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1.

POLICY STATEMENT

1.1

This policy is designed to assist employees who are considering or have taken the decision
to retire from service and outlines the options available and support that can be expected
from management.

1.2

This policy is intended to demonstrate the CCG’s commitment to promoting age diversity in
its workforce.

2.

PRINCIPLES

2.1

The CCG does not operate a compulsory retirement age.

2.2

Early communication between an employee and their manager is an important pre-requisite
for effective retirement planning. The CCG’s annual appraisal process provides the
opportunity to explore employees future career plans, including retirement; discuss options
for flexible retirement and its implications for the CCG; arrange appropriate help and
support and plan accordingly for future recruitment needs.

2.3

Employees considering retirement, particularly flexible retirement, should discuss their
plans initially with their line manager.

2.4

The CCG encourages employees to prepare for their retirement both financially and
personally and wishes to provide support to staff considering retirement. Appendix 1
provides further information and examples of bodies that provide retirement support.

2.5

When considering retirement options employees should bear in mind the potential impact
on their pension and that NHS Pensions requires four months’ notice of any request for
payment of pension benefits.

2.6

Employees wishing to claim their NHS Pension must ensure they complete form AW8,
available from NHS Pensions or the Payroll Department.

2.7

Employees wishing to claim their NEST pension, which is the alternative scheme made
available to those not eligible to join the NHS Pension scheme, must ensure they complete
the necessary NEST procedure available via www.nestpensions.org.uk.

3.

RETIREMENT

3.1

This section is intended to give brief details about the NHS Pension Schemes (1995, 2008
and 2015). The schemes are subject to change therefore information in this policy may
alter. Managers and employees should refer to a Pensions Officer at the Payroll
Department and/or the NHS Pensions website for more information.
Protection Arrangements

3.2

From 1 April 2015, members will be transferred to the 2015 pension scheme, with the
exception of those with protection (as outlined below) who will remain in the 1995/2008
schemes:

3.2.1 Members of the 1995 and 2008 schemes who, as at 1 April 2012, were either already over
the Normal Pension Age (NPA) or 10 years or less from their NPA and in active
membership on both 1 April 2012 and 31 March 2015 are entitled to full protection.
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3.2.2 Members of the 1995 and 2008 schemes who, as at 1 April 2012, were more than 10 years
but less than 13 years and 5 months from their NPA and in active membership on both 1
April 2012 and 31 March 2015 are eligible for tapered protection. This means that the
member will join the 2015 scheme but from a date later than 1 April 2015, determined by
the member’s age in years and months as at 1 April 2012.
NHS Pension Scheme 2015
3.3

The NPA under the 2015 scheme is equal to an employee’s state pension age or age 65 if
that is later. State pension age can be calculated at www.gov.uk/calculate-state-pension.

3.4

If a member does not claim their benefits at NPA, the employee may continue to build
benefits up to the age of 75 by remaining in the pension scheme. Benefits must be claimed
at age 75. Pension earned before NPA will be increased to take account of the fact that it is
being paid later.

3.5

Members of the scheme may choose to take voluntary early retirement on or after the
minimum pension age, which is age 55. In this instance, pension benefits will be reduced as
a consequence of the benefits being paid earlier and for longer than expected.

3.6

The scheme does however have the facility for members to pay additional contributions to
buy out the reduction that would be applied if pension benefits were claimed before NPA.
This is known as an Early Retirement Reduction Buy Out (ERRBO) agreement. The
agreement can be for early retirement one, two or three years before your NPA but no
earlier than age 65.
NHS Pension Scheme 2008

3.7

The NPA under the 2008 scheme is age 65.

3.8

If a member does not claim their benefits at NPA, the employee may continue to build
benefits up to the age of 75 or until they reach 45 years membership, whichever is sooner,
by remaining in the pension scheme. Pension earned before NPA will be increased to take
account of the fact that it is being paid later.

3.9

Voluntary early retirement can be taken from the minimum pension age of 55 with reduced
benefits paid.
NHS Pension Scheme 1995

3.10

The NPA under the 1995 scheme is age 60.

