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Title                                   Single Scheme Administration Project – Death of a Pensioner – Notification of Death
Reference                         SPS.DTH.DOP.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?

END

Death-of-Pensioner

Death of a  Deferred

Important:  It is assumed that (1) the deceased member is married or in a civil 
partnership where Survivor Spouse/Civil Partner benefits are payable and (2) that the 
deceased 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-in-Service

Refer 
separate 
process

Spouse/Civil Partner
Pension 

Sub-Process A 
(if applicable)

2.0
Has deceased 

Pensioner been removed from 
the Pensions Payroll? 

Instruction to remove 
member from Payroll

NO

3.0
Is deceased Pensioner 

a ret ired 
staff-member? 

YES

Spouse/Child Pensions 
ceases on death of 

beneficiary

NO

END

Child 
Pension 

Sub-Process B 
(if applicable)

YES

 

 



 

 

Single Scheme – Death of a Pensioner– A. Processing of a Spouse/Civil Partner Pension       SSAP – Phase 1
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SPS.DEA.DOP.PM.02 (Phase 1)

Applicant 
completes and 

returns 
Spouse/Civil 

Partner 
Pension 

Application 
Form and 

supporting 
information/
cert ificates

Important:  It is assumed that (1) the deceased member is married or in a civil 
partnership where Survivor Spouse/Civil Partner benefits are payable and (2) that the 
deceased 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. 

END

A2.0
Issue cover letter,

Spouse/Civil Partner 
Pension Application 
Form and Death of a 

Pensioner 
Information Note

A3.0
Does review of 

completed application 
prompt init ial queries 

to be raised with 
applicant?

 

A3.1
Raise init ial 
queries with 
applicant as 
appropriate
 and validate 

response

YES

A5.0
Verify deceased 

Pensioner’s Annual 
Pension in payment 

on date of death 

NO

A5.1
Calculate Spouse/

Civil Partner Pension 
as one-half of the 

deceased 
Pensioner’s annual 

pension 

A5.2
Issue cover letter 
enclosing Spouse/

Civil Partner  
Statement,  

Acknowledgement 
Form and Bank 

Payment Mandate 
From to applicant 

A5.3
Applicant completes 

and returns
Acknowledgement 
Form and Payment 

Mandate Form

A6.0
Final review of 
paperwork and 

action issues arising

A7.00
Prepare and issue 

Payment 
Notification Letter 

Applicant  
receives 

confirmation 
of payment 

details.

A7.01
Verified 
benefits 

notified to 
pensions 
payroll

A7.02
Spouse/Civil 

Partner Pension 
Benefit  details 

recorded 

END

Title                                   Single Scheme Administration Project – Death of a Pensioner – A. Processing of a Spouse/Civil Partner Pension
Reference                         SPS.DTH.DOP.PM.02 (Phase 1)
Version Control                 V1.0

A1.0
Does deceased 
Pensioner have 

surviving Spouse/Civil 
Partner?

NO

YESSpouse or Civil Partner 
(Sub-Process A)

Verify 
deceased 

Pensioner’s 
Annual 

Pension in 
payment

A4.0
Is Spouse/Civil Partner 

elig ible 
for a pension? 

YES

END

NO



 

 

Single Scheme – Death of a Pensioner – B. Processing of a Child Pension      SSAP – Phase 1
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SPS.DEA.DOP.PM.03 (Phase 1)

Applicant 
completes and 
returns Child 

Pension 
Application 
Form and 

supporting 
information/
cert ificates

END

B2.0
Issue cover letter,

Child Pension 
Application Form 

and Death of a 
Pensioner 

Information Note

B3.0
Does review of 

completed application 
prompt init ial queries 

to be raised with 
applicant

 

B3.1
Raise init ial 
queries with 
applicant as 
appropriate
 and validate 

response

YES

B5.0
Verify deceased 

Pensioner’s Annual 
Pension in payment 

on date of death 

NO

B5.1
Calculate Child 

Pension as a 
fract ion of the 

deceased 
Pensioner’s annual 

pension 

B5.2
Issue cover letter 

enclosing Child 
Statement, 

Acknowledgement 
Form and Bank 

Payment Mandate 
From to applicant 

B5.3
Applicant completes 

and returns
Acknowledgement 
Form and Payment 

Mandate Form

B6.0
Final review of 
paperwork and 

action issues arising

B7.00
Prepare and issue 

Payment 
Notification Letter 

Applicant  
receives 

confirmation 
of payment 

details.

B7.01
Verified 
benefits 

notified to 
pensions 
payroll

B7.02
Child Pension 
Benefit  details 

recorded 

END

Title                                   Single Scheme Administration Project – Death of a Pensioner – B. Processing of a Child Pension
Reference                         SPS.DTH.DOP.PM.03 (Phase 1)
Version Control                 V1.0

B1.0
Does deceased 
Pensioner have 

elig ible children?

NO

YESChild Pension 
(Sub-Process B)

B4.0
Is Child applicant eligible 

for 
a pension? 

END

YES

NO



 

 

 


