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Leadership Advisory Panel 
10.00am, Tuesday, 31 March 2020 

 
Lothian Pension Fund – Administration Strategy  
 

  

  
 

1.  Recommendations 

 

 

Stephen S. Moir 
Executive Director of Resources 
 
Contact: Erin Savage, Pensions Operations & Development Manager, Lothian Pension Fund 

E-mail: erin.savage@edinburgh.gov.uk | Tel: 0131 529 4660  
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Policies and Strategies 
 

2. Executive Summary 

 

 

3. Background 

 

• deliver a high-quality pension service to Scheme members; and 
• continually develop and improve efficient working arrangements. 

 

 

4. Main Report 
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Process Information required Timescale 
Retirement Completed retiral form and 

where appropriate also 
upload: 

• signed letter 
authorising early 
payment of benefits 
completed by 
authorised signatory 

• previous year’s pay 
information via 
spreadsheet found on 
Go Anywhere (if a 
certificate of 
protection is held)  

At least 20 working days 
before the member’s 
date of leaving. 

Ill Health Retirement Completed retiral form and 
signed ill-health certificate 
completed by approved IRMP 

No later than 5 working 
days after the 
member’s date of 
leaving 

Early leaver 
(where the member is age 
55 or over please process 
as a retirement) 

Completed early leaver form 
or cancellation of membership 
form as appropriate and also 
upload previous year’s pay 
information if a certificate of 
protection is held 
 

No later than 20 
working days after the 
member’s date of 
leaving 

Death in Service Completed death in service 
form and upload a certified 
copy of death certificate if 
available 

No later than 10 
working days after the 
member’s date of death 

Queries raised/further 
information requested by 
the Fund in dealing with a 
member’s retirement 

Any further information as 
required should be provided 
using the online secure 
message form.   

No later than 5 working 
days after request for 
information has been 
sent to the employer 

Any other queries (except 
those relating to year end) 

Any further information as 
required, using the online 
secure message form or other 
online forms or uploaded 
documents as applicable. 

No later than 10 
working days after the 
query has been sent to 
the employer 
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5. Financial impact 

 

6. Stakeholder/Regulatory Impact 

 

 

7. Background reading/external references 

 

8. Appendices 

8.1 None. 
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