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RETIREMENT GUIDANCE 2016  

 

1.0  PURPOSE 

 
1.1  The purpose of this guidance document is to: 

 Provide clear guidance for managers and employees in relation to retirement and flexible 
retirement options within the CCG. 

 Promote a CCG wide approach which is consistence with internal processes. 

 Ensure that both managers and employees are aware of the differing retirement and flexible 
retirement options within the NHS Pensions scheme and any associated arrangements. 

 Ensure that there is a consistent approach to retirement and requests for flexible retirement 
across the CCG. 

 
1.2 From October 2006, the Employment Equality (Age) regulations (incorporated into the Single 
Equality Act 2010) which made it unlawful to discriminate against workers, employees, job seekers 
or trainees because of their age.   Since 1 October 2010 the statutory default retirement age of 65 
no longer applies, therefore, staff are able to continue working beyond this age if they wish without 
having to apply to work beyond this age.  The encouragement of a flexible approach to retirement 
and extended working based on the member of staff’s fitness, skills and ability and not on their age 
is in line with the CCG’S Values and the NHS Constitution. 

 
1.3 This guidance applies to all CCG employees.  However these are complex matters and 
dependent on the status of an individual’s pension scheme membership it may apply differently. 
 
1.4 To know what scheme you are in, staff should refer to the Total Rewards Statement (TRS) 
which provides an annual benefit statement and can be accessed online via the Electronic Staff 
Record (ESR) employee self-service portal.  A TRS is a personalised summary that shows 
employees their reward package, including:  basic pay, allowances, and pension benefits (for NHS 
Pension Scheme members). 

1.5  Regular and open communication between managers and staff will facilitate the early 
resolution of any issues.  
 
 

2.0  PREPARING FOR RETIREMENT  

 
2.1 In order to prepare for retirement and process documents in a timely manner, it is important to 
ensure that the necessary documents are submitted in accordance with the notice periods detailed 
within this guidance.  This will allow the payroll service, pensions department and resourcing teams 
to process requests and liaise with the relevant agencies. 
 

3.0 FURTHER GUIDANCE 

 
3.1 When considering retirement options staff should bear in mind the potential impact on their 
pension and they are strongly encouraged to seek independent advice and information during the 
planning period and before making a decision regarding retirement. 
 
 
The NHS Pensions website is a useful source of information - please also refer to 
www.nhsbsa.nhs.uk/Pensions  for further information. 
 
For an overview of the NHS Pension Schemes please refer to:  
http://www.nhsbsa.nhs.uk/Documents/Pensions/NHS_Pension_Schemes_An_Overview_(v1)__Au
gust_2014.pdf 
 

4.0  RETIREMENT & FLEXIBLE RETIREMENT OPTIONS  

 
4.1 There are a number of options available for those considering retirement or looking for 

http://www.nhsbsa.nhs.uk/Pensions
http://www.nhsbsa.nhs.uk/Documents/Pensions/NHS_Pension_Schemes_An_Overview_(v1)__August_2014.pdf
http://www.nhsbsa.nhs.uk/Documents/Pensions/NHS_Pension_Schemes_An_Overview_(v1)__August_2014.pdf


flexibility.  Details of the CCG’s process related to each option are detailed in sections 5 to 14 of 
this guidance. 
 
The NHS Pensions Agency currently has three pension schemes: 

 1995 Scheme 

 2008 Scheme 

 2015 Scheme 
 
4.2 Flexibilities within the NHS Pension scheme can enable members to take a different approach 
to retirement. These flexibilities must be discussed between a staff member and line manager to 
reach an agreement about how they will be applied on an individual basis in line with this guidance 
and the appropriate process. 
 
4.3 For a summary of some of these options please refer to Appendix 1.  
 

5.0  WIND DOWN  

 
5.1  Wind down (applies to the 1995, 2008 & 2015 scheme) 
Staff can ‘wind down’ to retirement by remaining in their current post but reduce the number of 
hours or days they work.  This is as an alternative to retiring where for example an employee works 
fewer days or hours in their current post.  Employees must formally request a change via the 
Flexible Working Procedure.  If working part time, the rate at which the NHS Pension scheme is 
built up will be affected. 
 
5.2  Wind down Process 
In order to ‘Wind Down’ employees should complete the Retirement Notification Form (Appendix 2) 
to notify the pension’s department of their intentions before making any decisions about their 
retirement or a flexible retirement options. 
 
Where possible the form should be submitted providing a minimum of six months to allow the 
pensions department to process any documents via the NHS Pension Scheme and obtain further 
guidance where necessary. 
 
In addition to this the employee must submit a formal request via the Flexible Working Procedure to 
consider any changes to their current post and submit the necessary documents to change their 
hours through their line manager once approved (Electronic Staff Record (ESR) employee self-
service portal or Employee Contractual Change Detail Form). 
 
