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Retirement UHL Guideline 

 

 
 

Trust reference: B22/2010 
 

1. Introduction 

University Hospitals of Leicester NHS Trust (UHL) is committed to ensuring that all employees 

retiring from the Trust are aware of the choices available to them, including flexible retirement 

options. This Guideline sets out the Trust’s process on retirement and explains the action to be 

taken by managers and employees. This Guideline includes sections on the following; 

Age Retirement 

Flexible Retirement 

Pension Forecast & Planning for Retirement 

Procedure for Retirement 

Retirement Gift – Long Service Recognition 

Procedure to Follow When Returning to Work Following Retirement 

2. Scope 

This guidance applies to all employees of UHL and has been updated in accordance with the 

provisions of the Equality Act 2010 and current ACAS guidance (September 2017). Some areas 

of the guidance relates specifically to staff that are in the NHS Pension Scheme. 

3. Recommendations, Standards and Procedural Statements 

3.1 Age Retirement 

UHL does not operate a mandatory retirement age, therefore, the decision about whether to 

retire is a matter for each individual employee. 

 
3.1.2 A Guide to the NHS Pension Scheme 

All rules relating to age retirement under the NHS Pension Scheme are detailed in the booklet 

‘A Guide to the NHS Pension Scheme’. This can be accessed via the NHS Pensions website, 

www.nhsbsa.nhs.uk/pensions.aspx. (See also Retirement Process for Employees in Appendix 

4) 

 
UHL operates two pension schemes, the NHS Pension Scheme (‘NHSPS’) and the National 
Employment Savings Trust (‘NEST’) 

 

3.1.3 NHS Pension Retirement Age & Benefits 
 

 1995 Section 2008 Section 2015 scheme 

Normal 

retirement 

age Age 60 Age 65 Equal to 

pension age 

the state 

Voluntary 

retirement 

early Age 50 Age 55 Age 55 

Benefits reduced on 

early retirement 

Yes Yes Yes 

http://www.nhsbsa.nhs.uk/pensions.aspx
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Eligible for Special 

class status ( age 

55) 

Yes N/A N/A 
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3.1.4 Benefits 

Employees who are members of the 1995 NHS Pension Scheme will receive retirement 

benefits, which consist of an annual pension paid for life and a one off tax-free lump sum. The 

amount received depends on the individual’s pensionable pay, how long they have been a 

member of the scheme and whether they have ever worked part time. 

 
Employees who are members of the 2008 and 2015 NHS Pension Scheme will not routinely 

receive a cash lump sum. 

 
Employees may be able to exchange some of their pension for a tax free lump sum within 
certain limits. It may be possible to take up to a maximum tax free lump sum of 25% of the 
capital value of their benefits to be paid. 

 
For further information please refer to the 2008 and 2015 NHS Pension Scheme Guide for 

Members available at www.nhsbsa.nhs.uk 

 

 
3.1.5 Special Class Status 

‘Special classes’ includes any member of the scheme who is employed as a nurse, midwife, 

physiotherapist or health visitor and who joined the NHS Pension Scheme before 6 March 1995. 

Staff in special classes may choose to retire at any time from the age of 55 years provided they 

have at least five years pensionable employment immediately before retirement. 

Benefits are not reduced in these circumstances. Members of the special classes cannot 

continue to pay into their pension after age 65. 

 
3.1.6 Abolition of Special Class status 

 

On 6 March 1995 the NHS Pension Scheme regulations were amended and special class (SC) 

status was abolished for all members, however, an exception was made for members who 

already held SC status on or before this date and who did not have a break in membership of 5 

years or more. 

 
SC status does not apply in the 2008 Section or the 2015 Scheme. Members who transition 

from the 1995 Section to the 2015 Scheme may still maintain SC status which is important in 

respect of the 1995 Section benefits. 

 

 
3.2 The National Employment Savings Trust (NEST) 

 
NEST is a workplace pension scheme in the United Kingdom. It was set up to facilitate 
automatic enrolment as part of the government's workplace pension reforms under the  
Pensions Act 2008. Employees are responsible for directly arranging their pension with Nest. 

