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1.0 Version Control And Summary Of Changes

Version
number

Date

Comments

1.0

19.01.12

Harmonisation of LPT, LCR and LCCHS Retirement
Policies

2.0

16.07.12

5.4.2 Following retirement, ex-employees wishing to
resume work must be recruited to a new post in line
with the Trust’s Recruitment and Selection Policy.

This has been replaced by the following wording:

“If a person wishes to retire and return to their post on
flexible grounds, it will be offered to them provided:

e The service requires the post to be filled and

e The post is not deemed suitable for another
employee seeking redeployment within the Trust due
to being at risk of redundancy, ill health, capability
etc. and

e The retiring employee’s flexible working request can
be accommodated in terms of hours of work and
working pattern.

All requests for flexible retirement will be carefully
considered and not unreasonably refused but the
manager’s decision, which will be based on service need,
is final and there is no right of appeal against this
decision.”

3.0

April 2021

No changes to legal status of policy, full review by March
2022.

4.0

October 2023

Updated to reflect:
e updated NHS Pensions regulations
e updated retirement application processes to reflect
new regulations
e introduction of new Retirement Planning Course
e amendments to retirement gifts — how to access
and values

e removal of contribution towards a Retirement
Party.

For further information contact:
Human Resources Manager, Employee Services lisa.laws@nhs.net

1.1 Key individuals involved in developing and consulting on the document

Name

Designation

Lisa Laws

HR Manager, Employee Services

Daniel Norbury

Deputy Director of Human Resources and Organisational
Development

Tracy Chamberlain

Pensions Manager, Lincolnshire Partnership NHS
Foundation Trust

Consultation

All LPT Staff Bands 7 and above
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1.2 Governance

Level 2 or 3 approving delivery group | Level 1 Committee to ratify policy
Strategic Workforce Group People and Culture Committee

1.3 Equality Statement

Leicestershire Partnership NHS Trust (LPT) aims to design and implement policy
documents that meet the diverse needs of our service, population and workforce, ensuring
that none are placed at a disadvantage over others. It takes into account the provisions of
the Equality Act 2010 and promotes equal opportunities for all. This document has been
assessed to ensure that no one receives less favourable treatment on the protected
characteristics of their age, disability, sex (gender), gender reassignment, sexual
orientation, marriage and civil partnership, race, religion or belief, pregnancy and
maternity.

1.4 Due Regard

LPT will ensure that Due regard for equality is taken and as such will undertake an
analysis of equality (assessment of impact) on existing and new policies in line with the
Equality Act 2010. This process will help to ensure that:

» Strategies, policies and procedures and services are free from discrimination.
* LPT complies with current equality legislation.

» Due regard is given to equality in decision making and subsequent processes.
* Opportunities for promoting equality are identified.

Please refer to due regard assessment (Appendix 3) of this policy.

1.5 Definitions that apply to this Policy

Organisational | LPT does not specify an organisational retirement age.
Retirement

Age
Normal Normal retirement age for NHS Pension purposes is the age that
Retirement employees can retire from NHS employment and have pension paid
Age without reduction or enhancement. The actual age depends on which
NHS Pension Scheme / Section of a Scheme an employee is in.
Minimum Minimum Retirement Age for NHS Pension purposes is the age at
Retirement which employees can choose to take voluntary early retirement with
Age reduced benefits (benefits are reduced because the pension is being

paid for longer than expected). The minimum retirement age depends
on the NHS Pension Scheme the employee is in:

1995 Section — Employees who joined the scheme before 6 April 2006
have a minimum retirement age of 50.

1995 Section — Employees who joined the scheme on or after 6 April
2006 have a minimum retirement age of 55 unless the individuals have
a protected minimum pension age.

2008 Section and 2015 Scheme — Employees have a minimum
retirement age of 55.




1995 Section

The 1995 Section of the NHS Pension Scheme was closed to new
members from 1 April 2008

Employees in the 1995 section of the NHS Pension Scheme have a
normal retirement age of 60 unless they qualify for Special Class
Status/Mental Health Officer Status (see below).

Special Class
Status

Nurses, Physiotherapists, Midwives, Occupational Health Nurses,
Health Visitors who were members of the 1995 NHS Pension Scheme
before 6 March 1995 have Special Class Status (See ‘1995 Section’
above)

Female members of the special classes are entitled to retire with
benefits from age 55, provided that their last 5 years membership prior
to retirement is in one of these jobs.

Men in any of these jobs can retire from age 55 provided that their last
5 years membership prior to retirement is in one of these jobs, but their
benefits will only be based on their membership from 17 May 1990.
Benefits for membership before that date will not be paid until age 60
unless the member applies to take a reduction in these benefits.

Mental Health
Officer Status
(MHO)

Employees who joined the NHS Pension Scheme before 6 March 1995
have MHO Status if they work in an approved place used for the
treatment of patients suffering from mental disorders, and are
employed for the whole or almost the whole of their time in the direct
treatment or care of those patients (See ‘1995 Section’ above).

Male and female employees with Mental Health Officer (MHO) and at
least 20 years’ service may retire with benefits from age 55 provided

they are still in a MHO job and count each year of MHO membership
over 20 years as 2 years for benefit purposes.

2008 Section

The Section of the NHS Pension Scheme which applies from 1 April
2008 until 31 March 2015.

Employees in the 2008 section of the NHS Pension Scheme have a
normal retirement age of 65.

2015 Scheme

The NHS Pension Scheme which applies from 1 April 2015.

Employees in the 2015 Scheme have a normal retirement age equal to
that of their State Pension Age.

Retire and Staff who have reached minimum retirement age can opt to retire, take

Return all their pension benefits and return to NHS employment. Options
available include registering with the staff bank and working on an ‘as
and when’ basis or applying for a new permanent position.

Partial Partial retirement enables members who have reached minimum

Retirement pension age to take all or part of their pension whilst continuing to work.

(Draw Down)

Members may draw down between 20 per cent and 100 per cent of
their pension benefits in one or two payments, without having to leave
employment.

Members must reduce their pensionable pay by at least 10 per cent
before taking partial retirement. This reduction must last at least a year
or the member will cease to be eligible for the pension they have drawn
down.




Step Down Employees give up the pressure and responsibilities of their current
role to “Step down” into a less demanding and lower graded post,
which still makes use of their skills and experience whilst remaining in
NHS employment and without accessing their NHS Pension.

Wind Down Employees remain in their current post but reduce the number of hours
or days per week they work without accessing their NHS Pension.

2.0. Purpose

The purpose of the policy is to give information and guidance to managers and employees
about retirement. It describes the options available to employees wishing to consider
flexible retirement and explains the process to be followed when an employee makes the
decision to retire.

2.1  This policy applies to all staff on employed by the Trust (both substantive and bank
staff), except where otherwise stated.

2.2  The Retirement Policy is intended to help managers and employees understand the
options available when employees wish to retire. The policy explains the process to
be followed when an employee decides to retire and the arrangements by which
employees may be facilitated to retire earlier than normal retirement age, subject to
meeting certain criteria.

2.3 All other applications for flexible working should be made in line with the Flexible
Working Policy.

2.4  The policy takes into account the terms of the Equality Act 2010 which made it
unlawful to issue staff with notice to compulsorily retire at the age of 65 after the 1
April 2011 without objective justification.

3.0. Introduction

3.1 The Trust recognises that retirement is an important time in every employee’s life
and wishes to help ensure that employees who are approaching retirement are
given the opportunity to prepare and plan for this change in lifestyle.

3.2  The Trust values the contribution of all staff — regardless of age — and is also keen
to adopt a flexible approach to retirement, understanding that some employees may
prefer to alter their working pattern leading up to their retirement.

3.3  This policy does not preclude any member of staff from retiring from NHS
employment at any stage and, if they are members of an NHS Pension Scheme,
having what they have earned to date frozen until they reach normal (pensionable)
retirement age.

3.4  The Trust is committed to the principles of equal opportunities in employment for all.
This policy will be applied equitably and fairly and aims to ensure that no employee
receives less favourable treatment on the grounds of age, gender, ethnicity, religion
or belief, disability, marriage or civil partnership, pregnancy or maternity, or sexual
orientation.