5.3 Appendix 3 details the Wind Down Process Flow. 
 
 

6.0 STEP DOWN  

 
6.1  Step down (applies to the 1995, 2008 & 2015 scheme) 
Staff can ‘step down’ to a different role, for example reduces the level of responsibility while 
remaining in NHS employment. This supports the organisation to retain the individual’s skills and 
experience while supporting the staff member to approach retirement.  This is an alternative to 
retiring and employees can take on a less demanding and lower banded post which still makes use 
of their skills and experiences.  
 
Employees must secure an alternative role via the normal recruitment process if pursuing this 
option (section 18 provides further information relation to this). 
 
Due to the different provisions of the three pension scheme, there will be a different impact on final 
pension benefits so guidance should be sought from the pensions department before considering 
this option. 
 
6.2  Step Down Application Process 
Employees must secure an alternative role via the normal recruitment process. In addition to this 



the employee should  complete the Retirement Notification & Control Form (Appendix 2) to allow 
the pensions department to process any documents via the NHS Pension Scheme and obtain 
further guidance where necessary providing a minimum of six months’ notice.   
 
6.3 Appendix 4 details the Step Down Process Flow. 
 

7.0  DRAW DOWN  

 
7.1  Draw Down (applies to the 2008 & 2015 scheme) 
Members can take part of their pension benefits and continue in NHS employment. This means that 
staff can continue working while benefitting from being able to partially draw down their pension 
benefits and supplement their income. 
 
This option is available for those in the 2008 and 2015 part of the scheme and a number of rules 
apply. 
 
7.2  Draw Down Application Process 
Employees can access Draw Down via either: 

 the Flexible Working Procedure or  

 by securing another post through the normal recruitment process.   
 
The employee should complete the Retirement Notification & Control Form (Appendix 2) to allow 
the pensions department to process any documents via the NHS Pension Scheme and obtain 
further guidance where necessary providing a minimum of six months’ notice.   
 
In addition to this if a draw request is submitted via the Flexible Working Procedure, the employee 
must submit a formal request via the Flexible Working Procedure to consider any changes to their 
current post and submit the necessary documents to change their hours through their line manager 
once approved (Electronic Staff Record (ESR) employee self-service portal or Employee 
Contractual Change Detail Form). 
 
If the draw request follows a recruitment process, the recruiting manager will be responsible for 
submitting the necessary recruitment documentation in the usual way (section 18 provides further 
information in relation to this). 
 
7.3 Appendix 5 details the Draw Down Process Flow. 
 

8.0  NORMAL AGE RETIREMENT  

 
8.1  Normal Age Retirement 
There is no set contractual date on which an individual is obliged to retire. The normal age 
retirement age will often, although not necessarily, be linked to the age the employee receives their 
state pension or the date under the NHS Pension Scheme when the individual’s pension benefits 
become due, on age grounds.   Normal Pension Age is the age that you can retire from NHS 
employment and have your pension paid without any reductions.  
 
8.2  Normal Retirement Notification Process 
The employee must notify their line manager of their intentions in writing by completing the 
Retirement Notification & Control Form (Appendix 2) of their decision to retire and their intended 
retirement date.    
 
A notice period of at least 4 months for those in the NHS Pension Scheme or the contractual notice 
period for non-Pension Scheme members must be given to process any pension documents via the 
NHS Pension Scheme and the pensions department. 
 
8.3 Managers will also need to confirm whether the employee will be taking all their annual leave 
before their retirement or if the employee will have outstanding annual leave to be paid with the 
employee’s final salary. (If this is not done correctly this may result in the employee’s pension and 
lump sum being paid incorrectly and could change the date an employee is allowed to work in the 



NHS).  
 
8.4 The line manager should acknowledge, in writing, receipt of the retirement letter within 10 
working days.  Templates are provided in Appendix 9 & 10.  
 
8.5 Appendix 6 details the Normal Age Retirement Process Flow. 
 

9.0  VOLUNTARY EARLY RETIRMENT  

 
9.1  Voluntary Early Retirement (applies to the 1995, 2008 & 2015 scheme) 
This is a feature in the NHS Pension Scheme and involves the reduction of benefits which would 
otherwise be paid at the normal age retirement due to the fact that they are being taken early.  This 
option can be taken at age 50 in the 1995 part of the NHS Pension Scheme or age 55 in the 1995 
(if joined the scheme after April 2006), 2008 and 2015 part of the scheme. 
 
9.2  Voluntary Early Retirement Notification Process 
The employee must notify their line manager in writing by completing the Retirement Notification & 
Control Form (Appendix 2) of their decision to retire and their intended retirement date.    
 
A notice period of at least 4 months for those in the NHS Pension Scheme or the contractual notice 
period for non-Pension Scheme members must be given to process any pension documents via the 
NHS Pension Scheme and the pensions department. 
 