3.11

If a member does not claim their benefits at NPA, the employee may continue to build
benefits up to the age of 75 or until they reach 45 years membership, whichever is sooner,
by remaining in the pension scheme. There are no provisions to increase benefits for
members of the 1995 section for later payment of benefits.

3.12

Employees who joined the 1995 scheme before 6 April 2006 and have not had a break in
membership of 5 years or more may choose to take voluntary early retirement from age 50
and receive reduced benefits. Otherwise the earliest age an employee can retire is age 55.

3.13

Some employees who are members of the 1995 scheme may hold Special Class or Mental
Health Officer status which provides them with an earlier NPA of 55. These statuses are
available in the 1995 scheme only and require a number of eligibility criteria to be met.

HR29 Retirement Policy Version 4.0

4

4.

FLEXIBLE RETIREMENT

4.1

Flexible retirement provides flexibility regarding the age at which an employee retires, the
length of time it takes to retire and the nature and intensity of work in the lead up to final
retirement. It assists the organisation by retaining the skills of key employees who are
approaching, or are at, retirement age and provides a greater choice for employees.
Pre-retirement wind down (existing post)

4.2

An employee approaching their retirement may wish to gradually reduce the number of
hours they work leading up to their actual date of retirement while continuing to build
pension entitlement.
Pre-retirement step down (less demanding role)

4.3

An employee approaching retirement may request to continue working in a less demanding
and lower banded role.

4.4

If a change in role is agreed, the employee will be paid the appropriate rate for that post. If
there is a reduction in working hours, the employee will be paid pro rata to hours worked.

4.5

Members of the NHS Pension Scheme (1995) who are over the minimum retirement age,
and whose pay reduces by at least 10%, may apply for the higher rate of pay to be
protected for pension purposes. The application must be made after 12 months but within
15 months of the date the rate of pay is reduced. Protections are not relevant to benefits
earned in the 2015 Scheme because this is a Career Average Revalued Earnings scheme
where the benefits earned are based on the pensionable earnings across the member’s
career.
Draw down (partial retirement)

4.6

Members of the 2008 and 2015 NHS Pension Schemes may elect to take part of their
pension benefits and continue in NHS employment. To do this the employee must have
reached at least the minimum retirement age of 55 and have reduced their pensionable pay
by at least 10%.

4.7

Between 20% and 80% of pension entitlement may be taken and pension membership will
continue to build up. Pensionable pay must remain reduced for at least a year otherwise
eligibility to a pension will cease. Benefits can be drawn down twice before final retirement.
Retire and come back to work

4.8

Under the provisions of the NHS Pension Scheme, employees have the option to retire
from service and take all their pension benefits before returning to NHS employment.

4.9

Employees considering this option, who have NHS Pension Scheme membership prior to
5th April 1997, must request the Guaranteed Minimum Pension (GMP) check from the
Pensions Officer in the first instance. Retirement cannot go ahead unless the GMP check
has been passed.

4.10

If a request to retire and return is agreed, there must be at least a 2-week break between
employments, to include a minimum 24-hour break in pensionable employment to satisfy
the requirements of the NHS Pension scheme.
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4.11

Where an employee has other employment in another NHS organisation or GP practice,
they must ensure they also follow that organisation’s retirement procedures to ensure the
minimum 24-hour break in all pensionable employment is satisfied for payment of their NHS
pension.

4.12

Employees must take all accrued annual leave before their retirement date otherwise any
days not taken will extend the retirement date and delay payment of the pension
accordingly.

4.13

Members of the 1995 section must work less than 16 hours per week within one calendar
month of retirement to avoid their pension being suspended. This restriction does not apply
to members of the 2008 or the 2015 schemes. Please note there may be instances where
an employee has membership in both the 1995 scheme and the 2008/2015 scheme, in
such instances an employee must seek advice from the Pensions Officer in the Payroll
Department to understand any restrictions on the working hours they will return to.

4.14

Employees who are in receipt of any earnings related protection will lose that protection on
their return to work following the break in service.