3.5

4.0
4.1

4.2

4.3

4.4

All staff should act in accordance with our Trust leadership behaviours for all and be
able to evidence adherence in situations that involve Retirement. A fundamental
approach to developing our Leadership behaviours for all is our ability to both give
and receive feedback in a positive and insightful way. The feedback method is
based on defining; Context, Understanding, Behaviour and Effect (CUBE).

Duties within the Organisation

The Trust Board has a legal responsibility for Trust policies and for ensuring that
they are carried out effectively.

Directors and Heads of Service are responsible for:

4.2.1 Ensuring the fair and consistent implementation of this policy within their own
areas of responsibility; and

4.2.2 Ensuring that line managers receive adequate training deemed necessary to
implement this policy appropriately.

Managers and Team leaders are responsible for:
4.3.1 Ensuring that this policy is applied fairly and consistently.

4.3.2 Discussing future plans, including retirement, with all employees — regardless
of age — during their annual appraisal.

4.3.3 Considering employee requests for flexible retirement and making a decision
about such requests in line with the needs of the service; and

4.3.4 Ensuring that all relevant paperwork is completed and sent to Human
Resources when an employee advises them of his/her intention to retire by
the specified deadlines.

Human Resources are responsible for:

4.4.1 Providing support and advice to managers and employees to ensure the fair
and consistent application of the policy.

4.4.2 Ensuring the provisions within this policy are in line with employment
legislation and best practice people management principles.

4.4.3 Issuing, where applicable, an NHS Pensions Application for Retirement
Benefits Form (AW8) along with any relevant supplementary forms to the
employee in conjunction with a covering letter, copying in the line manager
for information.

4.4.4 Where employee and manager have confirmed will be retiring and returning,
provide copies of the relevant documentation to the Employee Resourcing
Team to enable recruitment to be carried out in a timely manner.

4.4.5 Acting on correctly authorised instructions from managers relating to the
retirement (Termination Forms/Change of Circumstances Forms), received
through the agreed methods to ensure that the Electronic Staff Record (ESR)
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is updated and amended accordingly to ensure correct payment; and
ensuring this is communicated to payroll in a timely manner.

4.4.6 Providing information to the Trust’s Chair on a monthly basis, to enable them
to issue appropriate correspondence to the employee (i.e., congratulations
on your retirement/thank you for your service); and

4.4.7 Ordering gift vouchers for the employees and ensuring that these are
delivered in their month of retirement.

Trust’s Payroll Supplier is responsible for:

4.5.1 Providing employees with information about their pension, including pension
guotes as and when requested; and

4.5.2 Processing of the NHS Pensions Application for Retirement Benefits Form
(AWS8) along with any relevant supplementary forms upon receipt from the
employee and ensuring that this is subjected to NHS Pensions by their
deadline.

Staff are responsible for:

4.6.1 Staff are responsible for giving the appropriate notice of their intention to
retire to their manager and providing information about the route they have
opted to take.

4.6.2 Completing and submitting their notification of intention to retire form in
conjunction with their line manager approximately 20 weeks prior to
retirement.

4.6.3 Completing and returning the NHS Pensions Application for Retirement
Benefits Form (AW8) along with any relevant supplementary forms to the
Trust’s external Payroll and Pensions provider in a timely manner; and

4.6.4 Making themselves aware of and adhering to this policy.



5.0 Retirement Options
5.1 Introduction

In addition, to normal age
retirement and voluntary early
retirement, there are a number of Retirement
flexible retirement options open to
staff. These allow staff to access
their pension benefits while
remaining in or returning to, the NHS
workforce, with the option to build up
further pension benefits if they wish.

Voluntary
Early
Retirement

Retire and
Return

Normal Age

Partial
Retirement Step Down
(Draw Down)

This is a valuable part of the Trust’s
Reward offer and enables the Trust to
retain experienced staff who want
to adjust their working pattern and

manage their finances in the . Redundancy /
approach to retirement. R etireer";‘] ent Orggﬂgﬁélgnal

Staff can retire gradually and
work flexibly for longer, passing
their skills and knowledge to
colleagues, aiding succession planning and ensuring high quality care for patients.

Working flexibly improves work life balance for staff, while accessing pension benefits
supports financial wellbeing. This in turn can bolster staff health and wellbeing, improve
sickness absence rates and productivity, while reducing rates of stress, fatigue and
burnout. However, staff are advised to consider their personal tax position if they are
going to be in receipt of income from the Trust as well as their NHS Pension.

5.2 Normal Age Retirement

5.2.1 The Trust does not have an organisational retirement age.

Normal Age

5.2.2 Employees in the NHS Pension Scheme may take a Retirement
normal retirement pension once they have reached
normal retirement age for the Scheme / Section of the
Scheme they are a member of, as follows:

1995 Section Age 60 unless hold Special Class / MHO Status
(See sections 7.1.3 and 7.1.4 below)

2008 Section Age 65

2015 Scheme State Pension Age

5.2.3 Special Class Status (1995 Section only)

Nurses, Physiotherapists, Midwives, Occupational Health Nurses, Health
Visitors who were members of the 1995 Section of the NHS Pension Scheme
before 6 March 1995 have Special Class Status. Female members of the
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5.3

5.4

5.24

Voluntary Early (before normal retirement age) Retirement

5.3.1

5.3.2

5.3.3

534

Retire and Return

5.4.1

54.2

special classes are entitled to retire with benefits from age 55, provided that
their last 5 years membership prior to retirement is in one of these jobs. Male
members of the special classes can retire from age 55 provided that their last
5 years membership prior to retirement is in one of these jobs, but their
benefits will only be based on their membership from 17 May 1990. Benefits
for membership before that date will not be paid until age 60 unless the
member applies to take reduced benefits for that part of their pension.

Mental Health Officer Status (1995 Section only)

Employees in the 1995 Section of the NHS Pension Scheme with Mental
Health Officer Status are entitled to retire without any reduction of benefits
from age 55, provided they are in an MHO job during their last 5 years of
membership.

Employees who have reached the Minimum Retirement
Age for NHS Pension purposes may choose to take Early

voluntary early retirement and a reduced pension and Retirement
where applicable lump sum.

Voluntary

Minimum retirement age for employees in the 1995 Section
of the NHS Pension Scheme is 50 and members of this section may retire
between 50 and 60 and take a reduced pension.

Minimum retirement age for employees in the 2008 Section of the NHS
Pension Scheme is 55 and members of this section may retire between the
ages of 55 and 65 and take a reduced pension.

Minimum retirement age for employees in the 2015 NHS Pension Scheme is
55 and members of this section may retire between the ages of 55 and their
State Pension Age and take a reduced pension.

Staff who have reached minimum retirement age can opt ,
to retire, take all their pension benefits and return to NHS Retire and
employment. Options available include registering with
the staff bank and working on an ‘as and when’ basis or
applying for a new permanent position (see below).

Return

If a person wishes to retire and return to their post on flexible grounds, it will
be offered to them provided:

e The service requires the post to be filled; and

e The post is not deemed suitable for another employee seeking
redeployment within the Trust due to being at risk of redundancy, ill
health, capability etc; and

e The retiring employee’s flexible working request can be accommodated in
terms of hours of work and working pattern.
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5.5

5.4.3

5.4.4

5.4.5

5.4.6

5.4.7

All requests for retire and return will be carefully considered and not
unreasonably refused but the manager’s decision, which will be based on
service need, is final and there is no right of appeal against this decision.

Retired NHS employees who are appointed to a new post in LPT must have
a minimum 14-day unpaid break between retirement and re-engagement
and will be issued with a new contract of employment by the Human
Resources Department. Continuous employment date for such employees
will be the date of re-engagement; however, they would retain their
reckonable service for contractual benefits such as annual leave.

There is currently no limit to the hours you can work following a “retire and
return”, even in the first month. Regulation suspended until March 2025.

If you take Voluntary Early Retirement and held Special Class / MHO Status
prior to retirement, abatement may apply — see NHS Pensions website for
further information.

Upon return to NHS employment, individuals will be contractually re-enrolled
into the 2015 NHS Pension Scheme, which will allow them to build up further
pension for a comfortable retirement and may help bridge any gap between

taking their NHS Pension and State Pension benefits.

