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Gloucestershire Local Government Pension Fund 

Pension Administration Strategy  
(Operative from 1

st
 April 2017) 

Introduction & Purpose 

 
It is recognised by the Secretary of State that for the administration of the Local 
Government Pension Scheme (LGPS) to be improved and costs reduced, Employers and 
Administering Authorities must co-operate closely and provide sufficient resource to 
ensure that their statutory obligations are met. The purpose of this Administration Strategy 
is therefore to recognise those responsibilities and to set out the time scales within which 
tasks should be completed. This will subsequently improve the flow of information between 
Employers and Gloucestershire Pension Fund (as Administering Authority), ensuring that 
those obligations are met, and ultimately that costs are kept to a minimum and that 
scheme members receive accurate and timely payment/notification of their entitlements. 
The Administering Authority has assigned responsibility for the management and 
administration of the Gloucestershire Pension Fund to the Pension Committee. 

1. The Regulations 

 
1.1 The Pension Administration Strategy is concerned with ensuring that Gloucestershire 
Pension Fund runs smoothly for its member’s employer organisations and Gloucestershire 
Pension Fund.  
 
1.2 The Pension Administration Strategy is made in accordance with Regulation 59 of the 
Local Government Pension Scheme Regulations 2013 which states, amongst other things 
that:  

59.(1) An administering authority may prepare a written statement of the authority's 
policies in relation to such of the matters mentioned in paragraph (2) as it considers 
appropriate ('its pension administration strategy') and, where it does so, paragraphs 
(3) to (7) apply.  
 
(2) The matters are:  

(a) procedures for liaison and communication with Scheme employers in 
relation to which it is the administering authority ('its Scheme employers'); 

(b) the establishment of levels of performance which the administering authority 
and its Scheme employers are expected to achieve in carrying out their Scheme 
functions by: 

i) the setting of performance targets 
ii) the making of agreements about levels of performance and associated 

matters, or 
iii) such other means as the administering authority considers appropriate 
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(c) procedures which aim to secure that the administering authority and its 
Scheme employers comply with statutory requirements in respect of those 
functions and with any agreement about levels of performance; 

(d) procedures for improving the communication by the administering authority 
and its Scheme employers to each other of information relating to those 
functions; 

(e) the circumstances in which the administering authority may consider giving 
written notice to any of its Scheme employers under regulation 70 (additional 
costs arising from Scheme employer’s level of performance) on account of that 
employer’s unsatisfactory performance in carrying out its Scheme functions 
when measured against levels of performance established under sub-paragraph 
(b); 

(f) the publication by the administering authority of annual reports dealing with: 

(i) the extent to which that authority and its Scheme employers have 
achieved the levels of performance established under sub-paragraph 
(b), and 

(ii) such other matters arising from its pension administration strategy as 
it considers appropriate; and 

(g) such other matters as appear to the administering authority, after consulting 
its Scheme employers  and such other persons as it considers appropriate, to 
be suitable for inclusion in that strategy.  

1.3 The Pension Administration Strategy is published to Gloucestershire Pension Fund's 
Scheme employers and to the Secretary of State. 
 
 

2. The strategy  

 

2.1 Procedures for liaison and communication with Scheme employers  

 
2.1.1 The employer will nominate a person to act as the 'employer representative' and 
Gloucestershire Pension Fund 's primary contact. The employer will notify Gloucestershire 
Pension Fund who that person is and ensure that changes of nominated person are 
notified to Gloucestershire Pension Fund immediately.  
 
2.1.2 Gloucestershire Pension Fund employs a multi-channel approach to liaison and 
communication with Scheme employers to ensure that employer needs are constantly and 
consistently met.  
 
2.1.3 Channels include:  

 The ' Gloucestershire Pension Fund Employers Web Site', that gives access to: 

o information about Gloucestershire Pension Fund and the Local Government 
Pension Scheme 
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o administration forms to download, print and use as needed  
 

o contact information for key Gloucestershire Pension Fund representatives 
who can inform and liaise with employers on the scheme and its application 
to individual cases  
 

 Gloucestershire Pension Fund issues information by e-mail to the nominated 
contact for pensions at each organisation.  

 Employer representatives can distribute pension information as appropriate to 
relevant staff within their organisation with a view to ensuring the smooth operation 
of the scheme within their organisation. The employer representative should always 
be mindful of the confidentiality of some correspondence 
 

 Employer update seminars are held twice yearly (usually during January and June) 
covering scheme development issues and providing the opportunity for Employers 
to field any questions/queries 

2.2 Levels of performance  
 
2.2.1 Gloucestershire Pension Fund and Scheme employers must have regard to the 
current version of the Pension Administration Strategy when carrying out their functions.  
 