4.15

Once an employee retires and receives their pension benefits in relation to their NHS
service, this service will no longer be counted as ‘reckonable’ for redundancy purposes.
Where an employee takes their pension benefits and returns to work at the organisation,
reckonable service will begin from the date of return to employment after the break in
service.

4.16

Employees who retire and take their pension benefits from the 1995 scheme before
returning to work will not be able to re-join the NHS Pension Scheme, however an
alternative pension scheme will be provided by the CCG. Employees who retire from the
2008 or 2015 schemes will be eligible to re-join the NHS Pension scheme on return to NHS
employment.

5.

ILL HEALTH RETIREMENT

5.1

When an employee becomes incapable of carrying out their duties on a permanent basis,
and no reasonable adjustments can be made or suitable alternative employment secured
(see Redeployment policy), the employee may wish to apply to NHS Pensions for
retirement on the grounds of ill-health. This option is only available to employees who have
two years continuous pensionable NHS service. The minimum pension age does not apply
in the case of ill health retirement.

5.2

Where ill-health retirement is identified as an option, the employee will be provided with an
estimate of pension benefits via Human Resources or from the Pensions Officer. The
application must be made on the appropriate form which is available from the Payroll
Department.

5.3

Medical advisers, appointed by NHS Pensions, will assess the available medical evidence
and will confirm whether the employee is permanently incapable of carrying out either their
present NHS duties or any regular work. A Tier 1 or Tier 2 pension may be paid dependent
upon this decision.

5.4

Tier 1 is where an employee becomes permanently incapable of performing their current
job role due to ill health. In this situation an employee will receive their accrued benefits
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(1995 & 2008 scheme) / pension (2015 scheme), but without reduction to take account of
early payment. There is no enhancement to benefits.
5.5

Tier 2 is where an employee becomes permanently incapable of doing any regular work
due to permanent ill health. In this situation an employee will received enhanced benefits
dependent upon which scheme they are a member of.

5.6

If an employee is terminally ill and not expected to live longer than a year and has been
accepted by NHS Pensions for ill health retirement, then they may apply to exchange their
ill health benefits for a one off lump sum payment.

5.7

It is important to note that the decision regarding an application for ill health retirement rests
solely with NHS Pensions and not the CCG.

5.8

If an individual returns to NHS employment before their normal pension age and their
earnings are above a certain level, some of their ill health pension may be reduced. This is
called abatement and it applies where earnings from re-employment plus the “unearned”
portion of the ill health pension exceeds earnings before retirement.

5.9

If a Tier 2 ill health pension is granted and the individual is subsequently able to undertake
work at a later date, there are restrictions based on the kind of work an individual can do
and the amount of money they can earn. These restrictions differ primarily on whether you
return to work in the NHS or not. Individuals must make themselves aware of the rules
governing the continued receipt of a tier 2 ill health pension and understand they will be
subject to an annual review by NHS Pensions.

6.

NEST SCHEME

6.1

Any employee who is not eligible to join the NHS Pension Scheme will instead be
automatically enrolled (subject to eligibility criteria) in the government-backed workplace
pension scheme called NEST. Both the employee and the CCG will pay contributions into
the scheme. However, an employee does have the option to opt-out of the scheme within
one month of being automatically enrolled and details of how to opt-out will be included in
the welcome pack they receive up on being enrolled.

6.2

An employee’s NEST retirement date will be set depending on when they were born. If born
on or before 5 December 1953, the retirement date will be the day they reach age 65. If
they were born after 5 December 1953, their NEST retirement date will match their State
Pension Age as it is on the day they join NEST. If they have already reached either 65 or
their State Pension Age at the time of joining NEST then their NEST retirement date will be
age 75. An employee has the option to select a different NEST retirement date to better suit
their circumstances providing their age on the new date chosen is no less than age 55.

6.2

An employee can take money out of their NEST account at any time from the day they turn
55 years, or potentially earlier if suffering from serious ill health or incapable of working due
to ill health. An employee can take out as much as they want, whenever they want.
However the extent to which they will be able to do this will depend on their pension
scheme and how much they have in their pot.

