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EXECUTIVE SUMMARY
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motivated to do so.
This policy sets out when staff can choose to retire and the process for requesting to work
beyond it, with the overall aim of providing a clear understanding for all staff within the
Trust of the process and options available to them as they approach retiring age.
This policy applies to employees employed on substantive contracts only and does not
apply to bank workers, agency workers or contractors.
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Guiding principles of our workforce policies
We are committed to improving staff experience and wellbeing, making sure our staff
feel valued, supported and cared for. As part of this we want to do everything possible to
ensure our policies are progressive, easy to understand and are used and applied in a
fair and meaningful way. We also want to ensure our policies support staff even in
difficult or challenging circumstances, facilitating decisions being made with
transparency and impartiality.

1.

Introduction
The Trust recognises that retirement from work is a significant event for
employees, usually marking a major change in lifestyle and providing the
opportunity to pursue other interests. While many employees wish to make a
complete break from their working lives on retirement others may wish to take a
staged approach. The Trust is committed to providing such employees with a
range of options around retirement, using the flexibility of the Pension Scheme,
where appropriate.

1.1

Definitions
The NHS Pension Scheme was amended in April 2015 and is now in three
components known as the 1995 and 2008 Sections and the 2015 Scheme. Some
of the provisions of the scheme vary depending on which section/ scheme the
employee is in. The Pension Scheme Guides, factsheets and forms are available
online from www.nhsbsa.nhs.uk/pensions.

1.1.1 Trust Retirement Age
The Trust does not operate a mandatory retirement age, therefore the decision
about whether to retire is a matter for each individual employee. As of 1st October
2011 there is no legal retirement age. When you ‘retire’ from work you are in fact
resigning. Accessing your pension and retiring / resigning from work are separate
processes.
1.1.2 NHS Pension Retirement Age
The minimum pension age changed from 50 to 55 for any member who joined the
NHS Pension Scheme for the first time on or after 6 April 2006, or who rejoined on
or after 6 April 2006 and had previously left before 1 April 2000. With effect from 1
April 2008, the maximum membership age is 75 with a membership limit of 45
years.
1.1.3 1995 Section
Under the 1995 Section of the NHS Pension Scheme, normal age retirement is at
age 60. Minimum pension age is 50 for members who joined before 6 April 2006
and have not had a break of 5 years or more. The minimum pension age is 55 for
members who joined on or after 6 April 2006.
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1.1.4 2008 Section
The 2008 Section of the NHS Pension Scheme allows normal age retirement at
age 65. Members can opt for voluntary early retirement from age 55 but should
ensure they have checked the financial implications of doing so.
1.1.5 2015 Scheme
The 2015 Scheme of the NHS Pension Scheme has a normal age retirement
linked to your State Pension age, or age 65, if that is later.
You can calculate your State Pension age by using the calculator available at:
www.gov.uk/calculate-state-pension
Members can opt for voluntary early retirement from age 55 but should ensure they
have checked the financial implications of doing so.
It is recognised that some staff may be in more than one of these schemes so
should, therefore, contact the Trust’s Pension Team to discuss options:
pensions@sussexpartnership.nhs.uk.
1.1.6 Pension Age for Special Classes
Certain groups of staff who were members of the scheme before 6 March 1995 are
known as the special classes. They are:
•

•

Special Class Status (SCS) is applicable to staff who are members of the 1995
Section of the NHS Pension scheme who work as a Nurse, Midwife, Health Visitor
or Physiotherapist. This means that you can retire from 55 onwards without having
the benefits reduced. To qualify you must have been awarded special class status
on or before 6 March 1995 and, at no time since, had a break in pensionable
employment for five years or more. You must also have special class status when
you are retiring and have had this status for the five years leading up to retirement.
Mental Health Officer status (MHO) is applicable to staff who are members of the
1995 section of the NHS Pension scheme who are working in an approved place
used for the treatment of patients suffering from mental health disorders, and
employed for the whole or almost the whole of their time in the direct treatment or
care of those patients. MHOs in post on or before 6 March 1995 with at least
twenty years MHO membership, who have not had a break in pensionable
employment of any one period of five years or more may have the right to retire
from age 55.
Both these groups can retire from age 55 without an actuarial reduction of their
pension (in the case of male nurses and physiotherapists this only applies to their
benefits based on membership from 17 May 1990).
More information on how pensions are calculated for these two groups is given in
the http://www.nhsbsa.nhs.uk/Pensions.aspx .
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1.2