Levels of performance for Scheme employers and the administering authority 
 
2.2.2 The employer must supply notifications (or approved alternatives) to Gloucestershire 
Pension Fund as follows:  

i. New starters (FORM: Employer pension starter notification): within 5 weeks 
of the employee joining. 

ii. Change in member's details (FORM: LGPS con-change): within 5 weeks of 
the event. 

iii. Early leavers (FORM: leaver1): within 5 weeks of the employee leaving. 

iv. Retirement Notifications (FORM: leaver1) and all other required documents) 
must be received by Gloucestershire Pension Fund on or before 5 working 
days after the last day of employment. 

v. Death in active membership (FORM: leaver1): within 5 working days of the 
death of the member.  

2.2.3 Great care must be taken to avoid breaking The Occupational Pension Schemes 
(Disclosure of Information) Regulations 2013. For example, where a retirement takes place 
before normal pension age, leaver1 form must be received by Gloucestershire Pension 
Fund no later than one month after the date of retirement. Where a retirement takes place 
on or after normal pension age, Gloucestershire Pension Fund must receive leaver1 form 
no later than 10 working days after the date of retirement. The above timeframes within 
2.2.2 are therefore to allow us to ensure compliance with the Disclosure Regulations in 
relation to all scheme member matters. 
 
2.2.4 Each employer in the fund will provide Gloucestershire Pension Fund with a monthly 
statement reconciling to the total contributions paid. This statement must be received by 
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the Pension Fund before the payment of the contribution is made. The format of this 
statement is stipulated by Gloucestershire Pension Fund and contains information as 
detailed in the LGPS Regulations 2013. It also provides assistance to the employer by 
validating the calculations.  A separate spreadsheet is available for employees utilising the 
50/50 scheme and both can be obtained from the 'Gloucestershire Pension Fund 
Employers Web Site'. The deadline for receipt of these statements is no later than the 10th 
day of the month following the month in which contributions have been deducted. Where 
the 10th falls on a weekend or bank holiday, the due date becomes the last working day 
prior to 10th. 
 
2.2.5 Employers will provide Gloucestershire Pension Fund with a year-end data return as 
at 31 March each year in an approved format no later than *31 May of that year. The 
return must be balanced by the employer against the employee and employer contribution 
payments made for that financial year. *Please note that in the year of the Triennial 
Valuation, this date may need to be brought forward. Any such change will be notified in 
advance to your nominated person. 
 
2.2.6 The scheme employer is responsible for ensuring that employee and employer 
contributions are deducted at the correct rate and on the correct pensionable pay.  This 
includes contributions due on leave of absence with reduced or no pay, maternity leave 
contributions, contributions relating to the 50/50 option and any other contributions due to 
the Gloucestershire Pension Fund or requested by the Gloucestershire Pension Fund. 
 
2.2.7 The employer is responsible for exercising the discretionary powers given to 
employers by the regulations. The employer is also responsible for publishing its policy in 
respect of the key discretions as required by the regulations to its employees.  
 
2.2.8 Gloucestershire Pension Fund is not responsible for verifying the accuracy of any 
information provided by the employer for the purpose of calculating benefits under the 
provisions of the Local Government Pension Scheme and the Discretionary Payments 
Regulations. That responsibility rests with the employer.  
 
2.2.9 Any over payment of benefits resulting from inaccurate information supplied by the 
employer shall be recovered from the employer.  
Similarly, where Gloucestershire Pension Fund are required to revise their calculations 
due to incorrect notification of information by the employer, Gloucestershire Pension Fund 
reserves the right to pass on the administrative costs of processing that revision.  
 
2.2.10 In the event of Gloucestershire Pension Fund incurring costs or being fined by e.g. 
The Pensions Regulator, as a result of an employer's action or inaction (e.g. the failure to 
notify a retirement within the time limits described above), this charge will be passed on to 
the relevant employer.  
 
2.2.11 Under the Data Protection Act 1998, the employer will protect from improper 
disclosure any information about a member contained (where applicable) on any item sent 
from Gloucestershire Pension Fund. It will also only use information supplied or made 
available by Gloucestershire Pension Fund for the operation of the Local Government 
Pension Scheme.  
 
Levels of performance for Gloucestershire Pension Fund  
 
2.2.12 Gloucestershire Pension Fund will make available/ issue forms, newsletters, 
booklets and such other materials as are necessary for the administration of the Scheme.  
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2.2.13 Gloucestershire Pension Fund will support employers in running the Local 
Government Pension Scheme by:  

i. providing information, interpretation and assistance on the scheme and its 
administration. 

ii. distributing regular technical information.  