9.3 Managers will also need to confirm whether the employee will be taking all their annual leave 
before their retirement or if the employee will have outstanding annual leave to be paid with the 
employee’s final salary. (If this is not done correctly this may result in the employee’s pension and 
lump sum being paid incorrectly and could change the date an employee is allowed to work in the 
NHS).  
 
9.4 The line manager should acknowledge, in writing, receipt of the retirement letter within 10 
working days. Templates are provided in Appendix 9 & 10. 
 
9.5 Appendix 6 details the Voluntary Age Retirement Process Flow. 
 

10.0  ILL HEALTH RETIRMENT 

 
10.1  Ill Health Retirement  
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, the employee 
may wish to apply to the NHS Pensions Agency for retirement on the grounds of ill-health. 
 
To be considered for ill health retirement a staff member of any age, full time or part time, must 
have: 

i) at least two years’ membership of the NHS Pension Scheme and the 
ii) support for ill health retirement from either the CCG’S Occupational Health 

Department or their own GP/consultant 
 
There are two tiers of ill health retirement and the benefits an employee receives will depend on 
whether or not they are capable of undertaking employment elsewhere. The minimum pension age 
does not apply in the case of ill health retirement.  
 
Managers should refer the employee to Occupational Health without delay in all cases where an 
individual employee is suffering either from a physical or mental ill health condition that means they 
are incapable of carrying out their full duties to the required standard either permanently or for 
some considerable time, or from a declining physical or mental health condition that they are 
becoming incapable of meeting the requirements of their job. Managers should liaise with a senior 
member of HR Team, who will advise on any implications and responsibilities under the Equality 
Act and the best way forward in individual cases. 
 



The CCG cannot apply for ill health retirement on behalf of the individual but will assist individuals 
in their application process and employees and managers.   
 
10.2  Ill Health Retirement Notification Process 
Employees and Managers should refer to the Managing Sickness Absence Policy on the Ill Health 
Retirement process.   
 
In addition to this the pension’s department should be contacted for advice and guidance or by 
submitting the Retirement Notification & Control Form (Appendix 2).  The pension’s department 
may be able to request an estimate in cases where a terminal illness prognosis has been made, or 
in exceptional cases and this should be done as early as possible as it could take up to six months 
to process pension documents via the NHS Pension Scheme: 
 
http://thehub.leedsth.nhs.uk/Documents/PoliciesandProcedure/Attendance%20Management%20Po
licy.doc 

http://lthweb.leedsth.nhs.uk/sites/human-resources/staff-benefits/staff-
benefits/FinalAMPguidanceMay2016v3.doc 

10.3 Appendix 7 details the Ill Health Retirement Process Flow. 
 

11.0  RETIRE AND RETURN 

 
11.1  Retire and Return (applies to the 1995, 2008 & 2015 scheme)* 
Staff who have reached the minimum pension age can choose to retire, claim their pension benefits 
and then return to NHS employment. 
 
In this case the employee retires and takes all their NHS pension benefits, leaves the employment 
of the CCG and then returns to the same or a similar role.   
 
An employee wishing to take the retire and return option should speak to the CCG’S pensions 
department to better understand any impact on their pension, working hours etc. before proceeding 
with an application.  
 
An employee can request their line manager considers  their retirement and return case and 
following a formal application the line manager will arrange a meeting to ensure that details of the 
request is understood by both parties.  
 
The line manager will also need to consider the salary and other terms and conditions which will 
apply when an individual is re-engaged and advice should be sought from a senior member of HR 
Team before making any offer to ensure that there is no potential for discrimination. 
 
* Members of the 1995 scheme will not be eligible to re-join the NHS Pension Scheme on their 
return to employment. 
 
11.2 Consideration should also be given to discretionary payments for example certain payments 
including Clinical Excellence Awards and Protection (short or long term) made prior to retirement 
will not be payable in the event of an individual returning to employment after retirement. 
 
11.3  Formal Decisions  
Applications for retire and return can normally be approved by the line manager, however for senior 
staff (staff returning as Consultants or AFC Band 8a and above) retire and return applications must 
be approved by an Executive Director of the CCG.   
 
The line manager should acknowledge, in writing, receipt of the retirement letter & decision within 
10 working days. Templates are provided in Appendix 9 & 10 
 
NOTE: 
It is important to note that there is no automatic right for an employee to retire and return. 
 

http://thehub.leedsth.nhs.uk/Documents/PoliciesandProcedure/Attendance%20Management%20Policy.doc
http://thehub.leedsth.nhs.uk/Documents/PoliciesandProcedure/Attendance%20Management%20Policy.doc
http://lthweb.leedsth.nhs.uk/sites/human-resources/staff-benefits/staff-benefits/FinalAMPguidanceMay2016v3.doc
http://lthweb.leedsth.nhs.uk/sites/human-resources/staff-benefits/staff-benefits/FinalAMPguidanceMay2016v3.doc


11.5  Retire & Return Process 
Staff have the option to retire from the CCG and take their entire pension benefits before returning 
to NHS employment; however there is no automatic right for a retiree to return to their current or 
different role on a full or part-time basis.  
 
