NO NO

YES

B2.0
Verified pension 

details from other 
employments 

collated

YES YES
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Applicant 
completes and 
returns Child 

Pension 
Application 
Form and 

supporting 
information/
cert ificates

C3.1
Calculate overall 
period of Single 

Scheme 
membership for 

which contributions 
retained

C4.0
Issue appropriate  

cover letter,
Child Pension 

Application Form 
and Death of a 

Deferred Member  
Information Note

C5.0
Does review of 

completed application 
prompt init ial queries 

to be raised with 
applicant?

 

Raise init ial 
queries with 

applicant
 and validate 

response

YES

C6.3
Calculate Child 

pension as a 
fract ion of the 
“deceased’s 

pension” 

C6.4
Issue cover letter 
enclosing  Child 
Pension Benef it 
Statement, Child 
Pension Benef it 

Acknowledgement 
Form and Bank 

Payment Mandate 
Form to applicant 

C6.5
Applicant 

completes and 
returns Child 

Pension Benef it
Acknowledgement 

Form(s) and 
Payment Mandate 

Form(s)

C6.6
Final review of 
paperwork and 

action issues arising

C7.00
Prepare and issue 

Payment 
Notification Letter 

applicant 

Applicant  
receives 

confirmation 
of payment 

details 

C7.01
Verified 
benefits 

notified to 
pensions 
payroll

C7.02
Child Pension 
Benefit  details 

recorded 

END

Title                                   Single Scheme Administration Project – Death of a Deferred Member– C. Processing of a Child Pension
Reference                         SPS.DTH.DOD.PM.04 (Phase 1)
Version Control                 V1.0

START 
Child Pension 
Sub-Process C

C6.1
Add in verified 

deceased deferred 
member Referable 
Pension Amounts 
from earlier Single 

Scheme 
employments 

C6.0
Verify deceased 

deferred member 
Referable Pension 
Amounts earned/
restored to date in 

current 
employment

C6.2
Total deceased 

deferred member’s 
Referable Pension 
Amounts compiled 

for all employments

NOC1.0
Does deceased deferred 

member have eligible 
children?  

C3.0
Was deceased deferred 
member vested in Single 

Scheme on leaving 
pensionable 

employment? 

END

NO NO

B2.0
Verified pension 

details from other 
employments 

collated

YES YES

 