6.3

Managers and employees should refer to the NEST website for more information.
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7

PROCEDURE (WHERE A MEMBER OF NHS PENSION SCHEME)

7.1

Employees who have decided that they wish to retire or are considering retirement,
particularly flexible retirement, should discuss their plans initially with their line manager.
Notice of Retirement

7.2

Employees wishing to fully retire from work must resign from their employment, giving the
appropriate contractual notice. They will be expected to take all accrued annual leave prior
to their leaving date for the reason outlined at paragraph 4.12.

7.3

Where an employee intends to retire and take their pension on their retirement date, the
minimum amount of notice required is four months’, and ideally should be longer whenever
it is reasonably practicable to do so. This is to enable the pension be paid on time by NHS
Pensions. The employee must make contact with the Payroll Department, at least four
months before their retirement date, to ensure completion of the necessary documentation
(e.g. AW8 form) for payment of pension.

7.4

On receipt of an employee’s notice, the line manager must immediately complete an ESR4
Termination Form and submit this to Human Resources.
Flexible Retirement

7.5

A request for flexible retirement must be made by the employee, using the form in Appendix
2, to their line manager. The application must be submitted allowing sufficient time between
the submission of the request and the proposed start date for the application to be
considered.

7.6

The whole process from receipt of the application through to the decision of any appeal
must be concluded within 3 months.

7.7

Only one application can be made in any 12 month period.

7.8

An employee must provide as much relevant information as possible in their application so
that management can make an informed decision without delay, bearing in mind the notice
required both contractually and for NHS Pensions to process the pension if required.

7.9

The line manager will acknowledge the request (Appendix 3) and will arrange a meeting
with the employee to discuss the application, to be held no later than 28 calendar days after
the date of application. The employee has the right to be accompanied by their trade union
representative or a work colleague at this meeting.

7.10 The purpose of the meeting is to discuss the request, review the working pattern proposed
and how it may be accommodated. If there are likely to be problems with the request these
should be explored and/or possible alternative identified where appropriate. No speculative
decision will be given at the meeting.
7.11 A decision will be made within 14 calendar days of the meeting and the employee notified in
writing (Appendix 4). The notification will either:
•
•
•

accept the request and establish a start date and any other action or
confirm a compromise agreed at the meeting or
reject the request, detailing all of the facts and demonstrating the business rationale
behind the decision.
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It will also include details of the appeals process.
7.12 If an employee does not attend two arranged meeting without ‘good reason’ the application
is considered withdrawn. In such circumstances, a further request may not be made for a
further 12 months.
7.13 In considering applications for “retire and return,” the line manager will have to demonstrate
that there is a business requirement for the post to be filled through retire and return and
that monies could not be better used differently. All applications will include consideration of
the following:
•

the requirement for the post to be filled through "retire and return" in light of cost
improvement pressures etc.;

•

equality requirements;

•

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;

•

whether the hours proposed can be accommodated / meet service needs;

•

succession planning and the potential impact the employee's return will have on their
team;

•

whether it is in the best interests of the service to accommodate the "retire and return"
request;

•

longer term workforce / service plans for the post and team and how the "retire and
return" request fits with this.

Appeal Procedure
7.14 If the employee believes their request has not been properly considered, they may appeal
the decision. The employee must submit their appeal in writing within 14 calendar days of
receipt of the written decision regarding their request.
7.15 The appeal will be acknowledged in writing and an appeal meeting arranged.
7.16 The appeal meeting must take place within 14 calendar days of receiving the employee’s
appeal and will be heard by the line manager of the manager who made the original
decision, or someone at an equivalent level.
7.17 The employee has the right to be accompanied by their trade union representative or a work
colleague at this meeting.
7.18 The decision on the appeal must be given within a further calendar 14 days and is final.
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8

PROCEDURE (WHERE A MEMBER OF THE NEST SCHEME)

8.1

Employees who have decided that they wish to retire or are considering retirement should
discuss their plans initially with their line manager.
Notice of Retirement

8.2

Employees wishing to fully retire from work must resign from their employment, giving the
appropriate contractual notice.