Partial Retirement (Draw Down) Partial

5.5.1

5.5.2

5.5.3

5.5.4

5.5.5

5.5.6

Retirement
(Draw Down)

Partial retirement enables members who have reached
minimum pension age to take all or part of their pension
whilst continuing to work.

Members may draw down between 20 per cent and 100 per cent of their
pension benefits in one or two payments, without having to leave
employment.

Members must reduce their pensionable pay by at least 10 per cent before
taking partial retirement. This reduction must last at least a year or the
member will cease to be eligible for the pension they have drawn down. —
see Appendix 5 for more information on these regulations.

After taking partial retirement, members may choose to build up further
pension in the 2015 Scheme for a comfortable retirement and may help
bridge any gap between taking their NHS Pension and State Pension
benefits.

Partial retirement is similar to retire and return; in that it enables employers to
retain experienced colleagues. However, with partial retirement, the
employee does not end their contract of employment or have a break in
service in order to take their pension benefits. Members also have more
flexibility to choose to take some or all of their benefits.

Partial retirement can be used to support individuals affected by annual
allowance charges, as the ability to take all or part of their pension and
continue working may help some staff to control their pension growth.
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5.6

5.7

5.8

5.9

5.5.7

Step Down

5.6.1

5.6.2

Wind Down

5.7.1

5.7.2

5.7.3

Il Health Retirement

5.8.1

Redundancy / Organisational Change

591

All requests for partial retirement will be carefully considered and not
unreasonably refused but the manager’s decision, which will be based on
service need, is final and there is no right of appeal against this decision.

This enables employees who would like to give up the
pressure and responsibilities of their current role to “Step
down” into a less demanding and lower graded post,
which still makes use of their skills and experience whilst
remaining in NHS employment and without accessing
their NHS Pension.

Step Down

Employees who have 1995 Section benefits can opt to apply for “Voluntary
Protection of Pay” which may be available if their pay decreases by at least
10%.

This enables employees to remain in their current post but
reduce the number of hours or days per week they work
without accessing their NHS Pension.

As final salary pensions (1995 Section and 2008 Section)
are calculated on whole time equivalent rather than actual
salary, this would have no effect on the amount of pension payable upon
retirement. As these Sections of the NHS Pension Scheme are now closed,
this no longer impacts the accrual rate of years of service.

For the 2015 Scheme, employees would build up less career average
pension benefits each year as they would be working less hours.

Members of the NHS Pension Scheme are eligible to Il Health
retire earlier than pensionable age if they are certified as Retirement
being permanently incapable of carrying out efficiently the
duties on which they are employed because of iliness. lll
health retirement has a two-year qualifying service and
early pension benefits are payable regardless of age. All ill health
retirements must be approved by the NHS Pensions Agency. Please see the
Policy and Procedure on the Management of Absence for more information.

Redundancy /

Early retirement may also apply in certain redundancy and Organisational

organisational change situations. This will be discussed
with you by Human Resources if relevant circumstances
arise.

Change
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6.0 Retirement Application Process

6.1 Employees who wish to retire and begin drawing their pension must inform their line
manager in writing at least 20 weeks prior to their intended retirement date.

6.2 The line manager should arrange to meet with the employee. During this meeting,
they need to discuss the various retirement options and complete the necessary
paperwork — as per table below. All forms are available on Staffnet.

Retirement Option Paperwork Required

Normal Age Age Retirement Application Form (H7AR) AND

Retirement Termination of Employment Form (H5)
Voluntary Early Age Retirement Application Form (H7AR) AND

Retirement Termination of Employment Form (H5)

Retire and Return Retire and Return Retirement Application Form
(H7RR) AND Termination of Employment Form (H5)
Partial Retirement (Draw Down) Application Form
(H7PR) AND Change of Circumstances Form detailing

the contractual reduction in pensionable pay (H2)

Partial Retirement

Step Down Change of Circumstances Form (H2) - (no access to
NHS Pension)
Wind Down Change of Circumstances Form (H2) - (no access to

NHS Pension)

Should be actioned in conjunction with the HR
Advisory Team, as medical approval is required from
NHS Pensions prior to processing.

lll Health Retirement

6.3 To assist in the decision-making process a comparison of the Retire and Return
and Partial Retirement options is set out below:

Retire and Return Partial Retirement

Members must leave all assignments to
claim their NHS Pension benefits

Re-employed on a new Contract of
Employment after a break of 14 calendar
days

No limit as to the number of hours that can
be worked when returning to NHS
Employment (until March 2025)

Members must take all of their NHS
Pension Benefits in a particular Scheme at
once

Contractually enrolled into 2015 NHS
Pension Scheme when returns to work

Further information on retire and return
can be found at Re-employment |
NHSBSA
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Members can continue to work whilst
taking their NHS Pension benefits

Contract of Employment continues without
a break

Must reduce pensionable pay by a
minimum of 10% from day after retirement
and remain reduced for at least 12 months

Members can take some or all of their
NHS Pension benefits. From 20% to
100% of pensions benefits.

Continues contributions into 2015 NHS
Pension Scheme (minimum of one
calendar day immediately following

retirement).

Further information on partial retirement
can be found at Partial retirement |
NHSBSA



https://www.nhsbsa.nhs.uk/pensioner-hub/re-employment
https://www.nhsbsa.nhs.uk/pensioner-hub/re-employment
https://www.nhsbsa.nhs.uk/member-hub/partial-retirement
https://www.nhsbsa.nhs.uk/member-hub/partial-retirement

6.4

6.5

6.6

6.7

6.8

6.9

The manager and employee must ensure that all annual leave it taken prior to
the termination date. Any overtaken or undertaken annual leave at date of
retirement will impact the retirement date and any other associated dates and may
result in the retirement process having to be restarted.

Once complete the line manager must forward the forms specified above to
Ipt.hrinputting@nhs.net or Ipt.medicalstaffing@nhs.net.

Employee Services / Medical Staffing will write to the employee to acknowledge
receipt of their request to retire. The letter, which will be emailed to the employee,
will include:

Confirmation of date of retirement

NHS Pensions Retirement Guide

An Application for Retirement Benefits Form (AW8)

An AW8 Checklist

A Partial Retirement Supplementary Form (if applicable)

Details on who can validate relevant certificates.

Details on where the completed form should be returned to in hard copy.
Details about any gift entitlement (if applicable)

Information about the Trust’s Planning for Retirement course
Information about the NHS Retirement Fellowship.

O O O O O O O O O O

A copy of the letter will also be sent to the Line Manager.

Employee Services / Medical Staffing will send a copy of the Staff Notification of
Retirement Form (H7) to the Trust’s Payroll and Pensions Provider for information.
At the same time, they will, if applicable, process the Termination Form (H5) or
Change of Circumstances Form (H2), so that the Payroll and Pensions Provider will
have all of the information to hand once the individual has returned their Application
for Retirement Benefits Form.

Individuals must ensure that their Application for Retirement Benefits Form (AW8)
etc is returned to the Trust’s Payroll and Pensions provider no later than 15 weeks
prior to retirement. This allows sufficient time for their application to be processed
and sent to NHS Pensions 13 weeks prior to retirement (NHS Pensions deadline) —
see timeline over on Page 16.

For Individuals Who are Retiring and Returning to LPT Employment

6.9.1 In all cases, in order to break the continuity of employment the Trust requires
employees to take a minimum 14-day unpaid break between retirement
and re-engagement. In order to avoid any doubt this applies to permanent
(without limit) contracts, fixed term contracts, and bank agreements. During
this 14 day break the employee must not be in receipt of paid annual leave.

6.9.2 Please note this break applies to the employees’ contractual relationship with
the Trust. It is different and separate from the breaks described in the NHS
Pension Scheme, which outlines a minimum break of 24 hours to be taken to
avoid pension payments being suspended. In all cases the unpaid break
stated in paragraph 8.8.1 must be taken prior to re-engagement.
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6.10

6.9.3

6.9.4

6.9.5

6.9.6

6.9.7

6.9.8

Breaking the continuity of employment means that an employee on return
must serve a further two years to accrue their statutory employment rights
under the Employment Rights Act 1996 and a minimum of 104 weeks
continuous service to be eligible for statutory and occupational redundancy
payments, Mutually Agreed Resignation Scheme payments. Any pay
protection will only be calculated using the service post-retirement.