 
3.3 Flexible Retirement 

Flexible retirement is defined by NHS Employers as, “Flexibility regarding the age at which an 

employee retires, the length of time an employee takes to retire or the nature and intensity of 

work in the lead up to final retirement.” 

 
3.3.1 Benefits of Flexible Retirement 

http://www.nhsbsa.nhs.uk/
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o Retention of experienced staff with valuable skills to support the required skill mix 

o Greater choice for employees about their approach to retirement or working longer 

o Creation of a wider pool of expertise for recruitment 

o A strategic and effective response to demographic change 

o Enable and support the ageing workforce to continue in employment in a way that 
meets the needs of both the individual and the organisation. 

o Equality of opportunity and fairness for all employees. 

 
3.3.2. Flexible Retirement and the NHS Pension Scheme 

The NHS Pension Scheme allows employees who are thinking about retiring to consider: 

winding down, stepping down and retiring and returning. In the new 2008 section staff can also 

consider drawing down their pension. These flexibilities can be summarised as follows: 

 
3.3.3 Option 1: Winding Down 

As an alternative to simply retiring, staff may wish to discuss with their line manager, the 

possibility of working fewer days in their existing post. 

 

 
Impact on Benefits 

Pensions for part-time staff are calculated on the whole time equivalent salary, so moving from 

full-time to part-time work, rather than retiring, should not reduce the level of pensionable pay  

for the calculation of pension benefits. However, it will reduce the rate at which the member 

builds up future membership. 

 
1995 Section 

Benefits are calculated on the basis of 1/80th of the best of the last three years’ pensionable pay 

for each year of pensionable membership. 

 
2008 Section 

Benefits are calculated on the basis of 1/60th of annual average of the best three consecutive 

years’ pensionable pay in the last 10 years. 

 
2015 Section 

Benefits are calculated on the basis of 1/54th of pensionable earnings each year with no limit to 

service. 

 

 
3.3.4 Option 2: Stepping Down 

In some instances staff may be considering retiring due to the pressure and responsibilities of 

their current role. By agreement with the employee’s manager, staff may be able to step down 

into a lower banded role and less demanding post, which will still make use of their skills and 

experience. 

 
Impact on Benefits 

The level of pensionable pay is protected for the calculation of pension benefits for staff who are 

over the minimum retirement age. 

 
1995 Section 

If a member is over the minimum retirement age 50 (55 for some members) and their pay is 

reduced by a minimum of 10% they can apply for the higher rate of pay to be protected for 

pension purposes. Members must apply for protection within 15 months of reduction. Benefits 
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are calculated on the basis of 1/80th of the best of the last three year’s pensionable pay for 

each year of pensionable membership. 

 
2008 Section 

If a member is over the minimum retirement age 55 they can consider moving towards 

retirement by switching to a less demanding role. The member’s reckonable pay will still 

consider any higher earnings they may have had in the 10 years prior to their retirement date. 

Benefits are calculated on the basis of 1/60th of annual average of best three consecutive years 

pensionable pay, in the last ten years. 

 
2015 Section 

If a member is over the minimum retirement age 55 they can consider moving towards 

retirement by switching to a less demanding role. The member’s reckonable pay will be 1/54th 

of pensionable earnings each year with no limit to service. 

 

 
3.3.5 Option 3: Retire and Return to Work 

Members who have reached the minimum retirement age can also opt to retire, take all their 

pension benefits and return to NHS employment. 

An option that is available is to register for the staff Bank by taking retirement, then opting to 

work on an ‘as and when’ basis, giving an opportunity to pick and choose the hours worked. 

 
Where staff wish to access their NHS pension and return to employment within UHL NHS Trust 

they will be required to formally submit a request to their line manager outlining their intention to 

retire on a given date. Their request should be submitted, ideally six months before the given 

retirement date but not later than 4 months. 

 
Although all such requests should be considered, UHL NHS Trust has no obligation to agree to 

individuals returning to work on the same terms prior to their retirement, and no assurances that 

this will be the case will be given. 