Where a manager considers that a retire and return is in the best interests of their service they can 
approve the request (senior staff & staff returning as Consultants or AFC Band 8a and above 
applications must be approved by an Executive Director of the ccg).   
 
When exercising this judgement, managers are expected to treat all employees fairly and must be 
able to provide a rational for all decisions made if requested.   
 
11.6 Retire & Return -  Application  
If an employee wishes to retire and return to work a formal request must be submitted to the line 
manager six months before the planned retirement date by completing the Retirement Notification 
& Control Form (Appendix 2). 
 
11.7 Retire & Return - Approval  
The line manager will consider this request in line with the procedure in the Flexible Working Policy 
and will be considered on the basis of the service needs.  All retire and return requests must be 
formally approved and recorded. 
 
In some circumstances consideration to a change of role is permitted (i.e. nursing) where there 
have been recurrent vacancies or continuous recruitment campaigns to fill vacancies.  If a change 
in role is agreed, the employee will be paid the appropriate rate for that post. If there is also a 
reduction in working hours, the employee will be paid the new hours worked.  
 
Please also be aware that the amount of hours you can work before your pension is affected will 
depend on your individual Pension Plan therefore please contact the pensions department for 
further details.  
 
11.8 Retire & Return - NHS Employment Checks 
Staff who retire and return are in effect new starters within the CCG as they are being re-employed 
as a new employee following a break in service.   
 
The previous ESR record will be used to rehire the employee as part of this process and the 
Resourcing Team within eMBED will liaise with the payroll service and pensions department in 
order to manage this and where necessary liaise with the manager and employee regarding any 
gaps or out of date records. 
 
It is a condition of the retire and return process that all employment checks and where relevant to 
the post DBS checks (Disclosure Barring Services Check) are cleared and updated in ESR prior to 
official retirement date. Failure to ensure this may result in a delay with the start date. 
 
11.9 Retire & Return - Induction & Mandatory Training 
Staff who retire and return are not required to undergo their induction training if they are returning to 
their previous job role. If however they are returning to a different job role, a local induction plan will 
be required. 
 
It is also a pre-requisite of the retire and return process that the employee ensures that their 
mandatory training record is up to date at the point of retirement.  Failure to ensure this may result 
in a delay with the start date and the requirement to undertake Induction Training on day one of 
returning to work following retirement.  
 
Managers and staff members can check their mandatory training record by using the self- service 
functionality on ESR (Electronic Staff Record) or they can contact the local Office Manager. 
 
All employees returning to work following retirement will continue to be expected to discuss their 
mandatory training and future career plans and aspirations on an on-going basis with their Line 
Manager in the same way as all other employees. 



 
11.10 Retire & Return - New Contract  
All employees who return to work following retirement will be engaged on a new employment 
contract, conditional to the normal pre-employment checks before a contract of employment can be 
issued.  
 
11.11 Breaks in Service 
For retire & return requests that are approved, there must be a minimum of a 2 week break in 

service. 
 
During the first month the employee must not work more than 16 hours per week.   
 
If you retire and then return to work in the  NHS for more than 16 hours within one calendar month,  
your pension will normally be suspended and you may have to repay all or some of the pension you 
have received if you do have the minimum breaks.  You will be able to keep your lump sum.  
 
If you are retiring and returning to work for less 16 hours or less, then all that is needed is a 2 week 
break in service.  Section 15 provides further details of the minimum breaks in service required in 
accordance with this guidance. 
 
11.12 Appendix 8 details the Retire & Return Process Flow. 
 

12.0  LATE RETIRMENT ENHANCEMENT 

 
12.1  Late Retirement Enhancement  (applies to the 2008 & 2015 scheme) 
If a member chooses to retire later than their normal pension age, their pension benefits will be 
increased by the application of late retirement factors.  
 

13.0  EARLY RETIRMENT REDUCTION BUY OUT 

 
13.1  Early Retirement Reduction Buy Out (ERRBO) (applies to the 2015 scheme) 
Members or their employers can pay additional contributions to buy out, or reduce, the actuarial 
reduction that would be applied to their pension were they to retire before their normal pension age. 
 

14.0  ALTERNATIVES TO RETIRMENT 

 
14.1 Individuals are entitled to continue working in accordance with their contract of employment 
but end their membership of the NHS Pension Scheme.  In these cases membership can be 
‘frozen’ and the benefits will be payable at their normal retirement age. 
 