Purpose/Rationale of the Policy
This policy aims to help make the retirement process for those who wish to retire
as easy and as problem free as possible and explain many opportunities that
exist to stay on in employment with the Trust, or return following retirement.
This policy complies with the Equality Act which came into force from
1 October 2010 and the removal of the Default Retirement Age which came into
force on 1 April 2011. The aim of this policy is to provide a clear understanding for
all staff within the Trust of the process and options available to them should they
wish to retire. There is now no mandatory retirement age.
This policy does not give detailed information on the NHS Pension Scheme.
However full details of the scheme are given on the NHS Pensions website at
http://www.nhsbsa.nhs.uk/pensions.
The full guide to the scheme for current members is available at:
http://www.nhsbsa.nhs.uk/Pensions/Documents/Pensions/SD_Guide__Online_(V7)_09.2011.pdf.
The website also includes pension calculators at which enable staff to calculate
an estimate of the pension they will receive in standard circumstances
http://www.nhsbsa.nhs.uk/calculators.aspx,

1.3

Scope of the Policy
This policy applies to employees employed on a substantive contract. This policy
does not apply to bank workers, agency workers or contractors.

1.3.1 Estimate of Pension Benefits on Retirement
A detailed estimate of benefits payable should be obtained at an early stage to
ensure you have the necessary information before you decide to take retirement.
Further information is given in the Pension Scheme Guide. Further information on
requesting an estimate can be found here:
https://staff.sussexpartnership.nhs.uk/finance-services/finance-payroll/pensionsretirement.
1.3.2 Retirement in the Interest of Efficiency (Reorganisation/Redundancy
In exceptional circumstances, retirement may also be granted in the interests of
efficiency of the service and on the grounds of redundancy. Members whose
employment is terminated in the interest of Efficiency of the service are not
eligible for a redundancy payment from their employer. If the member meets the
qualifying criteria they are entitled to immediate payment of unreduced pension
benefits. More information can also be found in the NHS Pensions Scheme
Guide: http://www.nhsbsa.nhs.uk/Pensions
1.3.3 Ill-Health Retirement (IHR)
The NHS Pension Scheme sets out that employees will be eligible to apply for illhealth retirement where they have at least 2 years pensions Scheme
membership, and are too ill to work in their present job, and Occupational Health,
Specialist or their GP have advised that they are permanently unfit to carry out
their duties. Any decision to grant ill-health retirement lies solely with NHS
Pensions. (See Managing Sickness Absence and Attendance Policy.)
Page 5 of 22

Retirement Policy and Procedure

More information on eligibility for ill-health retirement is given in the Pensions
Scheme Guides and factsheets.
In cases of IHR, please refer to the Managing Sickness Absence and Attendance
Policy.
2.0

Duties
All employees of the Trust considering retirement should be made aware of
their responsibilities and managers must be clear about their
responsibilities.
Managers

Managers are responsible for ensuring they have a good
understanding of the process and seek advice where they are
unclear, for completing documentation sent to them in a timely
fashion, for working in partnership with the member of staff to
achieve a mutually satisfactory outcome to any request made
and for reaching decisions in a non-discriminatory way.

Employees

Employees are responsible for completing documentation sent
to them in a timely way and for working in partnership with
their manager to arrive at a mutually satisfactory outcome to
any request made.
Trade
Union Trade union workplace representatives, otherwise known as
Representative stewards, are elected representatives whose role includes
representing members both individually and collectively. All
stewards have basic training in representation and access to
regular training courses. They can gain support, advice and
information from their branch, paid union officials via their
regional offices and their union’s online resources. Stewards
are bound by the rules and governance structures of their
union and are expected to keep up to date with relevant
training. They are not allowed, however, to give advice on the
financial aspects of retirement and pensions but instead but
refer members back to the Payroll/Pensions team
Human
The Human Resources Department will be responsible for
Resources
advising all parties on this policy and for providing specific
management and staff guidance. Human Resources advisers
and managers are also responsible for ensuring that changes
in laws and regulations, and to the operation of the NHS
Pension Scheme (on advice from Payroll), are reflected in this
policy by proposing amendments as necessary.
Payroll
Payroll will be responsible for providing information on the
NHS Pension Scheme to pension scheme members. This will
include: pension estimates, providing information relating to
the impact that any change in terms and conditions will have
on the member’s pension and processing pension
applications. Please see the following link for details of the
Payroll and Pensions Team:
https://staff.sussexpartnership.nhs.uk/susi-help/hr-payroll
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3.0