 
Each case should be considered on its own merits, and places a responsibility on employers to 
have procedures in place so that decisions to re-employ staff, who have taken their NHSPS 
benefits can be justified on the grounds of service need and value for money. It is also clear that 

employers should be prepared to publicly justify their decisions. 

 
Note on retired doctors working in education roles within UHL: 

 

Retired doctors have a great deal to offer medical students in terms of their clinical skills and 

experience and are a valued workforce within UHL. However, it is important to have a 

recognised process to appoint and monitor performance in these roles. 

 
Retired doctors do not generally need a licence to practice in a teaching role, and therefore 

there is no requirement for revalidation (as only doctors with a licence to practice would need to 

go through revalidation). However the GMC advised that this should be clarified with the 

employer for each role - this will depend on whether there is any requirement for clinical work. 

 
For the individual doctor’s own protection, as there will be direct patient contact, it is essential 

that patients are not given the impression that the person speaking to and examining them is a 

licensed medical practitioner. That could be viewed as a deception by the GMC if ever 

challenged. This can be to addressed by ensuring the doctor agrees to explain the position to 

each patient they see. (e.g. 'I am a retired doctor who is helping to teach medical students'). 
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It is important that retired doctors teaching within UHL and at the Medical School are up-to-date 

with their UHL mandatory training and have an annual appraisal of their educational role. This 

may be in addition to the Clinical Management group appraisal if required. 

 
The Trust can employ retired doctors on local contracts but the Director of Medical Education 

should be informed who has line management and appraisal responsibilities for each doctor. 

 
The tenure of these posts should be subject to annual review and consideration should be given 

to the ongoing ability to teach current medical practices. This will vary according to the role but 

generally up to 5 years post retirement from clinical practice in the UK. 

 
As they will be present on UHL wards and have access to confidential information, retired 

doctors will need to be issued with an honorary (unpaid) contract issued by UHL. 

 
1995 Section 

The normal retirement age is 60. The member must take a break in service of at least 14 

calendar days before returning to employment and work less than 16 hours per week in the first 

calendar month to avoid their pension being suspended. Reduction of pension does not apply to 

members who are over age 60. 

 
2008 Section 

The normal retirement age is 65. The member must take a break in service of at least 14 

calendar days before returning to employment. Reduction of pension would not apply to 

members who are over age 60. 

 
2015 Section 

The normal retirement age is 65. The member must take a break in service of at least 14 

calendar days before returning to employment. 

 
3.3.6 Option 4: Draw Down 

This is only open to members of the 2008 section of the NHS Pension Scheme. This option 

allows members to take part of their pension benefits whilst continuing in NHS employment. 

 
Impact on Benefits 

If members are over the minimum retirement age 55 and their pay is reduced by a minimum of 

10% they can partially retire and take some pension benefits. Members can take 20% - 80% of 

their pension entitlement and continue to build up future membership. The member’s benefits 

would be reduced if they are paid before their 65th birthday. Pensionable pay must remain 

reduced for at least a year otherwise they will cease to be eligible for the pension they have 

taken. Members can draw benefits twice before retiring completely. 

 
3.3.7 Option 5: Late Retirement 

This option is open to all members of the NHS Pension Scheme. 

Impact on Benefits 

1995 Section 

For members of the 1995 Section, this option means that if they choose to retire later than their 

60
th 

birthday, they can continue to earn pension, but no increase is applied for retiring late. 
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2008 Section 

For members of the 2008 Section of the NHS Pension Scheme, this option means that if they 
th 

choose to retire later than their 65 birthday, the pension benefits earned before age 65 will be 

increased by the application of late retirement factors: the later they retire, the greater the 

increase. 

 
2015 Section 

For members of the 2015 Section of the NHS Pension Scheme, this option means that if they 
th 

choose to retire later than their 65 birthday, the pension benefits earned before age 65 will be 

increased by the application of late retirement factors: the later they retire, the greater the 

increase. 