15.0  BREAKS IN SERVICE 

 
15.1 In accordance with this document where approval has been granted to re-employ an individual 
following their retirement, a new contract of employment will be issued to the employee following 
the minimum break in service detailed in the table under section 15.4. 
 
15.2 Where appropriate to the grade, the employee must take a break in NHS employment of a 
minimum of 14 days. Should the employee have more than one concurrent NHS post, the 
employee must leave all existing NHS contracts with the CCG for the minimum period. This break 
does not affect accrued entitlements to occupational sick pay and contractual annual leave as 
detailed in the Agenda for Change Terms and Conditions of employment. 
 
 
15.3 If an employee has previously been given pension benefits, any employment that has been 
taken into account for the purposes of those pension benefits, will not count as reckonable service 
for the purposes of NHS redundancy pay or future pay protection. In accordance with this guidance 
the CCG requires the following breaks in service: 

 



 
 

Option Route   Minimum Break in 
Service required for 
Bands 1 - 7  

Minimum Break in Service 
required for Band 8a - 
Band 9, plus Consultants 
&  Medical Grades 

Wind Down  Flexible Working 
Policy 

No break in service 
required 

No break in service required 

Step Down  Open Recruitment 
Process 

No break in service 
required 

Minimum 2 week break in 
service required 

Draw Down  Flexible Working 
Policy  

No break in service 
required 

No break in service required 

Draw Down  Open Recruitment 
Process 

No break in service 
required 

Minimum 2 week break in 
service required 

Normal Age 
Retirement  

N/A N/A N/A 

Voluntary Early 
Retirement  

N/A N/A N/A 

Ill Health Retirement  Attendance 
Management Policy 

N/A N/A 

Retire & Return - 16 
hours or less 

Retirement Guidance Minimum 2 week break in 
service required 

Minimum 2 week break in 
service required 

Retire & Return - 17  
hours or more  

Retirement Guidance Minimum 2 week break in 
service required plus no 
more than 16 hours per 
week in the first calendar 
month 

Minimum 2 week break in 
service required plus no 
more than 16 hours per 
week in the first calendar 
month 

Late Retirement 
Enhancement  

N/A N/A N/A 

Early Retirement 
Reduction Buy Out  

N/A N/A N/A 

16.0 RECOGNITION & CELEBRATION  

 
16.1 Where possible managers should make every effort to recognise & celebrate staff who wish to 
retire.  When making presentation arrangements, managers should, wherever possible, ask a 
senior manager or a member of the Executive Team to make the presentation.   
 
The Communications team can also be contacted to share details with other staff or externally in 
the media. 
 

17.0 REJOINING THE NHS PENSION SCHEME 

 
17.1 If you return to NHS employment after retirement you cannot re-join the pension if you were 
previously in the 1995 scheme.  If you were previously in the 2008 or 2015 scheme you may be 
able to re-join the current scheme (2015). 
 
Pensionable re-employment is not permitted except for members who retired on ill health grounds 
and return to employment before reaching the age of 50. These members may join the 2015 
Scheme. 
 

18.0 RECRUITMENT TO VACANT POSITIONS FOLLOWING   
RETIREMENT 

 
18.1 Where a request to come back to another  job is made (Step Down or Retire & Return), this 
should normally be done via an open recruitment process, however if an individual wishes to return 
to a vacancy position which has been previously advertised in the last 6 months, a full recruitment 



process is not always necessary.   
 
18.2 The manager must ensure the individual has the necessary skills, experience, values and 
behaviours for the new role which can be assessed via an informal interview.   
 
18.3 The recruiting manager should complete an Appointment Form quoting the previous 
recruitment approval reference number followed by an explanation in the additional comments box 
to clearly identify the request as a ‘Retire & Return’ or ‘ Step Down’ in such circumstances. 
 

19.0  ELECTRONIC STAFF RECORD (ESR) & RETIREMENT 

 
19.1  HR Best Practice guide on the utilisation of ESR recommends: 
 

 Where possible, employee records are re-used where a former employee returns to the 
same organisation as it gives a complete employment history. This also reduces the amount 
of input required on the record as the information previously entered is re-used.  
 

 It should be noted that in order to re-hire, a final process date must be entered into the End 
Employment screen for the previous employment. This date must be after the final payroll 
processes for the ex-employee but before the start date for the new employment. Where 
payments or processes are required for the ex-employee record on or after the new 
commencement date, re-hiring is not possible and a new employee record will need 
to be created. An IAT can be requested to bring across certain information from the ex-
employee record.  

 

20.0  SPECIAL CLASS STATUS  

 
20.1 Certain groups of staff who were members of the NHS Pension Scheme before 6 March 1995 
are known as the special classes. They are: Nurses, physiotherapists, midwives, and health 
visitors.  
 
Student nurses and occupational health nurses are included in the above but nursery nurses and 
physiotherapy helpers are not included. 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 be paid as voluntary 
early retirement unless the NHS Pensions Agency is advised by the member what benefits at the 
age of 60.   
 