Retirement Planning
NHS employees may be entitled to flexible retirement options dependent upon
which pension scheme you belong to;
The table below outlines this:

Step down
Wind down
Retire and return
Draw down
Late retirement
enhancement
Early retirement
reduction buy out

1995 section






2008 section






2015 section












The six main flexibility options available are:
3.1

Stepping down (Voluntary) – employees in the 1995 Section may be able to
“step down” into a more junior role while protecting their pension benefits at the
senior level. See section 4.2.2.
Stepping down (Non-voluntary) – employees in both the 1995 and 2008
Sections with at least two years qualifying service who suffer a reduction in
earnings through no fault of their own may apply to protect their pension benefits.
See section 4.2.2

3.2

Winding down – instead of retiring completely staff may be able to move into
part-time employment without affecting the salary their pension is based on. See
section

3.3

Retiring and return – under the provisions of the NHS Pension Scheme staff
have the option to retire from the Trust and take all of their pension benefits
before returning to NHS employment. However, it should be noted that there is no
automatic right for a retiree to return to their current or different role on a full or
part-time basis.
Employees can retire from NHS employment at age 60 (55 for members of special
classes, 65 for members of the 2008 Section and 65 for 2015 Scheme or equal to
an individuals’ state pension age) and draw their occupational pension but they can
augment their income by returning to work if a suitable job is available and they
fulfil the requirements of the role. There must be a break of at least 24 hours
between the end of the pensionable employment and the start of the new
employment, in keeping with scheme requirement, but for Trust purposes, the
individual must take a break of at least 14 days (excluding any periods of paid
annual leave) between the date of retirement and the date of re-engagement.
Members of the 1995 Section must only work for 16 hours or less per week in their
first calendar month in the new post or alternatively take a full calendar month off
work immediately after retirement to avoid the above restriction, unless they are
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subject to abatement, which is a reduction in pension income. More information
about abatement can be found at:
https://contactcentreservices.nhsbsa.nhs.uk/selfnhsukokb/AskUs_Pensions/templ
ate-group.do?name=Returning+to+Work&id=5092
3.4 Draw down – a key feature of both the 2008 Section and 2015 Scheme is the
provision for partial retirement or ‘Draw down’. On reaching age 55 members
become eligible to take some of their pension if the annual rate of their
pensionable pay is reduced for at least 12 months by 10% or more of their
pensionable pay received in the preceding 12 months. They can choose to retire
between age 55 and 75 but do not actually have to leave the NHS to start
drawing some of their pension and taking a lump sum. See section 4.2.3.

3.5

Late retirement enhancements (2008 Section and 2015 Scheme only) members can retire later than their normal pension age and have their pension
benefits increased.

3.6

Early retirement and reduction buy out (ERRBO) - members or employers can
pay additional contributions to buy out the reduction applied to the member’s
pension if they retire before their normal pension age – for 2015 scheme only.
E.g. Member B has a normal pension age (linked to state pension age) of 67.
Member can buy an ERRBO agreement for 2 years and retire at age 65 with
unreduced benefits, or buy an ERRBO agreement for 1 year and retire at age 66
with unreduced benefits.
Voluntary Early Retirement (VER) occurs when an employee chooses to retire
before the Normal Retirement Age. Your benefits will be reduced if you retire and
draw your pension before the Normal Pension Age
Bank work – some staff may be happy to retire and then work for limited periods
on an ad-hoc basis e.g. to cover staff shortages when summer holidays are at
their peak. See section 4.4.

