MEMBER COMMENCES EMPLOYMENT
	All employees with a contract of three months or more should automatically be brought for the Scheme, unless they opt out in writing.






                                                                       

                                                          





FORMS COMPLETED DURING MEMBERSHIP
Event                                                             Action



                        Break starts




                       


 Break ends



MEMBER LEAVES EMPLOYMENT



Yes




No


Yes


    No



     
Yes



 
No


Yes



    No


Yes



  Yes


No



Yes

  No




No





Yes





                   No       

               


New employee wishes to join Scheme





New employee does not wish to join Scheme





Employee completes LGS 1, Section 1.


Employer completes


Section 2.





Employee completes LGS 2





Employer retains LGS 2 on employee’s personnel file.





Employer sends LGS 1 to NILGOSC within 10 working days of joining





Employer completes 


LGS 25





Unpaid leave, career break, unpaid sick leave, unpaid absence - strike, reserve forces service.





SEND COMPLETED FORMS TO NILGOSC WITHIN TWO WEEKS OF EVENT





Employee’s personal details change, e.g. marital / partnership status or address details





Change in contractual hours or weeks, e.g. hours are increased or reduced





Member completes LGS 24





Employer completes LGS 34





Employer completes LGS 35





Complete LGS 10 & 15





Opts out of Scheme (still in employment)





Complete LGS 15 & 16





Is member aged 65+?





Is member aged 60+ with more than 3 months membership?





Is member aged between 55 and 59 and retiring with employers consent?





Is member aged 55+ and retiring on efficiency or redundancy grounds?





Has NILGOSC doctor confirmed permanent ill-health?





Is member leaving due to ill-health and has scheme membership for at least one year?





Complete LGS 22





Is member transferring to another Scheme employer?





Complete LGS 15 and new employer completes LGS1





Has member died?





Complete LGS 15 





Notify NILGOSC of the death and complete LGS 15 





SEND COMPLETED FORMS TO NILGOSC WITHIN FIVE WORKING DAYS OF LEAVING DATE AND LGS 16 THREE MONTHS IN ADVANCE OF RETIREMENT