8.3

Where an employee intends to retire and take their pension, they must ensure they have
made the necessary pension arrangements directly with NEST in advance. How to do this
will have been outlined to the employee in their retirement letter from NEST, which is sent
six months prior to the individual’s NEST retirement date (See para. 6.2). Where the
individual is taking their pension earlier than their NEST retirement date, the employee must
visit their online NEST account or the NEST website or helpline.

8.4

On receipt of an employee’s notice, the line manager must immediately complete an ESR4
Termination Form and submit this to Human Resources.

9.

EQUALITY

9.1

In applying this policy, the organisation will have due regard for the need to eliminate
unlawful discrimination, promote equality of opportunity, and provide for good relations
between people of diverse groups, in particular on the grounds of the following
characteristics protected by the Equality Act (2010); age, disability, gender, gender
reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or
belief, and sexual orientation, in addition to offending background, trade union membership,
or any other personal characteristic.

10.

MONITORING & REVIEW

10.1

The policy and procedure will be reviewed periodically by Human Resources in conjunction
with operational managers and Trade Union representatives. Where review is necessary
due to legislative change, this will happen immediately.

11.

ASSOCIATED DOCUMENTATION
•
•
•
•
•

HR08 Equality & Diversity Policy
HR09 Flexible Working Policy
NHS Pension Scheme 2015 Member Guide
NHS Pension Scheme 1995/2008 Member Guide
NHS Pensions Retirement Guide
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Appendix 1
Further Information
Further information about retirement and related issues can be found as follows:
Payroll
Contact your Pensions Officer at:
Payroll Department, North of Tyne Payroll Services, Northumbria House, Cobalt Business Park,
Silverlink, Newcastle upon Tyne, NE27 0QJ
Tel: 0191 2031234
NHS Pensions
Hesketh House, 200/220 Broadway, Fleetwood, Lancashire, FY7 8LG
Website: www.nhsbsa.nhs.uk/pensions
Member helpline: 0845 4214000
NEST
Nene Hall, Lynchwood Business Park, Peterborough, PE2 6FY
Member Helpline: 0300 020 0090
Member Help Centre: www.nestpensions.org.uk/memberhelpcentre
Email: support@nestpensions.org.uk
State Pensions – www.direct.gov.uk
The Pensions Advisory Service
TPAS helps the public with pensions problems and provides information and guidance on State
Pension, company, personal, stakeholder and occupational pensions.
Tel: 0845 6012923
Website: www.pensionsadvisoryservice.org.uk
‘Are You Over 50?’ – A practical guide to advice, support and services available through central
and local government covering:
• Options at work
• Learning, volunteering and leisure activities
• Financial planning
• Health and fitness
• Support available if you are a carer
• Help and advice from government and voluntary organisations
Website: www.direct.gov.uk/over50s
NHS Retirement Fellowship
The NHS Retirement Fellowship is a registered charity for the benefit of all NHS employees and
their partners. The branch provides a venue for healthcare staff to continue friendships formed
during employment and offers the opportunity for individuals to make new friends with people from
a shared NHS background.
Website: www.nhsrf.org.uk
HR29 Retirement Policy Version 4.0
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FLEXIBLE RETIREMENT APPLICATION FORM
Name:

CCG:

Manager:

CCG Start Date:

•
•

Appendix 2

I wish to apply for flexible retirement.
I have not made any other application in the last 12 months.

All sections must be completed:
1. My current working arrangement is: (Please provide details of role/days/hours/times
worked)
2. I would like to request the following flexible retirement arrangement. (Please
provide full details of request, including proposed role/days/hours/times to be worked
and any other arrangements that may need to be taken into consideration as part of the
request)

3. I would like this arrangement to commence from:
4. I think this change will affect CCG and my colleagues as follows:

5. I think the effect on CCG and my colleagues can be dealt with as follows:

Signed:
Date:
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Appendix 3

Confirmation of receipt of application
(Line manager to complete and return to employee)

Dear
I confirm that I received your application for flexible retirement on

.