4

Procedure for Retirement

4.1
Notifying your Manager and Applying for your Pension
4.1.1 Staff can retire at any age from 50 (1995 Section members, except those who
joined the scheme on or after 6 April 2006) and 55 onwards (other members
including all 2008 and 2015 Section members). As retirement can happen at any
time, the member of staff has a responsibility to discuss their retirement plans
with their manager. Before making any decision on retirement employees are
encouraged to obtain an estimate of their pension benefits through payroll.
It would be helpful for discussions about potential retirement dates to happen as
soon as possible, ideally six months before the planned date, both to allow for
service planning and also to ensure that the pension is ready for the employee at
their planned retirement time. In most cases an estimate of pension benefits can
be provided by the Pension Department within four weeks of a request; in certain
circumstances, where they have to forward the request to the Pension’s Agency
itself, this can take 8-12 weeks.
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4.1.2 The member of staff should confirm their intention to retire in writing to their line
manager six months before their intended retirement date and allow at least three
months for their pension application to be processed by NHS Pensions to ensure
that they have their pension on retirement.
The earliest a pension application can be submitted to NHS Pensions is
approximately 3½ months or 105 days before retirement.
4.1.3 The manager will write to the employee inviting them to a meeting to discuss their
retirement plans (Appendix 1). A copy of the Retirement Form (Appendix 2)
should be included in the letter for the member of staff to complete section A in
preparation for the meeting. The process of applying for the pension should also
be discussed at the meeting.
4.1.4 If the employee wishes to retire rather than undertake a phased retirement
section B may be completed during the meeting. However, if the employee
wishes to consider a phased retirement this can be discussed and a decision will
be made following the meeting, taking into account the employee’s
representations and the general needs of the service. See section 3.2 below for
further details about types of phased retirement.
4.1.5 If the manager is unsure whether the service can accommodate the request for a
phased retirement, he or she will discuss it with the member of staff and any
possible compromises they could be offered. The outcome of the request will be
communicated to them in writing as soon as it is reasonably practicable and at
least within 10 working days of the meeting.
4.1.6 Following the discussion the manager will complete section B of the Retirement
Form (Appendix 2). Depending on the situation, the manager will complete either
a Staff Leaver’s form or a Contract Amendment Form on behalf of the individual
and forward this to the ESR inbox. This should be done in a timely manner. A
staff leaver's form is required for staff that are retiring and leaving the Trust as
well as staff who are retiring and returning to the Trust. A Contract Amendment
Form is required for staff that are stepping down or winding down.
4.1.7 After processing, the form will be forwarded to payroll to process, who will forward
the form AW8 to the employee for completion. Payroll will liaise with NHS
Pensions directly on behalf of the employee if the employee is a scheme
member.
4.1.8 Employees have the right of appeal against a decision not to grant their request
to enter into a process of phased retirement. This must be made within
10 working days of receipt of the letter giving the decision and be made to the
appropriate Service Director, a copy of the appeal letter should also be sent to the
Director of HR & OD. If an appeal is received, the employee will be invited to
attend a meeting to discuss the manager’s decision (Appendix 3). The outcome of
the appeal will be communicated to them in writing as soon as it is practicable to
do so after the meeting but no later than 10 working days after the meeting
(Appendix 4). The Trust’s decision at this time will be final and the employment
will continue as outlined in the terms and conditions.
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4.1.9 Employees have the right to be accompanied by a Trade Union representative or
a workplace colleague to any meetings. Employees may postpone the meeting or
appeal meeting if their chosen representative or workplace colleague is unable to
attend on the original date and time suggested. The meeting can be postponed
until a date that is within 10 working days from the day after the original meeting
was scheduled to take place (Appendix 5).
4.2

Options for Phased Retirement
The 2015 Pension Scheme is a Career Average Re-valued Earnings (CARE)
scheme. In a CARE scheme your pension is based on your pensionable pay
throughout your career. The pension you earn each year is based on actual
pensionable pay in that Scheme year and is increased by a set rate, known as
revaluation, each year up to retirement or leaving. For members of the 1995
Section the pension is based on the best of the last three years notional whole
time pensionable pay and for the 2008 Section it is based on the average of the
best three consecutive years reckonable pay in the last ten).