2.2.14 Working co-operatively with employers, Gloucestershire Pension Fund aims to:  

i. in relation to retirements; pay retirement grants within 10 working days of 
receipt of all the relevant required paperwork  

ii. in relation to deaths in service; pay the death gratuity within 3 working days 
of receipt of all the relevant required paperwork  

iii. provide employer requested estimates within 15 working days of request 
from employer 

iv. send Annual Benefit Statements (ABS’s) to scheme members in accordance 
with the specified timeframes within the LGPS Regulations following the 
relevant end of financial year, (subject to timely receipt of all required 
notifications under 2.2.2. and a balanced year-end return as stated in 2.2.5)  

2.2.15 Gloucestershire Pension Fund will produce benefit illustrations for members each 
year where the employer has submitted useable and accurate year-end financial data.  
 
2.2.16 Gloucestershire Pension Fund will supply any information to employers necessary 
to ensure the smooth running of the pension fund.  
 
2.2.17 Gloucestershire Pension Fund will work with employers to ensure that retirement is 
as smooth a process as possible for the member and employer.  
 
2.2.18 Under the Data Protection Act 1998, Gloucestershire Pension Fund will protect from 
improper disclosure any information held about a member. Information held will be used by 
Gloucestershire Pension Fund for the operation of the Local Government Pension 
Scheme.  
 
2.2.19 Gloucestershire Pension Fund is responsible for exercising the discretionary 
powers given to it by the regulations. Gloucestershire Pension Fund is also responsible for 
publishing its policy to its members in respect of the key discretions as required by the 
regulations.  
 
2.2.20 Gloucestershire Pension Fund aims to provide a service to members that meet the 
requirements of the Occupational Pension Schemes (Disclosure of Information) 
Regulations 2013.  
 
2.2.21 The Gloucestershire Pension Fund will contact all scheme employers throughout 
the financial year, depending on their year end reporting date, to establish requirements 
for an annual pension liability report produced by the Fund’s actuary. These reports are 
required under the relevant International Accounting Standards (IAS) or Financial 
Reporting Standards (FRS) for inclusion in the employer’s annual Report & Accounts. For 
those wishing to commission such a report, the Gloucestershire Pension Fund will provide 
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all the necessary documentation as provided by the Fund’s actuary; the cost of obtaining 
this report will be recharged to the employer. Employers who fail to meet the advised 
deadlines of this exercise may incur a further actuarial charge due to the nature of the bulk 
discount fee obtained by the Fund. 
 
2.2.22 Where employers who are admitted bodies to the Fund are required to hold an 
indemnity bond, the Gloucestershire Pension Fund will request, from the Fund’s actuary, 
revised bond valuations in accordance with the employer’s Admission Agreement. 
Indemnity bonds are normally reviewed annually and the standard renewal date is 1st April. 
Where an employer is required to obtain a new or revised bond they will be given a 
minimum of 20 working days notice by the Gloucestershire Pension Fund. The actuary 
cost of obtaining the bond valuation will be recharged to the employer. 
 

2.3 Payments by Scheme employers to Gloucestershire Pension Fund 
 
2.3.1 Scheme employers will make all payments required under the Local Government 
Pension Scheme, and any related legislation, promptly to Gloucestershire Pension Fund 
and/or its Additional Voluntary Contribution providers (Prudential / Phoenix Life) as 
appropriate. 

 Payment Dates      
Contributions can be paid over at any time but the latest date for cleared 
funds to be received is the 19th of the month immediately following the month 
in which deductions were made. For example contributions deducted in April 
must be received by Gloucestershire Pension Fund by 19th May at the latest. 
Where the 19th falls on a weekend or Bank Holiday, the due date becomes 
the last working day prior to the 19th. 
Similarly, the employer will pay any Additional Voluntary Contributions to the 
relevant AVC Provider within the same timeframe.  

 Late Payment  
Under the Pensions Act 1995, the Pensions Regulator may be notified if 
contributions are not received in accordance with the regulators code of 
practice, as described above.  

 Monthly Contribution  - Payment Method 
Apart from Additional Voluntary Contributions, all other Contributions  should 
be paid to the Gloucestershire Pension Fund’s bank account, by Direct Debit 
or BACS. The payment should match the in-month return(s) for the employer 
and a summary document should be sent if the payment covers two returns 
or more. 

 
 Secondary(deficit) Contribution 

It is expected that secondary (deficit) contribution payments will be included 
on the monthly return when payment is made with the normal monthly 
contributions. 
 

 Invoice - Payment Method  
Payments of invoices raised by the Pension Fund are due immediately upon 
receipt and must be made separate to any contribution payment that is due. 
The payment should be paid to the Gloucestershire’s Pension Fund’s bank 
account, by BACS quoting invoice details. 
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 Remittance Advices  
Employers must submit a remittance advice with each payment to the 
Gloucestershire Pension Fund (email address: 
peninv@gloucestershire.gov.uk).  Employers who are paying monthly 
contributions must provide the statement as detailed in paragraph 2.2.4 
above. 