On returning to work the following will apply:

a new contract of employment will be issued.

new assignment number will be given to the employee.

their continuous service date will be the date they returned to work.

annual leave entitlement will be recalculated on the basis on the new

hours but will be based on the same length of service as it was prior to
retirement.

o sickness entitlements will remain the same as they were prior to
retirement as long as the break in service is for less than 12 months, ie
they will not be reset to the same as a new starter.

o a new identity badge will need to be issued if there is a change in job
title.

o if the employee is under the state retirement age, they will be enrolled

into the 2015 NHS Pension Scheme

o O O O

Staff can defer return up to a maximum period of 3 calendar months (13
weeks). However, if an individual wishes to return after a longer break in
service, this cannot be done automatically, and they will need to apply for a
new job via NHS Jobs.

If an individual has indicated on their Staff Notification of Retirement Form
(H7) that they wish to return and this has been supported by their line
manager, details of their application to return will be passed to the Employee
Resourcing Team.

The Employee Resourcing Team will be responsible for the recruitment of the
individual back into the Trust’s employment, including recruitment checks,
issuing of new contract and payroll forms. Individuals wishing to return
following retirement must pro-actively engage in the recruitment process.
Return to work may be delayed if the individual has not engaged in the
process in a timely manner.

If an individual wishes to return to a position outside of their manager’s
current area of responsibility, this needs to be done via the normal
recruitment and selection processes.

Partial Retirement - Achieving the 10% Reduction in Pensionable Pay

6.10.1 To take Partial Retirement, employees must reduce their pensionable pay by

at least 10 per cent for 12 months compared to their pensionable pay in the
12 months immediately prior to taking partial retirement. After the 12 month
period there is no limit to pensionable pay that can be earnt
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Minimum 20 weeks prior to Retirement
Employee provides written confirmation to manager that they wish to start the
retirement process.

Approximately 20 weeks prior to Retirement
Line Manager meets with Employee to discuss the various options. Together
they complete the initial paperwork ensuring that all annual leave will be taken
prior to date of retirement. All paperwork is sent to relevant Human Resources
Team.

Approximately 18-19 weeks prior to Retirement
Human Resources processes relevant forms and sends a Retirement Letter to
the employee via email, along with all forms that need to be completed to enable
the individual to access their NHS Pension.

Approximately 18-19 weeks prior to Retirement
If employee is undertaking a retire and return, Employee Services, pass the
relevant information through to the Employee Resourcing Team, to enable
appropriate recruitment checks and new contract to be issued.

Approximately 15-17 weeks prior to Retirement
Employee completes Application for Retirement Benefits Form (AWS8) and if
applicable, the Partial Retirement Supplementary Form. Once complete they
arrange for a witness to validate their signature and collects together certified
photocopies of all required certificates (ie Birth Certificate, Marriage Certificate
etc) and returns the Form(s) along with the copy certificates in hard copy form to
the Trust's Payroll and Pensions Team. Postal address will be provided in the
Retirement Letter.

Approximately 13-14 weeks prior to Retirement
The Trust's Payroll and Pensions provider will process the AW8 and Partial Retirement
Supplementary Form. This is normally done via the Pensions On-Line System.

Approximately 13 weeks prior to Retirement
Completed paperwork received by NHS Pensions

Between 2 weeks prior to Retirement up to 30 days post retirement
NHS Pensions communicates directly with the retiree in relation to the payment

of any lump sum and their ongoing pension.

Notes
[ ]

Forms received by the NHS Pensions Agency less than 13 weeks prior to Retirement

are not guaranteed to be paid on time.

NHS Pensions statutory targets are payment of lump sum within 30 calendar days of
the date of your retirement, subject to them receiving the information 13 weeks prior

to your retirement date.
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6.10.2 If the employee and the Manager are unable to identify and agree a way of
contractually reducing pensionable pay by at least 10%, the employee will
not be able to take partial retirement but can instead request to retire and
return.

6.10.3 The NHS Pension Scheme regulations define pensionable pay as follows:

= All basic pay.

= Other regular payments, such as enhancements for working unsocial
hours and on-call availability payments; and

= Qvertime payments for part-time employees up to full-time hours per
week.

6.10.4 Non-pensionable payments include:

Bonuses.

Non-regular payments.

Payments made to cover expenses.

Overtime payments for full time employees.

Additional programmed activities (APAs) which exceed the standard
contractual limit of 10; and

= Pay awards or increases which are expressed by the Secretary of
State to be nonconsolidated.

6.10.5 If you are unsure if a payment is pensionable or non-pensionable, please
check your payslip. Any payments that are non-pensionable will be marked
“NP” in the name of the payment.

6.10.6 It is important that both the manager and employee takes the above into
account when agreeing at least a 10% reduction in pensionable pay for at
least 12 months. A further reduction in pensionable pay will not affect an
individual’s entitlement to partial retirement.

6.10.7 Managers and employees should also be aware that a request to work
additional hours that are pensionable or shifts that attract enhancements
could mean that an individual breaches their 10% reduction target, and
therefore will have their pension benefits in payment either reduced or
stopped until such time as they reduce their pensionable pay again.
Therefore, it is imperative that both employees and managers are mindful of
this when agreeing the initial reduction and any changes to working
patterns/hours post partial retirement.

6.11 Partial Retirement — Considerations when Deciding How Much Pension to Take

6.11.1 Employees who choose Partial Retirement can take between 20% and 100%
of their pension benefits.

6.11.2 They are not able to choose which scheme they take their benefits from. The
chosen percentage is applied sequentially across all of the individual’s
benefits in the NHS Pension Scheme. This means that an individual
effectively takes or uses up their 1995/2008 scheme benefits first followed by
their 2015 scheme benefits.
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6.12

7.0

7.1

7.2

7.3

7.4

7.5

6.11.3 Individuals are not able to take their lump sum separately from their pension.
Taking partial retirement involves claiming a proportion of their pension and
any lump sum associated with that pension.

6.11.4 Modelling tools are available on the NHS Pensions website to support
individuals to decide who much pension they wish to take.

6.11.5 Where applicable, individuals should consider the interaction with the
McCloud remedy. Further information can be on the NHS Pensions website
at Partial retirement | NHSBSA. Failure to consider the interaction between
partial retirement and the McCloud Remedy could affect an individual’s
personal tax position, their final salary link and could result in overpayment of
their lump sum, which may be required to be paid back to the scheme.

Employees who are not members of the NHS Pension Scheme should also follow
the process outline above but are only required to give contractual notice of their
intention to retire.

Retirement Gifts

When an employee retires, they have often given a significant period of their life to
their NHS employer. In recognition of the service they have given, retirement gifts
will be allocated on the basis of their aggregated NHS service.

Aggregated service refers to the total amount of NHS service within the UK even
where there has been a break in service but will exclude any employment taken into
account for a redundancy or other loss of office payment. Service shall be counted
on a date-to-date basis and shall be added together to make complete years.
Eligibility under paragraph 9.1 will only be for the total amount of complete years,
i.e., 20 years and 40 days will meet the criteria, but 19 years and 300 days will not.
Service through ‘the bank’ is not recognised for the purposes of calculating length of
service. In situations where it is not possible to verify the aggregated service
through internal records, e.g., personal file, then the onus will be on the employee
to provide appropriate evidence.

The award will be made when an employee retires voluntarily or is retired on health
grounds. If an individual has opted for flexible retirement i.e., retire and return, or
partial retirement they will receive their award when they finally leave the
employment of the Trust.

The gift/award will take the form of vouchers (which may be used in a wide range of
retailers) to the values listed below:

0-19 years no entitlement to a gift
20-29 years £200
30-39 years £250
40+ years £300

Vouchers received by employees with more than 20 years’ service are not taxable
in line with Inland Revenue arrangements.
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9.0

9.1

9.2

Vouchers will be ordered centrally by Human Resources and will be delivered in the
month of retirement directly to the employee’s home address.

Managers must ensure that they provide an appropriate budget code for the
vouchers to be charged to on the Staff Notification of Retirement Form (H7).
Additional items such as flowers, cakes etc will not be funded. Any such purchases
will be made from voluntary contributions from colleagues.

Planning For Retirement

To assist employees with keeping their retirement plans on track, a “Planning for
Retirement” course is available which encourages a positive and realistic approach
to a financially secure retirement and enables individuals to make informed choices
about their retirement plans.