 
For further information on the above options please refer to the “NHS Pension Scheme 

Retirement Flexibilities Resource Pack” available from the NHS Employers website, 

www.nhsemployers.org 

 
 
 
 

 

3.4 Pension Forecast & Planning For Retirement 

An employee may ask for a pension forecast and membership statement at any time. It is 

recommended to assist the retirement planning process that an up to date forecast is obtained 

between 6 and 12 months before the planned retirement. This will help the employee to make 

an informed decision of the probable benefits due to them and also check the accuracy of their 

membership. To request this information the employee should either contact ‘UHL Payroll 

Assistance’ or contact payroll on #6777 or 03332 076562 they will need to quote their 

Electronic Staff Record (ESR) Assignment Number and the intended date of retirement. 

Alternatively the employee may access the on line calculator at www.nhsbsa.nhs.uk/pensions. 
 

The following link on InSite will also provide more information http://insite.xuhl- 

tr.nhs.uk/homepage/working-life/employment-info/payroll-service/guides/retirement/starting-the- 

retirement-process 
 

3.5 Procedure for Retirement 

3.5.1 Notice Requirements 

When an employee is intending to retire under the provisions of the NHS Pension Scheme, 

whether taking normal age retirement or voluntary early retirement, it is necessary for the 

member of staff to provide at least 4 months’ notice, but ideally six months before the given 

retirement date but not later than, in writing, of their intention to retire. This is to ensure that the 

relevant documentation is processed for calculation of final pension figures and to arrange 

payment. Any outstanding annual leave must be taken before the retirement date. 
 

Non-Pension Scheme Members are only required to give their contractual notice. 

 
Important - Please note that an employee must take at least 14 consecutive calendar days 

break in employment if they wish to retire and return to work. 

 
3.5.2 Retirement Process 

The information below is designed as a guide only. Further information can be obtained through 

the Trust’s intranet (InSite) and ‘UHL Payroll Assistance’ 

http://www.nhsemployers.org/
http://www.nhsbsa.nhs.uk/pensions
http://insite.xuhl-tr.nhs.uk/homepage/working-life/employment-info/payroll-service/guides/retirement/starting-the-retirement-process
http://insite.xuhl-tr.nhs.uk/homepage/working-life/employment-info/payroll-service/guides/retirement/starting-the-retirement-process
http://insite.xuhl-tr.nhs.uk/homepage/working-life/employment-info/payroll-service/guides/retirement/starting-the-retirement-process
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 Employees wishing to retire and draw their pension must inform their line manager in 

writing 4 months’ notice, but ideally six months, prior to their intended retirement date.

 
 If the employee intends to return to work following retirement the manager must 

complete the proforma in Appendix 3. This should be submitted to the relevant CMG 
Team or Directorate Senior Team Meeting for consideration and approval or rejection. If 
the individual wishes to re-apply on different terms, the proforma in Appendix 3 should 
be amended and re-submitted to the CMG Team or directorate Senior Team meeting. In 
accordance with Service / Trust needs, consideration can also be given to the individual 
returning to an alternative area subject to the appropriate vacancy approvals and 
selection process.

 

 Following consideration at CMG Team/Directorate Senior Team meetings, the 

completed proforma should be scanned, stored and logged by the CMG HR Lead/HR 

Business Partner on the Generalist HR Shared Area.

 

 Line managers or the employee must contact the HR Transactional Team to request the 

retirement paperwork as soon as possible to avoid delays in the process.

 

 This must be done by email to the hrtransactionalteam@uhl-tr.nhs.uk. Verbal requests 

made by the line manager will not be processed, an email confirmation is required.

 

 The HR Transactional Team will forward the retirement paperwork directly to the line 

manager via email. Completed forms can also be sent via internal post to ‘HR 

Transactional Team, Paget house’

 

  This will include an‘HR4’ termination form ‘HR6’ proposed retirement forms and the 

Retirement form 1.

 
 Line managers should arrange to meet with the employee to discuss the retirement 

details and completed the HR4’ termination form ‘HR6’ proposed retirement forms and 

the Retirement form 1.

 
 Once the forms have been complete and authorised by the employee and line manager 

they must be returned to the HR Transactional Team who once checked and registered 

will forward on for processing.