4.2.1 Winding Down
If you wish to reduce your hours before retiring, you should discuss this with your
manager and the Trust will consider such requests and, where possible within the
needs of the service, accommodate them. Such requests will be considered for a
limited time-span as part of overall retirement planning. Please refer to the Trust’s
Flexible Working Policy. Employees should get specific advice from the payroll
department on how such a change will affect their pension. Please see the NHS
Pension Scheme Guide for further information relating to the 1995 and 2008
Sections, and the 2015 Scheme. Please be aware that reducing your hours could
affect your pension and therefore you should seek clarity from the payroll
department. If you choose to defer retirement and continue to work part-time, you
can carry on contributing to the pension scheme and building up your pension
entitlement.
4.2.2 Stepping Down
You may also wish to work in a less senior or different job for a period of time
prior to retirement. If the job that you wish to move to as part of your retirement
plan attracts a lower salary, you need to understand the impact on your pension.
Employees should get specific advice from the payroll department about how
such a change will affect their pension as part of their decision making process.
The Trust will need to give formal agreement for the period of membership at the
higher rate to be protected; normally this will need to be given before your pay
goes down. Please see the NHS Pension Scheme Guides for further information
relating to the 1995 and 2008 Sections. You will need to apply for a vacancy in
the normal way.
Stepping down and voluntary protection of pay is only applicable to the 1995
Section and there are rules that need to be adhered to in order to apply for it,
namely an employee must have attained minimum pension age and choose to
step down to a less demanding role where their new or remaining duties are less
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demanding and carry less responsibility than their previous duties, and their pay
must reduce by at least 10%.
Stepping down through no fault of their own and non-voluntary protection of pay
applies to members of both the 1995 & 2008 Sections and could arise as a result
of a change in duties because of ill health, moving to a lower paid post because
of pending or actual redundancy or being transferred to other employment with an
employer.
4.2.3 Draw Down
Members of the 2008 Section and 2015 Scheme have additional options to start
drawing some of their pension benefits whilst continuing to work and earn up to
90% of their former level of pay. If they have reached the Minimum Pension Age
of 55 and reduce their pensionable pay by at least 10% for at least 12 months
they may partially retire and take some pension benefits, a minimum of 20% and
a maximum of 80% of their pension entitlement, whilst continuing to build up
future membership. A member can draw down part of their benefits on up to two
occasions before fully retiring. They are not required to have a break in
employment in order to claim their draw down benefits. For further information,
employees
should
refer
to
the
NHS
Pensions
website
at:
http://www.nhsbsa.nhs.uk/pensions
4.3

Returning to Work after Retirement
Staff may choose to retire and take their pension benefits then resume work after
retirement on a full-time, part-time or temporary basis. The individual must take a
break of at least 14 days (excluding any periods of paid annual leave) between
the date of retirement and the date of re-engagement.
It is important to refer to the Pension Scheme Guides for any restrictions to
returning to work under the 1995 and 2008 Sections and the 2015 Scheme
arrangements. For members of the 1995 Section, earning more post retirement
(earnings from re-employment plus your NHS pension – in all cases, the gross
pension amount used in the calculation is the amount of pension before
reduction to pay for any optional bigger lump sum if applicable), than preretirement may result in the pension being reduced to bring total income down to
the required level. This is referred to as abatement and there are circumstances
where this may also apply to 2008 Section members.
Employees who are approaching retirement and who think they may wish to
return to work afterwards should consider what type of employment they would be
interested in e.g. permanent, part-time work or short-term cover. Details can be
found in the Flexible Working Policy. They should discuss the possibilities with
their line manager in the first instance and at the earliest opportunity. Managers
should consider whether there are likely to be appropriate vacancies in their own
team. Where such vacancies are unlikely the employee should register their
interest with the HR Recruitment team and arrange to receive a copy of the
weekly vacancy bulletin. Re-employment after retirement will be subject to a
suitable vacancy being available and will be subject to normal selection
processes i.e. interview, satisfactory health and DBS clearances and where the
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employee is moving to a different team, satisfactory references. There is no
automatic right to retire and return to their current role.
4.4

Bank Work
Employees who do not want to commit themselves to permanent employment or
regular work after retirement may nevertheless be able to work for short periods
e.g. during periods of peak demand during school holidays or winter months.
Such employment would have no effect on pension benefits in most cases. Staff
who may be interested in this option should let their line manager know and
should register their interest with the HR Bank Team. It is important to note that
bank work is undertaken on an ad-hoc basis. The Trust makes no commitment
that work will necessarily be available, nor is the employee under any obligation
to accept work that is offered. Retiring employees must have a 14 calendar day
break before being re-employed by the Trust.