The course is aimed at all employees considering retirement or for those who have
just started thinking about retirement plans.

The learning objectives are:

e Explore changes in lifestyles.

e |dentify where income is expected to come from and how it is taxed differently in
retirement.

e Understand the State Pension and different types of workplaces pensions.
e Learn about the risk and reward involved in savings and investments.

e Discover why increased life expectancy escalates the dangers of inflation and
how to combat it.

e Find out how to ensure your estate is passed to your intended beneficiaries.
e Understand Inheritance Tax; and

e Understand the next steps and where to receive further guidance and regulated
financial advice.

Employees interested in attending should discuss it with their line manager in the
first instance.

Courses are run once a month via MS Teams and last for 2.5 hours. Places should
be booked via uLearn.

NHS Retirement Fellowship

The NHS Retirement Fellowship is a registered charity

for retired NHS and social care staff, providing a NHS.X\‘

bridge between life in employment and new

opportunities in retirement. Retireme.nt
Fellowship

Members enjoy a range of activities and interests GG Ve S S VAo Yol

meeting former colleagues, making new friends and
participating in a variety of events. Members benefit from a number of various
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discounts including cruises, holidays and annual worldwide travel, home and car
insurance.

9.3  Further information can be obtained through the Fellowship’s website here

10.0 Monitoring Compliance And Effectiveness

Page / Minimum Requirements to Process for Responsible Frequency of
Section monitor Monitoring Individual /Group monitoring
1 Number of Staff Retiring Review of SWG Quarterly

by Category, i.e., age, Numbers

retire and return, partial, ill

health
2 Number of Staff Retiring Review of SWG Quarterly

by Band Numbers
3 Number of Staff Retiring Review of SWG Quarterly

by Age Numbers

11.0 Standards/Performance Indicators

TARGET/STANDARDS KEY PERFORMANCE
INDICATORS

Care Quality Commission registration That the trust maintains compliance

standards (outcome 14) Supporting with CQC registration standards,

Workers (21) of the Health & Social Care this policy supports outcome

Act (2008) (Regulated Activities standards 14

Regulations 2010 CQC essential standards

12.0 References And Bibliography
The policy was developed with reference to the following:

e NHS Pension Website: https://www.nhsbsa.nhs.uk/nhs-pensions

e NHS Employers Website: Using flexible retirement to support retention | NHS
Employers

¢ Planning for Retirement Agenda — Affinity Connect

¢ Flexible Retirement Procedure — September 2023 V2 — Lincolnshire Partnership
NHS Foundation Trust.
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Appendix 1 Training Requirements

There is no training requirement identified within this policy.

Appendix 2 The NHS Constitution

e The NHS will provide a universal service for all based on clinical need, not ability to pay.
e The NHS will provide a comprehensive range of services.

Shape its services around the needs and preferences of individual patients,
their families and their carers

Respond to different needs of different sectors of the population

Work continuously to improve quality services and to minimise errors
Support and value its staff

Work together with others to ensure a seamless service for patients

Help keep people healthy and work to reduce health inequalities

Respect the confidentiality of individual patients and provide open access to
information about services, treatment and performance

o |Ooosoiof o
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Appendix 3 Due Regard Screening Template

Section 1

Name of activity/proposal Retirement Policy and Procedure

Date Screening commenced 22 September 2023

Directorate / Service carrying out the Human Resources

assessment

Name and role of person undertaking Lisa Laws

this Due Regard (Equality Analysis) Human Resources Manager
Employee Services

Give an overview of the aims, objectives and purpose of the proposal:

AIMS: This policy describes the process to be followed by employees wishing to retire,
including flexible retirement options. It also provides general guidance on retirement for
employees and managers.

OBJECTIVES: To provide clear guidance to ensure that line managers apply this policy fairly
and consistently across the Trust and where applicable in line with NHS Pensions
Regulations.

Section 2

Protected Characteristic If the proposal/s have a positive or negative impact please
give brief details

Age By definition, a Retirement Policy has a positive impact on the
older workforce as the majority of staff looking to retire will be
aged 55 plus.

Disability The policy aims to provide clear and consistent guidance to
all staff irrespective of their protected characteristic.

Gender reassignment As above

Marriage & Civil Partnership As above

Pregnancy & Maternity As above

Race As above

Religion and Belief As above

Sex As above

Sexual Orientation As above

Other equality groups? As above

Section 3

Does this activity propose major changes in terms of scale or significance for LPT? For example, is
there a clear indication that, although the proposal is minor it is likely to have a major affect for people
from an equality group/s? Please tick appropriate box below.

Yes No

High risk: Complete a full EIA starting click Low risk: Go to Section 4.
here to proceed to Part B

Section 4

If this proposal is low risk please give evidence or justification for how you
reached this decision:

By definition, a Retirement Policy has a positive impact on the older workforce as the
majority of staff looking to retire will be aged 55 plus. However, it does not have a positive
or negative impact on any other protected characteristic. The Policy’s aim is to ensure that
all staff are treated the same.

Signed by reviewer/assessor d{fl‘@“(ﬂ! QE % Date | 22 September 2023

Sign off that this proposal is low risk and does not require a full Equality Analysis

Head of Service Signed Z{-?‘"“‘ Date | 10 October 2023



http://www.leicspart.nhs.uk/Library/MasterDueRegardTemplateOct2013.docx

Appendix 4 Data Privacy Impact Assessment Screening

Data Privacy impact assessment (DPIAs) are a tool which can help organisations identify the most
effective way to comply with their data protection obligations and meet Individual’s expectations of

privacy.

The following screening questions will help the Trust determine if there are any privacy issues
associated with the implementation of the Policy. Answering ‘yes’ to any of these questions is an
indication that a DPIA may be a useful exercise. An explanation for the answers will assist with the
determination as to whether a full DPIA is required which will require senior management support, at
this stage the Head of Data Privacy must be involved.

Name of Document:

Retirement Policy and Procedure

Completed by:

Lisa Laws

Job title

Human Resources Manager,
Employee Services

Date: 22 September 2023

Screening Questions

Yes /
No

Explanatory Note

1. Will the process described in the document involve Yes

the collection of new information about individuals?
This is information in excess of what is required to
carry out the process described within the document.

This information is being collected
to enable the processes
described within to be carried out

2. Will the process described in the document compel | No

individuals to provide information about them? This is
information in excess of what is required to carry out
the process described within the document.

Not in excess of what is required
to carry out the process described
within the documented

3. Will information about individuals be disclosed to Yes

organisations or people who have not previously had
routine access to the information as part of the
process described in this document?

There is a requirement to provide
additional information, such as
bank details to NHS Pensions to
enable them to pay an individual
their pensions and lump sums

4. Are you using information about individuals for a Yes

purpose it is not currently used for, or in a way it is not

currently used?

Bank details to enable payment of
Pensions by NHS Pensions

5. Does the process outlined in this document involve No

the use of new technology which might be perceived
as being privacy intrusive? For example, the use of

biometrics.

6. Will the process outlined in this document result in No

decisions being made or action taken against
individuals in ways which can have a significant impact

on them?

As the individual is the one
making decision about when to
retire

7. As part of the process outlined in this document, is No

the information about individuals of a kind particularly
likely to raise privacy concerns or expectations? For
examples, health records, criminal records or other
information that people would consider to be

particularly private.

8. Will the process require you to contact individuals in | No

ways which they may find intrusive?

If the answer to any of these questions is ‘Yes’ please contact the Data Privacy Team via
Lpt-dataprivacy@leicspart.secure.nhs.uk
In this case, ratification of a procedural document will not take place until review by the Head of Data

Privacy.

Data Privacy approval name:

Hannah Plowright

Date of approval

11/10/2023

Acknowledgement: This is based on the work of Princess Alexandra Hospital NHS Trust
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Appendix 5 Age Retirement Application Form

VPD 313 STAFF IN CONFIDENCE FORM HTAR 10 2023

Leicestershire Partnership
AB Trat

O vour Pay maTTERS

AGE RETIREMENT APPLICATION Votuntany
Retirement FORM kl.é':!nr:?r*

Retirement

Narmal Age

Form HTAR

NOTES FOR COMPLETION AND SUBMISSION

* This form is only for use where an individual i fully refiring from LPT Service.