Special class status will not apply to anyone who starts working in one of these jobs for the 
first time on or after 6 March 1995.    
 
Further information is given in the booklet ‘A Guide to the NHS Pension Scheme'. Confirmation of 
whether an employee has Special Class Status can be obtained from the pensions department. 
 

21.0  MONITORING ARRANGEMENTS 

 
21.1  Details of regular audits to monitor arrangements are set out in the procedure  
Monitoring Table and Appendix 11.   
 

 
 
 

  



APPENDIX 1 
RETIRMENT OPTIONS SUMMARY  

 

 
 
 
 
 
 
 
 



APPENDIX 2  
Retirement & Flexible Retirement Notification Form 

Note: 
 
This form should only be used for the following changes: Retirement leavers, individuals 
requesting any form of Retirement including Retire and Return cases in accordance with the 
Retirement Guidance 2016. 
 
Under normal circumstances leavers notification should be processed via ESR Self Service where 
available, however in order to process pensions documents & to access your pension,  this form 
should be completed in advance of the retirement date (notice periods provided below) to ensure 
the necessary forms have been processed in a timely manner. 
 

Section A – Retiring Employee’s Current Details 
 

Surname:       Forenames:       

Job Title:       Band/Grade:       

ESR Assignment No:       Department:       

Section B – Employee’s Contact Details 
 

Home Address:       

Email:       

Telephone Number:       

Section C – Retirement Leaving Date 
 

Retirement date (Last Day of 
Employment if applicable)  

      

Section D – Retirement Description   
 

Retirement option or 
retirement reason  

      Wind Down  
           (minimum 6 months’ notice + flexible working application)* 
      Step Down 
           (minimum 6 months’ notice + normal recruitment process (ITA))* 
      Draw Down 
           (minimum 6 months’ notice + flexible working application or normal* 
           recruitment process (ITA)) 
      Normal Age Retirement 
           (minimum 4 months’ notice) 
      Voluntary Early Retirement 
           (minimum 4 months’ notice) 
      Ill Health Retirement + attendance management process 
           (minimum 6 months’ notice) 
      Retire & Return Application - Please complete Section G & H below 
           (minimum 4 months’ notice) 

Destination on Leaving (if 
applicable): 

Please choose from the drop down list 

Name of new NHS 
organisation (if applicable) 

      

Section E – Additional Payments to be made (if applicable)  

Outstanding worked public holidays:       Hours 

Outstanding annual leave:       Hours 

Time owing: 
(i.e. worked hours in excess of paid 
contractual hours): 

      Hours 

Section F – Deductions to be made (if applicable)  
 

Overtaken annual leave:       Hours 

Time owed: 
(i.e. contracted hours which have been paid 

      Hours 



but not worked) 

Section G – Retire & Return Applications only  
 

Will the employee be 
returning to their current 
position? 

Please choose from the drop down list 

If Yes please go to Section H, if No, please detail below the position you would like to return to: 

New Job Title:       New ESR Position 
Number: 

      

New Cost Centre        New Band / Grade:       

Is a DBS required for this 
position? 

Please choose from the drop down list 
      

If Yes, DBS is required 
please confirm level of 
check 

Please choose from the drop down list 

Will the request include a 
change in the contracted 
hours or current working 
pattern? 

Please choose from the drop down list 

If Yes, please detail below the changes you would like to make: 

      
 

Section H – Retire & Return Declaration  
 

EMPLOYEE RETIRE & RETURN DECLARATION 
I understand that my application will be considered at the discretion of my manager in accordance with the 
needs of the Service.  I understand that I will need to take a break in service and that it is a pre-requisite of 
the Retire and Return process that my mandatory training and employment checks are all up to date at the 
date of my retirement and if this is not the case I will forfeit my ability to return.  I also confirm that all existing 
data and personal details recorded on ESR are correct (i.e. Address, bank details etc.)*** 

Employee 
Declaration: 

Name:       

Email:       

Date:       

Break in Service required 
(length)  

      

Mandatory Training** Up to 
date: 

Please choose from the drop down list 

Employment Checks***  up 
to date: 

Please choose from the drop down list 

Section I – Additional Comments 
 

      
 

Section I - Senior Manager Confirmation/Approval  
 

Manager Approval  Name:       

Email:       

Date:       

Retire & Return requests can be approved by Line Managers in the best interests of their service however 
senior staff & staff returning as Consultants or AFC Band 8a and above applications must be approved by 
an Executive Director of the  CCG.   
 
For audit purposes the completed form should be placed and retained on the employee’s personal file and 
for monitoring purposes a copy of the form should be sent to: EMBED.Payroll@nhs.net from an authorised 
individual’s NHS net email account which will be used to provide an annual submission of evidence on such 
requests. 
 