4.5

Acknowledgment of Service
When retiring from the Trust, staff will receive confirmation of their date of
retirement and an acknowledgment of their service and contribution to the Trust.
No funding is available for retirement gifts or parties. The immediate line manager
should, however, mark the occasion for the individual, in line with their wishes,
and all staff retiring should receive a personal letter to thank them for their service
from the Trust Chair. A pro-forma is attached (Appendix 6) for the immediate line
manager to complete and send to the Trust Chair. This needs to be done in good
time before the retirement date.

5.0

Development of Procedure
The Executive Director of Corporate Services, in collaboration with the Director of
HR & OD, is responsible for overseeing the development and review this policy
and procedure.

6.0

Equality and Human Rights Impact Analysis
The policy has undergone an equality and human rights impact analysis.

7.0

Ratification
The HR Executive Group has considered the accuracy content of content of this
policy. They are also responsible for the ratification of this policy and for
considering its implications (corporate, care, professional and legal) to ensure
compliance.
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8.0

Review and Revision Arrangements
New procedural documents will be reviewed after one year and existing
procedural documents will usually be reviewed every three years. The ratifying
forum according to the nature of the procedural document and operational
experience will determine subsequent review periods. For the purpose of this
policy the guidance review period will be three years as it is an existing
procedural document.

9.0

Dissemination and Implementation
This policy will be circulated to all staff by means of communication tools
available to the Trust such as the Partnership Bulletin, publicised at launch at the
leadership briefing and circulated at team meetings and will be placed on the
intra and internets. New staff will be made aware of the policy at the Trust
induction. Paper copies will be made available by managers to employees without
access to computers. Staff networks will be asked to discuss and publicise the
policy at their meetings. Training for all staff will be provided to ensure that
messages are reinforced

10.0 Document Control and Archiving
It will be the responsibility of the Sponsors and Authors of this policy document to
ensure that it is kept up to date with any local, national policy or legislation. The
policy will be managed in accordance with the Policy for Procedural Documents.

11.0

Monitoring Compliance and Effectiveness

11.1

Monitoring
The Human Resources Department will maintain statistics of all retirement
requests and monitor trends to reflect the diversity of the workforce. This will be
reported regularly to the Trust Board. The Employee Partnership Forum will
monitor the implementation of this policy as part of its formal arrangements.

11.2

Compliance
The effectiveness of the Retirement Policy will result in full compliance with
statutory regulations and a diverse workforce throughout the organisation that
benefits from retaining skilled and experienced staff.

12.0 Development and Consultation
This policy has been updated from an existing policy developed in partnership
with staff side colleagues through the HR Policies working group set up
prior to the formation of the Sussex Partnership NHS Trust.
The revised policy was widely consulted on through the various staff side and
management groups prior to ratification by the HR Executive Group.
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Appropriate training will be provided to managers in the application of this policy,
particularly on the principles to be adopted.

13.0 References
For further information and cross reference to other related policies and documents,
please refer to:
Managing Performance and Capability Policy
Flexible Working Policy
Management of Organisational Change Policy and Procedure including Redundancy
Redeployment Policy and Procedure
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http://www.legislation.gov.uk/uksi/2006/1031/contents/made
Regulations 2006
The Employment Equality
http://www.legislation.gov.uk/uksi/2011/1069/contents/made
(Repeal of Retirement Age
Provisions) Regulations 2011
NHS Pensions Calculator
http://www.nhspa.gov.uk/PDWeb/PensionCalculators
NHS Pensions Scheme Guide
http://www.nhsbsa.nhs.uk/Pensions/Documents/Pensions/SD
_Guide_-_Online_(V7)_09.2011.pdf
NHS Pensions Scheme
http://www.nhsbsa.nhs.uk/pensions
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Letter to an employee informing them of the outcome of an appeal in relation to
their retirement plans
Letter postponing a meeting to discuss an employee’s retirement
Request for Valedictory Letter
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Appendix 1

Letter inviting an employee to attend a meeting to discuss their
retirement plans
Dear
Thank you for submitting your request to retire. I would like to invite you to a meeting
with myself to discuss your retirement plans and propose that this should take place on
(date, time and venue).
I have enclosed a copy of the Retirement Form and would ask you to complete Section
A in readiness for our meeting.
Please contact me to confirm that you will be able to attend the meeting at the
suggested time or to arrange an alternative time.
Yours sincerely

Page 16 of 22

Retirement Policy and Procedure

Appendix 2

RETIREMENT FORM
SECTION A: EMPLOYEE TO COMPLETE
Name:
Job Title:
Base:
Payroll Number:

(can be found on your payslip)

Date of Birth:
Intended date of
retirement:

This form must be submitted to your Line Manager more than three months, but not
more than six months, before your intended retirement date.

