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Local Government Pension Scheme – update form	
This form can be used to let us know of a change to your address, name, or partnership status.

How to complete this form
In all cases, begin by completing section 1 to confirm your personal details and the change you are informing us about. You can use this form to tell us about more than one change. You do not need a separate form, and you only need to complete the section(s) for the change(s) you want to tell us about. Once you have fully completed the relevant sections, move to section 5.

It’s very important that you complete this form correctly and you sign and date it. We won’t be able to make the change(s) you have requested if the form has not been completed correctly.

Accompanying documents
If you are informing us about a change of name or partnership status, you will need to provide us with a photocopy of the required document(s), as detailed in section 3 and section 4.

Updating your record
[bookmark: _Int_1JiCIPEy][bookmark: _Int_F6aqhdoy]To change your address, you can inform us up to 30 days in advance of the change. If you are telling us of a change in advance, please ensure you advise us in the appropriate box when we can start using your new details. In all other cases, we will make the change to your record as soon as possible. Once we receive this form, it can take up to 5 working days to update your pension record. Please allow for this time when you make the request.

Online pension account
If you’re already registered for your online pension account, you can update your address or contact details in the ‘Details and settings’ section of your dashboard – no need to complete this form.
Simply visit:
· pensions.cambridgeshire.gov.uk or
· pensions.westnorthants.gov.uk

Click the ‘Log in’ the button on the top right of the page. 
If you haven’t registered yet, select ‘Sign up’ and follow the on-screen instructions.
Where do I send the completed form?
The completed form can be returned either by:

· securely uploading it to your online pension account; or
· scanning and emailing it to pensions@westnorthants.gov.uk , it’s recommended that you password protect any documentation that has personal information if possible; or
· sending it to Pensions Service, West Northamptonshire Council, One Angel Square, Angel Street, Northampton NN1 1ED






Section 1 – Personal details

	[bookmark: _Hlk106178190]Question
	Answer

	Full name (if you are telling us about a name change, enter the name we currently have on your pension record)
	

	[bookmark: _Int_0Vdu2JkH]Previous surname(s)
	

	Date of birth
	

	National insurance number
	

	Address (if you are telling us about an address change, enter the address we currently have on your pension record)
	

	New Home email address
	

	[bookmark: _Int_9FLLwy0E]Previous email address
	

	Home phone number
	

	Mobile phone number
	

	Employer / former employer
	



[bookmark: _Hlk106179471]What change(s) are you telling us about:
	Question
	Answer Yes/No

	Address (complete section 2)
	

	Email address (complete section 5)
	

	Name (complete section 3)
	

	Partnership status (complete section 4)
	



Section 2 – Change of address

	Question
	Answer

	What is the earliest date we can start using your new address (you can tell us about a change of address up to 30 days in advance)
	

	New address
	




Section 3 – Change of name

	Question
	Answer

	Your new name (name we should use going forward)
	



We require an accompanying document to show the name change. Please confirm which document you will be supplying a photocopy of:
	Question
	Answer Yes/No

	Deed poll certificate
	

	Marriage certificate
	

	Civil partnership certificate
	

	Birth certificate
	

	Passport
	

	Driving licence photo card
	

	Decree absolute
	

	Dissolution certificate
	

	Gender recognition certificate (only needed if you have not been issued a new birth certificate)
	



[bookmark: _Int_4pc6XhES]Important – If the accompanying document does not include the name you want to use going forward, as well as the name we currently hold on your records, you will need to provide a further document to show the name change. For example, if your pension record is currently in your maiden name of ‘Smith’ and you want to change your name to your current married name ‘Jones’, but the marriage certificate you provide shows your previous name was ‘Taylor’, you will need to provide a further document evidencing the change of name from ‘Smith’ to ‘Taylor’.

If you are also reporting a change in partnership status, please complete section 4.

Section 4 – Change of partnership status

Please confirm the change of partnership status you are telling us about:

	Question
	Answer Yes/No

	Divorce /annulment and enclose a copy of the decree absolute
	

	Dissolution of civil partnership and enclose a copy of the dissolution order
	

	Marriage and enclose a copy of my marriage certificate
	

	Entering a civil partnership and enclose a copy of the civil partnership certificate
	



If you are also reporting a change in name, please complete section 3.



Section 5 – Declaration

This must be completed in all circumstances.

· I ask that you make the requested change(s) and I have included copies of the necessary documents to make my request.
· I understand that:
· The Pensions Service cannot be held responsible if this form is completed incorrectly and that an incomplete or incorrectly completed form may delay my request.
· That it may take up to 5 working days to update my pension record with the requested change(s).


	Question
	Answer

	Name
	

	Signature (only needed if the form is returned by post or email)
	

	Date
	



The Cambridgeshire Pension Fund and Northamptonshire Pension Fund are responsible for looking after your personal information under data protection laws. This means we keep your data safe and only use it when we need to provide pension services.
Sometimes we must share your information with other organisations so we can meet our legal duties. We only share it when it's necessary and appropriate.
You can find more details about: 
· how we use your data
· who we share it with
· what your rights are 
on the ‘How we look after your data’ page on our website.
	
	
	



If needed, this information is available in other formats and language
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