*Flexible working application or normal recruitment processes must be followed up with the appropriate 

mailto:EMBED.Payroll@nhs.net


documents and paperwork to process the new change.  
 
**Please contact the Learning And Development Team on 
EMBED.LearningAndDevelopmentTeam@nhs.net  for details of the Mandatory Training if unable to check 
via ESR Self Service 
 
***Please contact the Resourcing Team on EMBED.Recruitment@nhs.net for further details of this if unable 
to check via ESR Self Service. 
 

Section J – For Office Use - Pensions Department/Payroll 
 

Date received in Pensions/Payroll       
 

Date sent to Workforce/ ESR E-Rostering Team to process       
 

Date sent to Resourcing Team to process       
 

Section K – For Office Use - Resourcing Team  
 

Date received in Resourcing        
 

Name of Person Processing Application        
 

NHS Employment Checks Standard - Identity       
 

NHS Employment Checks Standard - Right to Work       
 

NHS Employment Checks Standard - OH       
 

NHS Employment Checks Standard - DBS (if applicable)        
 

NHS Employment Checks Standard - Reg (if applicable)        
 

Mandatory Training Record Up to date?       
 

Date ESR Record Updated       
 

Date new contract Issued       
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:EMBED.Recruitment@nhs.net


 
 

APPENDIX 3 
WIND DOWN PROCESS FLOW 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Wind Down. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Retirement Options 

considered by 

employee - Wind 

Down   

Employee completes  

APPENDIX 2 Retirement Notification 

Form and submits to 

Payroll/Pensions  

Flexible Working Application 

submitted to manager to request 

Wind Down (new pattern or hours)  

Flexible Working Application 

considered and outcome 

confirmed by Manager 

If No and application 

not approved  

 process ends. 

Payroll process form 

& Pensions liaises 

with the employee re: 

impact on pension 

Manager completes Employee 

Contractual Change Form or inputs 

information into ESR Self Service to 

detail new work pattern & hours as 

well as any outstanding annual leave 

entitlements to payroll 

Contractual 

change updated in 

ESR  

End of Process  

Employee to decide 

whether they still 

wish to retire via 

another option 

 Manager meets with employee to 

discuss Flexible Working 

Application 

Resourcing Team 

informed 



 
 

APPENDIX 4 
STEP DOWN PROCESS FLOW 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

Recruiting Manager completes 

The Appointment Form following 

recruitment process. 

The Appointment 

Form is sent to the 

Resourcing Team to 

Process  

Resourcing Team confirm gaps in 

Employment Checks & liaises with 

employee 

Retirement Options 

considered by 

employee - Step 

Down   

Employee completes  

APPENDIX 2 Retirement 

Notification Form and submits 

yroll/Pensions  

Employee applies for a position 

via open competition & normal 

recruitment process followed to 

progress step down 

Payroll process form 

& Pensions liaises 

with the employee 

re: impact on 

pension 

Resourcing Team confirm 

clearance to commence work 

following break in service. 

Resourcing Team 

issue new contract to 

employee  

End of Process  

Resourcing Team 

informed 



 
APPENDIX 5 

DRAW DOWN PROCESS FLOW 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Recruiting Manager completes 

Appointment Form following 

recruitment process. 

Appointment Form 

sent to the 

Resourcing Team to 

Process  

Resourcing Team  

confirm gaps in Employment 

Checks & liaise with employee 

Retirement Options 

considered by 

employee - Draw 

Down   

Employee completes  

APPENDIX 2 Retirement 

Notification Form and submits to 

ROUTE 1:  Employee applies for a 

position via open competition & 

normal recruitment process 

followed to progress step down  

Payroll process form 

& Pensions liaises 

with the employee 

re: impact on 

pension 

Employee completes 

pension’s application 

form AW8 to access 

draw down  

AW8 form sent to the 

NHS Pensions Team 

NHS Pensions Team 

process AW8 form & 

documents for 

employee to access 

Pension 

Resourcing Team confirm 

clearance to commence work 

following break in service. 

Resourcing Team 

issue new contract to 

employee  

ROUTE 2:  Flexible Working 

Application submitted to 

manager to request Wind Down 

(new pattern or hours)  

 Manager meets with 

employee to discuss 

Flexible Working 

Application 

If Approved, Manager 

completes Employee 

Contractual Change Form 

or inputs information into 

ESR Self Service to detail 

new work pattern & hours 

as well as any outstanding 

annual leave entitlements 

to payroll 

Contractual change 

updated in ESR  

End of Process  

End of Process  

If No and 

application 

not 

approved  

 process 

ends. 