Please specify your intentions below
I want to retire from the Trust on my anticipated retirement date (please tick the
box)
Now please:
 Pass this form to your manager.
I want to retire on my anticipated retirement date and remain on the STAFF BANK
(please tick the box)
Now please:
 Pass this form to your manager.
If you would like to propose different terms and conditions prior to your intended
retirement date please outline your proposal below: E.g. Hours of work, role

Employee Signed…………………………………………………..Date……………………..
Now please:
 Pass form to your Manager
 Meet with your Manager
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SECTION B: MANAGER TO COMPLETE
Date of Meeting with Employee
Retirement Confirmed – Complete this section
Is this the same as the employee requested? YES
NO
Are there any changes to the employee’s terms and YES
NO
conditions of employment?
Contracted Hours:
Job Title:
Base:
Pay Band:
Any other changes (please detail):

Outcome letter to employee

Date:

Please sign the form below and send this form to HR together with the appropriate form:
Contract Details Amendment or Leaver’s form.
Manager Job Title:
Manager Name (please PRINT):
Manager Signed:
Date:
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Appendix 3

Letter inviting an employee to attend an appeal meeting to discuss a
decision in relation to their retirement plans

Dear
I refer to your letter appealing against the Trust’s decision not to grant your request to
undertake a phased retirement. I would like to invite you to a meeting to discuss your
appeal and propose that this should take place on (date, time, venue). The meeting will
be with (insert the name of the Line Manager’s Manager and the HR support). You may,
if you wish, bring a Trade Union representative (or a workplace colleague) to the
meeting.
A decision will be made following the appeal meeting, taking into account your
representations and the general needs of the service. The outcome will be
communicated to you in writing as soon as is reasonably practicable but within 10 days
of the meeting. The Trust’s decision at this time will be final.
In the event that your Trade Union representative or workplace colleague is unable to
attend, you may request to rearrange the appeal meeting for an alternative date and
time that is within seven days from the day after the original meeting was scheduled to
take place.
Please contact me to confirm that you and your Trade Union representative/workplace
colleague will be able to attend the appeal meeting at the suggested time or to arrange
an alternative if unable to attend.
Yours sincerely
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Appendix 4

Letter to an employee informing them of the outcome of an appeal in
relation to their retirement plans.

Dear
Following the appeal meeting held on (date) in relation to your request to undertake a
phased retirement, I am pleased to inform you that your appeal has been successful.
You can therefore XXXXXXX, as requested by you and we look forward to a continuing
productive working relationship with you.

OR

Dear
Following the appeal meeting held on (date) in relation to your request to undertake a
phased retirement, I regret to inform you that your appeal has been unsuccessful. This
decision is final.
Your employment will therefore continue as outlined in your terms and conditions of
employment.

Yours sincerely
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Appendix 5

Letter postponing a meeting to discuss an employee’s retirement.

Dear
As you know we had arranged to meet on (date, time and venue) to discuss your
request for a phased retirement.
However you have requested to postpone the meeting due to the fact that your Trade
Union representative/workplace colleague is unable to attend on the original date and
time suggested. The meeting will now take place on (date, time and venue).
The postponement of the meeting will have no adverse impact on your request.
Yours sincerely
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Request for Valedictory Letter
CONFIDENTIAL

To:

Chair of Sussex Partnership NHS Foundation Trust Board

From:
STAFF RETIREMENT
The following member of staff is due to retire on the date shown. Some personal
details and a brief synopsis of NHS service are given. I would be grateful if you
would provide a valedictory letter for this employee.
Name of retiring employee: Mr/Mrs/Ms/Dr
Their address for correspondence:

Type of retirement and circumstances: Age/Ill-health (delete whichever is not
applicable)
Present post:
Length of service in present post:
Approximate length of total NHS service:
Service details:

General details about member of staff:

Retirement plans, hobbies and interests:

Signed:

Date:

Designation:
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