* This form should NOT be used for an individual who wishes to use the flexible retirement options of Refire and
Return or Partial Retirement (Draw Down), _If an individual wishes to take flexible retirement, please ensure that the
correct HY form j5 completed as per Policy.

+ Before completing this form, please ensure that you have read and understood the Trust's Retirement Policy
which iz available on the Trust’s Internet Site.

+ This form should arrive in Human Resources (lpt.hrinputtingi@nhs.net) no later than 20 weeks prior to the
date of the employee’s retirement to ensure, _Late forms may result in late receipt of NHS Pension benefits, _
A full retirement timeline is et out in the Trust's Retirement Policy.

+ Please typelcomplete in black ink and block capitals

+ [ncomplete forms will be returned to managers without processing, which may result in a delay of receipt of NHS
Pensicn benefits.

* A Termination Form {HS) MUST accompany thiz form when submitied to Human Resources, _The Age Retirement
Application Form will NOT pg processed until the Termination Form {HS) has been received.

+ MNHS Continuous Service Date is subject to confirmation and will be uzed for calculation of entiflement to a retirement
gifi.

SECTION 1 - PERSONAL DETAILS (For Completion by Employee)
Flease note all posts including bank roles must he,
termipated for you to be paid your pension.

Assignment Mumber(s)

Title Surname Forename(s)
Service (please circle) DMH { FYPC & LD/ Community /| Enabling / Hosted

Job Title BandiGrade
Home Address Hours | PAs

Home Tel. HNo.

Mobile Tel. Mo

Work Tel. No

NHS Continuous
Post Code Sarvice Date

This date must match your termination date on
Date of Retirement Termination Form (H5) and include all outstanding

annual leave, foil e,
Reason for Retirement Ape Voluntary Early Retirement (Mote: You will receive a
(please tick) reduced pension and lump sum)
Which Pension NHS Pension NHS Pension NHS Pension National
Scheme(s) are you a Scheme Scheme Scheme Employment
member of (Tick all that 1935 Section 2008 Section 2015 Scheme savings Trust

| applyl: {NES5T) Pension

If you are member of the 1995 Section of the NHS Pension Scheme and you are retiring prior to the age of 60 under
the Special Clazs/Mental Health Officer (MHO) regulations, please confirm that that you have checked with the MHS
Pensions Agency that your Special Class/MHO Status is comectly recorded on your Pensions Record.

[] {please tick to confirm you have checked)

Have you previously received a retirement Yes- please give Mo
L_gift from the MHS? details
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VPD 313 STAFF IN CONFIDENCE FORM HTAR 10 2023

AGE RETIREMENT APPLICATION FORM PAGE 2
FOR:

SECTION 2 - EMPLOYEE DECLARATION (For Completion by Employee)
| cerify that the informaticn given by me on this form is true and correct. | understand if | have given false information |
could be liable to disciplinary, civil and criminal sanclions. | acknowledge that this form, and the information within can be
shared between the Trust, Trust's Counter Fraud Specialists and NHS Protect for the investigation, prevention, defection
and prosecution of fraud. The information in this form will alzo be shared with the Trust's payroll supplier, _

| confirm | have read and understood the Trust's Refirement Pelicy prior to completing this form.

| confirm | have reached minimum pension age for the scheme | choose to claim my benefits from (Information is
available on the following link:- hitpz- /. nhebea. nhs. uk'member-hub/applving-your-pension )

| understand that the Date of Retirement details on this form once agreed cannot be changed without the Trust's payroll
and pensions provider and the WHS Pensions Agency having to start the retirement process again, which can delay the
payment of my pension benefits and could result in an overpayment of pensions which | will then have to repay.

| confirm that the Date of Refirement includes all of my outstanding annual leave and TOIL.

== Employee's Signature Date

SECTION 3 — AUTHORISATION (For Completion by Line Manager)

The Manager signimg the form must be authonssd fo do s0

| confirm that the above information is coract and the Date of Refirement includes all outstanding annwal leave, TOIL etc.
| will ensure & Termination Form (HS) j5 submitted along with this form to lpt.hrinputiing@nhs.net a minimum of 20 weeks
prior fo retirement.

| can confirm that you can charge the value of the Retirement Vouchers {if
applicable) to my cost centre cost which is:

?E'-. Manager's Signature Date

Manager's Job Title Tel. No

Manager's Email Address

M.B. Where you see the symbol =. this indicates that a signature j5 required. Unless all signature boxes
dre_completed this form will not be actioned.

Once completed and signed by both parties, please scan and email this form along with the Termination
Form (H5) as PDF documents to LPT.HEInputting@nhs.net. The completed form must be sent from the
authorising manager's email account and nof from the account of for example a PA/Secretaryfthe

employee. Please only submit the form once, _

Ths anginal ferm.showd be retainsd by the Manager on the employee’s file locally along with a copy of the
accompanying authorsing email and the Employee should also be given a copy.

SECTION 4 - TO BE COMPLETED BY HR

TASK ACTION COMPLETED BY DATE

HS Actioned on ESR

HS and HYAR Form Sent to Payroll and Pensicns Team

Retirement Letter Sent to Employee with copy fo Line
Manager, incledes issuing of AVWS

Details Added to the Retirement Voucher Spreadsheet

Details Added fo the Master Refirement Spreadsheet

If had a bank assignment inform CSS to ensure removed from
their systems
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Appendix 6 Retire and Return Retirement Application Form

VPD 313 STAFF IN CONFIDEMNCE FORM HTRR 10 2023

Laiceiterihire Partneribip
MBS Tryst

O vour PaY MATTERS

RETIRE AND RETURN RETIREMENT
Retur APPLICATION FORM

Form HFTRR
NOTES FOR COMPLETION AND SUBMISSION

* This form is only for use where an individual is refiring and retuming to LPT employment.

+ This form should NOT be used for an individual who wishes to fully retire or use the flexible retirement option of
Retirement (Draw Down), _If an individual wishes to use one of these oplicns, please ensure that the correct H7 form
is complefed as per Policy.

+ Before completing this form, pleage engure that you have read and understood the Trust's Retirement Policy
which iz available on the Trust’s Internet Site.

# Thig form should arrive in Human Resources (lpt.hrinputting@nhs.net) no later than 20 weeks prior to the
date of the employee’s retirement to ensure, _Late forms may result in late receipt of NHS Pension benefits, _
A full retirement timeline is set out in the Trust's Retirement Policy.

* Please typelcomplete in black ink and block capitals

* Incomplete forms will be returned to managers without processing, which may result in a delay of receipt of NHS
Pension benefits.

Retire and

¢ A Termination Form {HS) MUST accompany this form when submitied to Human Resources, _The Retfire and Return
Retirement Application Form will NOT be processed until the Termination Form (HS) has been received.
+ Retirement Gift Vouchers will only be issued when you finally leave the Trust.

SECTION 1 - PERSONAL DETAILS (For Completion by Employee)

Please note all posts including bank roles must be

Assignment Number(s) termipated for you to be paid your pension.

Title Surname Forename(s)
Service (please circle) DMH ! FYPC & LD/ Community ! Enabling ! Hosted
Job Title Band/Grade
Home Address Hours ! PAs

Home Tel. Ho.

Mobile Tel. Mo

Work Tel. No
Post Code

This date must match your termination date on
Date of Retirement Termination Form (H5) and include all outstanding

annual leave, toil g,
Reason for Retirement Age Voluntary Early Retirement (Mote: Y ow will receive a
(please tick) reduced pension and lump sum)
Which Pension NHS Pension NHS Pension NHS Pension Naticnal
Scheme(s) are you a Scheme Scheme Scheme Employment
member of (Tick all that 1995 Section 2008 Section 2015 Scheme savings Trust
apply): {NEST) Pension

If you are member of the 1995 Section of the NHS Pension Scheme and you are retiring prior to the age of 60 under
the Special Class/Mental Health Officer (MHO) regulaticns, please confirm that that you have checked with the NHS
Pensions Agency that your Special ClassMHO Status is comectly recorded on your Pensions Recond.