Employee 

to decide 

whether 

they still 

wish to 

retire via 

another 

option 

Resourcing 

Team informed 



 
 
 
 
 
 

APPENDIX 6 
NORMAL AGE RETIREMENT & VOLUNTARY EARLY RETIRMENT FLOW  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Retirement Options considered by 

employee - Normal Retirement/ 

Voluntary Early retirement  

Employee completes  

APPENDIX 2 Retirement 

Notification Form and submits to 

Payroll process form 

& Pensions liaises 

with the employee re: 

pension 

Employee completes 

Pensions Application 

form AW8 

AW8 form sent to the 

NHS Pensions Team 

NHS Pensions Team 

process AW8 form & 

documents for 

employee to access 

Pension 

End of Process  

Resourcing 

Team informed 



APPENDIX 7 
ILL HEALTH RETIREMENT FLOW  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Retirement Options 

considered by employee - 

Ill Health Retirement    

Payroll process form 

& Pensions liaises 

with the employee re:  

impact on pension 

Resourcing 

Team informed 

Employee completes  

APPENDIX 2 Retirement Notification Form 

and submits to Payroll/Pensions  

Managing Sickness Absence Policy 

followed 



 
 
 
 

APPENDIX 8 
RETIRE & RETURN PROCESS FLOW 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

Retirement Options 

considered by employee - 

Retire & Return Application  

Employee completes  

APPENDIX 2 Retirement 

Notification Form  

Manager meets with 

employee to discuss Retire 

& Return application 

Application 

considered and 

outcome confirmed 

by Manager 

If No and application 

not approved  

 process ends. 

If Yes, Manager approves application & submits to 

Payroll/Pensions.  Payroll process form & Pensions 

liaises with the employee re: impact pension 

Resourcing Team 

informed 

 

Employee completes 

Pensions Application 

form AW8 

Manager sends out 

standard letter to 

confirm next steps 

AW8 form sent to the 

NHS Pensions Team 

NHS Pensions Team 

process AW8 form & 

documents for 

employee to access 

Pension 

Resourcing Team 

process form  

Resourcing Team  

confirm gaps in Employment 

Checks & mandatory training 

record & liaise with employee 

Resourcing Team confirm 

clearance to commence work 

following break in service. 

Resourcing Team 

issue new contract to 

employee  

Employee to decide 

whether they still 

wish to retire via 

another option 



 
 

 
Dear       
 
Retirement  
 
I acknowledge receipt of your letter advising me that you will be retiring from the CCG on       (date) 
 
I note that you have       (days/hours) of leave outstanding before your retirement date; please can you 
arrange to take this leave prior to your retirement. 
 
I have sent a XX form to the relevant Human Resources teams including the Pensions Department so they 
can issue your retirement pack. 
 
Finally I would like to thank you for your contribution to       (department/CCG) over the last       
(insert duration of the employee’s employment).   
 
NOTE: The manager may wish to add other more personal comments here regarding the employees 
contributions to the team/service/CCG etc. 
 
Yours sincerely 
 
 
 
 
 
      (Manager Name) 
      (Manager Title) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 

APPENDIX 9 
STANDARD ACKNLOWDGE LETTER FROM THE LINE MANAGER TO THE EMPLOYEE 



 
 
Dear       
 
Retire and Return Application  
 
I write further to our discussion on       (date) regarding the above when we discussed the possibility of 
your retirement and return to the CCG.   I felt it would be helpful to confirm the outcome of our discussion 
as follows: 
 
You indicated to me that you wished to retire from the CCG, take your pension benefits and then return to 
the CCG to your previous role.   
 
       (Confirm outcome of discussions related to Retire and Return Application)  
 
I note that you have       (days/hours) of leave outstanding before your retirement date; please can you 
arrange to take this leave prior to your retirement as leave entitlements would commence anew under the 
fixed term contract. 

 
I have sent a XX form to the relevant Human Resources teams including the Pensions Department so they 
can issue your retirement pack. 
 
Should you have any queries on the above please do not hesitate to contact me. 
 
 
Yours sincerely 
 
 
 
 
      (Manager Name) 
      (Manager Title) 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

APPENDIX 10 
STANDARD RETURN & RETIRE APPLICATION LETTER FROM THE LINE MANAGER TO THE 
EMPLOYEE 



 
APPENDIX 11 

MONIITORING TABLE 
 

MONITORING COMPLIANCE AND EFFECTIVENESS 
 

The CCG has a legal obligation to monitor and record hours worked by individuals.  These records, 
provided below, must be kept locally and made available to recognised unions. 

 

A  

B  

C  

D  

E  

F  

 
 

Policy 
element 
to be 
monitored 

Standards/ 
Performance 
indicators 

Process 
for 
monitoring 
 

Individual 
or group 
responsible 
for 
monitoring 

Frequency 
of 
monitoring 

Responsible 
individual or 
group for 
development 
of action 
plan 

Responsible 
group for 
review of 
assurance 
reports and 
oversight of 
action plan 

       

       

       

       

       

       

       

 

 