I will be arranging a meeting to discuss your application within 28 days. In the
meantime, you may wish to consider whether you would like a trade union
representative or work colleague to accompany you to the meeting.
Yours sincerely

Line Manager
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Appendix 5
Equality Impact Assessment
What impact will the new policy/system/process have on the following:
Age - Consider and detail age related evidence. This can include safeguarding, consent
and welfare issues
Appropriate methods of communication of the Policy have been carefully considered to ensure
they reach all ages of the workforce. Email and the internet can be accessed by all users in the
workplace.
Disability - Consider and detail disability related evidence. This can include attitudinal,
physical and social barriers as well as mental health/ learning disabilities
The disability status of the workforce across the region is unknown. Therefore relevant tools could be
made available to staff that potentially do have a disability that the organisations are unaware of. For
example, a process to access interpretation services such as BSL. The policy should be able to be
communicated in alternative methods as required for those with a disability and/or visual impairment
such as braille, large font, interpreters etc.
If training is being carried out to promote the Policy, ensure a venue has disabled parking and is
accessible.
Gender reassignment (including transgender) - Consider and detail evidence on
transgenderpeople. This can include issues such as privacy of data and harassment.
The policy does not include vocabulary that could cause offense or discriminate against any staff
members that identify as transgender.
Marriage and civil partnership - Consider and detail evidence on marriage and civil
partnership. This can include working arrangements, part-time working, caring
responsibilities.
The content of this policy does not include vocabulary that discriminates against staff that may be
married or part of a civil partnership.
Pregnancy and Maternity - Consider and detail evidence on pregnancy and maternity. This
can include working arrangements, part-time working, caring responsibilities.
The policy does not discriminate against staff that are currently pregnant or on maternity leave and can
be accessed while on maternity leave or any other leave of absence via the organisation's website.
Part-time staff can access the policy whilst at work via the intranet.
Processes should be in place for managers to share the Policy with any staff returning from
Maternity leave.
Race - Consider and detail race related evidence. This can include information on
difference ethnic groups, Roma gypsies, Irish travellers, nationalities, cultures, and
language barriers.
The policy does not include vocabulary or content that discriminates against staff on the grounds of
race. A process should be in place for translation services to be made available where required.
HR29 Retirement Policy Version 4.0
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Religion or belief - Religion is defined as a particular system of faith and worship but belief
includes religious and philosophical beliefs including lack of belief (e.g. Atheism). Generally, a
belief should affect your life choices or the way you live for it to be included in the definition.
The content of this policy and vocabulary used does not discriminate against staff based on their
religion or belief.
Sex/Gender - Consider and detail evidence on men and women. This could include access
to services and employment.
The Policy does not discriminate between staff based on gender.
Sexual orientation - Consider and detail evidence on heterosexual people as well as lesbian,
gay and bisexual people. This could include access to services and employment, attitudinal
and social barriers.
The content of this policy and vocabulary used does not discriminate against staff based on their
sexual orientation.
Carers - Consider and detail evidence on part-time working, shift-patterns, general
caring responsibilities.
The content of this policy and vocabulary used does not discriminate against staff who have carer
responsibilities.
Other Identified Groups and Health Inequalities - Consider and detail evidence on groups
experiencing disadvantage and barriers to access and outcomes. This can include different
socio-economic groups, geographical area inequality, income, resident status (migrants,
asylum seekers). What is the potential impact of your work on health inequalities?
Income – depending on household income and personal circumstances, not all staff may be in a
position to take up early retirement or flexible retirement options, but these are available to all staff.
Other groups have been considered however as the policy is for staff there are no additional
impacts on health inequalities.

Ref
no.

Potential
Challenge/
Negative
Impact

Protected
Group
Impacted
(Age, Race
etc)

Action(s) required

Expected
Outcome

Owner

Timescale/
Completion
date

1

Staff unable
to access
policy due to
particular
characteristic

Age,
disability

Have a process in
place for alternative
formats provided if
required.

All staff can
access and
use the
policy. NECS
HR or
Equality
Team can be
contacted for
any requests.

Jenna
McGuinness
HR Manager

On receipt of
individual
request
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