[ {Please tick to confirm you have checked)
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VPD 313 STAFF IN CONFIDEMCE FORM HTRR 10 2023
RETIRE AND RETURN RETIREMENT
APPLICATION FORM PAGE 2 FOR:

SECTION 2 — APPLICATION TO RETURN TO WORK (For Completion by Employee)

The Trust recognises that many people will wish to continue working sfter they have retired and will continue fo play an_
Imeartaot role as part of the Trust's workforce. There are 8 number of ways that someone can return to work for the
Trust after retirement which are detailed below, _ You can start the process to retum in one of the below ways before you
retire:

1. Returning to a bank role: this can normally be sccommedsated subject to satisfactory recruitment checks. Please

indicate below what bank work you would be interested in undertaking.
2. Retire and Return to contracted hours in the post you are currently in.
3. Retire and Return to contracted hours ina lower banded role in the team/service you are currently in.

The following conditions must pe_upderstoed and complied with:

# In all cases, jn qrder_tg bresk the continuity of employment the Trust reguires you to take 2 minimum 14-day
unpaid break between retirement and re-engagement. |n qrder o avoid any doubt this applies to permanent
(without limit) contracts, fived term contracts, and bank agreements. During this 14 day break you must not be in
receipt of paid annual leave.

#  Please note this break applies to your contractual relationship with the Trust. It is different and separate from the
breaks described in the MHS Pension Scheme, which outlines & minimum break of 24 hours to ke faken to avoid
pension payments being suspended. In all cases the unpeid bresk stated sbowve must he taken prior to re-
engagement.

#  Breaking the continuity of employment means that on return you must serve a further two years to accrue your
statutory employment rights under the Employment Rights Act 1888 and a minimum of 104 weeks continuous
service fo be eligible for statutory and occupsational redundancy payments, Mutuslly Agreed Resignation
Scheme payments. Any pay protection will only be_caleulasted using the service post-retirement.

*  On retuming to work the following will apply:

o & new contract of employment will be issued.

o new assignment number will be provided.

o your continuous service date will be the date that you returned to work.

o your leave entitement will be_regalzuleted on the basis on the new hours but will be based on the same length of
service as it was prior to retirement.

o sickness entitements will remain the same as they were prior to retirement g5 lgng_as the bresk in service is for
less thamn 12 months.

o & new identity badge will need to be issued if there is a change in job title.

o if you are under the state retirement age, they will be_eprglled into the 2015 NHS Pension Scheme

# If you have a lease car, you will need to speak to the Lease Car provider about this spplication to ensure that
you are appropriately insured during any break in service.

# Both options 2 and 3 will require authorisation by an appropriate manager in line with the Retirement Procedure,
and can only be accomogdated if

o The service requires the post to be filled and

o The post js ngt deemed suitable for another employes seeking redeployment within the Trust due to
being at risk of redundancy, ill health, capability ete. and

o The retinng employee's flexible working request can be accommeodated in terms of hours of work,
nature of work and working pattern.

All requests for retire and return will be carefully considered and pot_unreasopakbly refused but the manager's decision, which
will be based on service need, is final and there is no right of appeal against this decision. Staff can defer returm up to a
maximum peried of 3 calendar months (13 weeks). However, if an individual wishes to return after a longer break in service.
this cannot be dons sutomatically, and they will need fo apply for 2 new job via NHS Jobs.

Mote: Annual Earnings Margin — Regulstion suspended until 31 March 2025 — This figure will be provided to you by the

MHS Pensions Agency’s Paying Agents, If you earmn more than this figure, NHS Pensions will adjust your pension
payments, so it is really important that you understand this prior to agreeing the number of howrs to be worked

| would like to be considered for:

Type of Role 1 Bank 2 Flexible retirement 3 Flexible retirement
to post you are to a lower banded
currently im role

Diate available  to work from

[mirvimum 15 calendar dsys

from retirement date)

Type of work e.g., staff
nurse; ungualified nurse;
sdministrator and Band

Mumber of hours you
would ke to work.

How long are you
envisaging working for?
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RETIRE AND RETURN RETIREMENT
APPLICATION FORM PAGE 3 FOR:

SECTION 3 - EMPLOYEE DECLARATION {For Completion by Employee)

| cerlify that the informaticn given by me on this form is true and correct. | understand if | have given false information, |
could be liable to disciplinary, civil and criminal sanctions. | acknowledge that this form, and the information within can be
shared between the Trust, Trust's Counter Fraud Specialists and MHS Protect for the investigation, prevention, detection
and prosecufion of fraud. The information in this form will alzo be shared with the Trust's payroll supplier, _

| confirm | have read and understood the Trust's Refirement Policy prior to completing this form, _| confirm | have reached
minimum pension age for the scheme | choose to claim my benefits from (Information is available on the following link:-
hitps:fwvew. nhzbesa. nhs ukimember-hub/applying-your-pension )

| understand that the Date of Retirement details on this form once agreed cannot be changed without the Trust's payroll
and pensions provider and the NHS Pensions Agency having fo start the retirement process again, which can delay the
payment of my pension benefitz and could result in an overpayment of pensions which | will then have to repay.

| confirm that the Date of Retirement includes all of my outstanding annual leave and TOIL.

Retire and Return - | understand and accept that if | knowingly withhold information, or provide false or misleading
informaticn, this may result in my application beipg reiected, or if | am appointed, in my dismissal, and | may be liable to
prosecution. | also agree to inform the Trust of any changes to my circumstances that are relevant to my application to
return to work with the Trust both during the application precess and once | have returned, _| also understand that | need
to pro-activity engage in the recruitment process and my return to work may be delgyed | have not engaged in the
process in a fimely manner.

Employee’s Signature Date

SECTION 4 — MANAGER'S REVIEW OF APPLICATION TO WORK AFTER RETIREMENT (For

Completion by Line Manager)

The following seclion is the process fo revisw the individual's application fo return fo wark following retirement and whers
appraved becomes the asutharify fo appoint fo enable the Employee Resourcing Team to underfaks all refevant
recruitment checks and offer the individual a newr Contract of Employment past-refirement.

All requests for refire and refurn will be carefully considersd and ot unreasonably refused but the manager's decision,
which will be bassd on sendos nesd, is final and thers is no right of appeal against this decision. Siaff can defer return up
to & maximum period of 3 calendar months (13 wesks). However, if an individual wishes fo refurn after 5 langer break in
servics, this canndal b done automaiically, and they will need to apply for & new job via NHS Jobs.

| support and authorse them to be offared:

Type of role 1 Bank 2 Flexible retirement 3 Flexible retirement
to post you are to a lower banded
currently in role

Autharise - es (Mo

¥ no you mrust inform worker of
oufcome)

Diate new Contract to
COMMEence.

[Nirimum 15 calendar dgys
fram retirement datel

Job title of role heipg,
Erpnintsd to

Type of appointment —
permmanent’ fosed term
[imcluding end date)

Band / Grads

Pasition Murmber

Mo of contracted hours
of work approved.
[Plesze indicate if
appainting fo a Temn
Time Only Confract or
an Annuwalized Hours
Confraci]
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RETIRE AND RETURN RETIREMENT
APPLICATION FORM PAGE 4 FOR:

SECTION 5 — AUTHORISATION (For Completion by Line Manager)
The Manager sighing the farm musf be authonzed fo da 50

| confirm that the above infermation is correct, and the Date of Retirement includes all outstanding annwal leave, TOIL
etc. | will ensure a Termination Form (HS) is submitted along with this form to Ipt hrinputting@nhz.net a minimom of 20
weeks prior to retirement.

Retire and Return - | have reviewed the workers application fo work for the Trust after their retirement and confirm
that | have considered the following:
* The service requires the post fo be filled and the vacancy has undergone any required approval process.
* The service reguires the post to be filled through “retire and return” in Jight of cost improvement pressures.
* | have engquired with the Employee Resourcing Team as to whether there are any staff requiring
redeployment that preclude this person being offered the role below (not reguired for bank appointments).
If there are employees requiring redeployment you will be advized of this- please submit page 1 of this
form to prevent a delay in payment of pension and confinue to liaise with Employee Resourcing Team to
determine what is an appropriate outcome for the rest of this formn:
| have considered the equality requirements.
| zan confirm this “refire and return” is value for money.
The standard of the employee’s work and attendance
The employee's competence (skills, knowledge and experience) against the essential requirements of the
post)
* The service can accommodate the hours/nature of work the person wants to return to and it meets senvice
needs.
*  Succession planning and the potential impact the employee's return will have on their team.
+  Whether it is in the best inferests of the senvice to accommodate the “retire and return” request
* Longer term workforce [ senvice plans for the post and team and how the “retire and return” requests fils

* #ﬁrlehfr.e na investigations or disciplinary issues that preclude the emplovee being able fo work in the role
. ﬁ'erg:lq'.tired: in line with Department of Health guidance, | am prepared to publicly justify my decision.
Manager's Signature Date
Manager's Job Title Tel. No

Manager's Email Address

M.B. Where you see the symbol = this indicates that a signature iz \wquired. Unless all signature boxes
are completed this form will not be actioned.