 

2.4 Additional costs incurred as a result of Scheme employer's level of 
performance  
 
2.4.1 Gloucestershire Pension Fund will charge the scheme employer an administrative 
fee, for chasing any overdue/outstanding documentation or overdue payment, of £6 
subject to VAT in relation to each item, each time it is chased.  
Payments paid into Gloucestershire County Council’s bank account rather than the 

Pension Fund’s bank account will be subject to an administration fee of £6 subject to VAT. 

Any other additional charges imposed by the Bank to transfer these payments will also be 

passed on to the employer. 

 
In addition, where additional costs have been incurred by Gloucestershire Pension Fund 
because of the Scheme employer's level of performance in carrying out its functions under 
the LGPS, the additional costs will be recovered from that Scheme employer.  Costs 
subject to VAT will be based on a time and materials basis 
 
2.4.2 Gloucestershire Pension Fund will give written notice to the Scheme employer 
stating -  

i. the reasons for the additional cost incurred;  

ii. that the Scheme employer should pay the additional costs attributable to that 
authority's level of performance;  

iii. the basis on which the specified amount is calculated; and  

iv. the relevant provisions of the Pension Administration Strategy under which 
the additional costs have arisen.  

Additional costs incurred will be collated and invoiced each 6 months. 

 
2.4.3 Any disagreement regarding the amount of additional cost being recovered, which 
cannot be resolved between the employer and Gloucestershire Pension Fund, will be 
decided by the Secretary of State who will have regard to -  

I. the provisions of the pension administration strategy that are relevant to the 
case; and 

II. the extent to which Gloucestershire Pension Fund and the Scheme employer 
have complied with those provisions in carrying out their functions under 
these Regulations.  

2.5 Interest on late payments 
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2.5.1 In accordance with the LGPS Regulations, interest may be charged on any amount 
overdue from a Scheme employer by more than one month.  
 
2.5.2 Interest will be calculated at one percentage point above base rate on a day to day 
basis from the due date to the date of payment and compounded with three-monthly rests.  
 

3. Review of the Pension Administration Strategy 
 
3.1 The Pension Administration Strategy will be kept under review by the Gloucestershire 
Pension Fund’s Pension Committee.  
 
3.2 The Pension Committee’s relationship with Scheme employers including details on 
communication, governance, skills and knowledge, etc, is contained within the following 
documents: Communications Policy; Governance Policy; Governance Compliance 
Statement. All these documents are available on Gloucestershire Pension Fund’s website 
www.gloucestershire.gov.uk/pensionsinvestments.  
 
3.3 Employers may make suggestions to improve the Pension Administration Strategy for 
consideration by Gloucestershire Pension Fund at any time.  
 
3.4 Gloucestershire Pension Fund will revise the Pension Administration Strategy after 
consulting with Scheme employers and any other persons considered appropriate 
following a material change in any policy covered in the strategy. When the 
Gloucestershire Pension Fund publishes its Strategy or a revised Strategy it will send a 
copy to each of its Scheme employers and to the Secretary of State.  
 
3.5 Employers are welcome to discuss any aspect of the Pension Administration Strategy 
with Gloucestershire Pension Fund at any time. Employers are welcome to visit 
Gloucestershire Pension Fund at any time, subject to notice. 

3.6 The Gloucestershire Pension Fund Annual Report will give details of the extent to 
which the Administering Authority and Employers have achieved the levels of performance 
as detailed in the Administration Strategy as well as such other matters from the 
Administration Strategy it considers important. 
 
 

4. Employer contribution rates and administration costs  
 
4.1 Employers' contribution rates are not fixed. Employers are required to pay whatever is 
necessary to ensure that the portion of the fund relating to their organisation is sufficient to 
meet its liabilities.  
 
4.2 Gloucestershire Pension Fund has an actuarial valuation undertaken every three years 
by the Fund's actuary. The actuary balances the fund’s assets and liabilities in respect of 
each employer, and assesses the appropriate minimum contribution rate for each 
employer to be applied for the subsequent three years.  
 
4.3 The cost of running Gloucestershire Pension Fund is charged directly to the Fund, and 
the actuary takes these costs into account in assessing the employers' contribution rates.  
 
4.4 If an employer wishes Gloucestershire Pension Fund to carry out any employer 
specific work, Gloucestershire Pension Fund reserves the right to make a reasonable 

file:///E:/Als%20Stuff/Documents%20and%20Settings/Documents%20and%20Settings/gburrow/Local%20Settings/Temporary%20Internet%20Files/Local%20Settings/Temporary%20Internet%20Files/Content.IE5/U8K6BQL4/www.gloucestershire.gov.uk/pensionsinvestments
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charge to cover the administration involved, where appropriate. Gloucestershire Pension 
Fund would always discuss such matters with the employer before any work commenced. 