Once completed and signed by both parties, please scan and email this form along with the Termination
Form (H5) as PDOF documents to LPT.HRInputting@nhs. net The completed form must be sent from the
authorising manager's email account and nof from the account of for example a PASSecretaryfihe
employee. Please only submit the form once.

The onginal form should be retained by the Manager on the employee’s file locally along with a copy of the
accompanying authorising email and the Employee should also be given a copy..

SECTION 6 - TO BE COMPLETED BY HR

TASK ACTION COMPLETED BY DATE
H5 Actioned on ESR
HS and HYRR Form Sent to Payroll and Pensions Team

Retiremnent Letter Sent to Employee with copy to Line Manager,
includes issuing of AVWS

Asg Retire and Refurn copy sent to Employee Resourcing Team
to enable them to underake relevant Recruitment Processes

Details Added to the Master Retirement Spreadsheet

If had a bank assignment inform CSS as appropriate to post
refurning to
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Appendix 7 Partial Retirement (Draw Down) Application Form

VPD 313 STAFF IN CONFIDENCE FORM H7FR 10 2023

Leicestershire Partnership
A Frynd

O vour Pay maTTERS

PARTIAL RETIREMENT (Draw Down)
APPLICATION FORM

|
Form HYPR

NOTES FOR COMPLETION AND SUBMISSION

+ This form is only for use where an individual is taking Partial Retirement.

+ This form should NOT be used for an individual who wishes to fully retire or use the flexible retirement option of
Retire and Return, _If an individual wishes to use one of these options, please ensure that the correct HY form j3,
complsted as per Policy.

+ Before completing this form, pleage ensure that you have read and understood the Trust's Retirement Policy
which iz available on the Trust’s Internet Site.

# Thig form should arrive in Human Rezources (Ipt.hrinputting@nhs.net) no later than 20 weeks prior to the
date of the employee’s retirement to ensure, _Late forms may result in late receipt of NHS Pension benefits, _
A full retirement timeline is set out in the Trust's Retirement Policy.

+ Please type‘complete in black ink and block capitals

+ Incomplete forms will be retumed to managers withowut processing, which may result in a delay of receipt of NHS
Pension benefits.

+ A Change of Circumstances Form (H2) MUST accompany this form when submitted to Human Resources, which
clearly shows a coniractual reduction in pensionable pay of at least 10% for a minimnum of 12 menths, which must be
effective from the day afier the retirement date listed below, _ The Partial Retirement Application Form will NOT pe_
processed uniil the Change of Circumstances Form (H2) has been received.

+  Retfirement Gift Vouchers will only be issused when you finally leave the Trust.

Al DETAILS (For Completion by Employee)

Assignment Number(s)

Title Surname Forename(s)
Service (please circle) DMH ! FYPC & LD / Community ! Enabling f Hosted

Job Title Band/Grade
Home Address Hours | PAs

Home Tel. No.

Mobile Tel. Mo
Work Tel. No
Post Code
This date must be the day before the date of contractual
Date of Retirement change specified on the H2 — Change of Circumstances
Form.
Reaszon for Retirement Age Voluntary Early Retirement (Note: You will receive a
(please fick] reduced pension and lump sum)
Which Pension MH 5 Pension MHS5 Pension NHS Pension Maticnal
Scheme(s) are you a Scheme Scheme Scheme Employmient
member of (Tick all that 1995 Section 2008 Section 2015 Scheme savings Trust
applyl: {MEST) Pension

If vou are member of the 1995 Section of the NHS Pensgion Scheme and you are retiring prior to the age of 60 under
the Special ClassMental Health Officer (MHO) regulaticns, please confirm that that you have checked with the HHS
Pensions Agency that your Special Class/MHO Status is comectly recorded on your Pensions Record.

[l {Please tick to confirm you have checked)
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VPD 31

STAFF IN CONFIDEMNCE FORM HTPR 10 2023

(4% )

PARTIAL RETIREMENT APPLICATION FORM
PAGE 2 FOR:

SECTION 2 - EMPLOYEE DECLARATION {For Completion by Employee)

| cerfify that the informaticn given by me on this form is true and correct. | understand if | have given false information, |
could be liable to disciplinary, civil and criminal sanclions. | acknowledge that this form, and the information within can be
shared between the Trust, Trust's Counter Fraud Specialists and MHS Protect for the investigation, prevention, detection
and prosecufion of fraud. The information in this form will also be shared with the Trust's payroll supplier, _

| confirm | have read and understood the Trust's Retirement Policy prior to completing this form and have read through
the information on Partial Retirement on the MHS Pensions website.

| confirm | have reached minimum pension age for the scheme | choose to claim my benefits from (Information is
available on the following link:- hitps-/fawew . nhsbsa. nhs ukimember-hub/applying-your-pension)

| understand that the Date of Retirement details on this form once agreed cannot be changed without the Trust's payroll
and pensions provider and the NHS Pensions Agency having to start the retirement process again, which can delay the
payment of my pension benefitz and could result in an overpayment of pensions which | will then have to repay.

Partial Retirement — As | am applying for partial retirement, | confirm:

* | am an active member of the NHS Pension Scheme

* | understand that | must reduce my pensionable pay through a contractual change by a minimum of 10%: for a
period of at least 12 maonths.

+ | have discussed and agreed the contractual change to my terms and conditions of service with my Line Manager
and attach a completed H2 — Change of Circumstances Form.

* | have had the previous level of pensicnable pay for at least 12 months prior to Partial Retirement.

* | have not previously claimed partial retirement on two occasions.

= | understand it is my ocwn responsibility to ensure that | meet the requirements of the Partial Retirement
Regulations and if | do not maintain these, | will be subject fo abatement and my pension benefits in payment will

be reduced fstopped.

Employee’s Signature Date

SECTION 3 — AUTHORISATION (For Completion by Line Manager)
The Manager signing the form mus! be authonssd fo do 0.

| confirm that the above information is comrect, _

| have reviewed the employee's request for Partial Retirement and can confirm that the service can accommodate the
hours/nature of the work the individual wishes fo do post Partial Retirement and it meets service needs.

| have, therefore, agreed a Contractual Change with the employes that reduces their pensionable pay by a minimum of
10% for at least 12 month=s and will ensure a Change of Circumstances Form (H2) to reflect this change is submitted
along with this form to lpthrinputiing@nhs.net a minimum of 20 weeks pror to retirement.

L

Manager's Signature Date

Manager's Job Title Tel. No

Manager's Email Address

M.B. Where you see the symbol = this indicates that a signature iz fequired. Unless all signature boxes
are_completed this form will not be actioned.

Once completed and signed by both parties, please scan and email this form aleng with the Change of
Circumstances Form (H2) as PDF documents to LPT. HRInputting@nhs.net. The completed form must
e sent from the authorising manager's email account and nof from the account of for example a
PajSecretaryfthe employee. Please only submit the form once, _

The ariginal form_sbould be retaiped by the Manager on the employee’s file locally along with a copy of the
accompanying authorsing email and the Employee should also be given a copy.
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PARTIAL RETIREMENT APPLICATION FORM
PAGE 3 FOR:

SECTION 4 - TO BE COMPLETED BY HR

TASK ACTION COMPLETED BY DATE

H2 Actioned on ESR

H2 and HYPR Form Sent to Payroll and Pensicns Team

Retirement Letter Sent to Employee with copy fo Line
Manager, incledes issuing of AWS and Supplementary Form

Details Added to the Master Retirement Spreadsheet

If had a bank assignment inform CSS as appropriate to
Change of Circumstances Form.
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