 
3.5.3 Note for managers; 

 The HR4, HR6 forms and the Retirement form 1, must be sent to the HR Transactional 

Team no later than 18 weeks prior to the proposed date of retirement to ensure the 

transition from pay to pensionable pay. The HR Transactional Team will forward the HR4 

and HR6 form to ESR Administration. Retirement form 1 will be retained with HR 

Transactional Team.

 
 The employee must have used or intend to use all their annual leave entitlement prior to 

their date of retirement.

 
3.5.4 Next Steps 

An NHS Pension Scheme application form (‘AW8’) for payment of pension benefits will be 

sent to the employee’s home address by Payroll Services. 

mailto:hrtransactionalteam@uhl-tr.nhs.uk
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The ‘AW8’ form will be accompanied by information giving clear explanations and instructions 

on completing the AW8 form, pension scheme rules and information. Any queries regarding the 

AW8 form need to be directed to the Payroll Team. 

 
If original certificates ie; birth, marriage certificates are not being sent with the ‘AW8,’ copies 

must be notated by the line manager or a Human Resources representative that they are true 

copies of the originals. The individual copies need to include the name of the person who has 

viewed the documents their signature and the date of signing. The completed AW8 and copies 

of the original documents should be sent to payroll in the envelope provided. The HR 

Transactional Team are able to certify any copies of forms if needed. Please contact them 

directly via email on hrtransactionalteam@uhl-tr.nhs.uk or call x7283/x5169/x7214. 
 

It is critical the employee ensures the AW8 is completed fully and correctly, ensuring any 

supporting documentation is supplied. Failure to do so may lead to delays in processing the 

form and the pension award being made. 

 
3.5.5 Application Submission to NHS Pensions Agency 

Should any discrepancies be found or additional information be required Payroll Services will 

contact employees directly. 

 
Payroll will complete the remainder of AW8 form and submit it to the NHS Pensions Agency. 

 
Payroll Services will confirm receipt directly to the employee and manage submission to the 

NHS Pensions Agency. If the employee has not received confirmation of receipt within 2 weeks 

of submission of the ‘AW8’, the employee must contact ‘UHL Payroll Assistance’. 

 
3.6 Retirement Gift – Long Service Recognition 

3.6.1 Gift Allowance 

A member of staff with 20 or more years' service with the NHS will be entitled to a gift to the 

value of £100 on retirement. This entitlement applies to all grades of staff directly employed by 

UHL. All NHS service counts in respect to the entitlement of long service recognition. 

This can be aggregated where there has been a break in NHS service. No reduction is made in 

terms of part-time service. The gift is funded from Charitable Funds in the form of vouchers for 

one of the following: 

 
 National Garden Vouchers or 

 High Street Vouchers 

 
3.6.2 Note for Managers 

Staff who opt to take flexi-retirement who have not yet attained 20 years NHS service will be 

entitled to a retirement gift allowance on completion of 20 years NHS service. This will only 

become payable when the employee leaves the Trust. 

 
3.6.3 Guidance for the Application of the Retirement Gift 

When a member of staff retires, whether it is a standard or ill health retirement, an application 

for a retirement gift (retirement form1) should be made at the same time as the termination 

documentation, is completed. To obtain this form, the line manager must send notification of the 

retirement to the HR Transactional Team via the following Trust e-mail address; 

HRtransactionalteam@uhl-tr.nhs.uk. 

mailto:hrtransactionalteam@uhl-tr.nhs.uk
mailto:HRtransactionalteam@uhl-tr.nhs.uk
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Upon receipt of this notification and if the qualifying period is met, authorisation will be given to 

obtain gift vouchers from the Charitable Funds office. 

 
HR Transactional Team will authorise the value by letter to the manager who has raised the 

request. This letter will also be copied to the Charitable Funds Department. The vouchers are 

sent direct to the individual’s home address –10 weeks following the date of retirement, unless 

the manager specifically requests that the vouchers are to be issued to the individual during a 

retirement presentation. 

 
3.7 Procedure to Follow When Returning to Work Following Retirement 

3.7.1 The Trust recognises the valuable skills, experience and knowledge lost to the 

organisation when an employee takes retirement. 

 
3.72 An employee must request in writing their intention to return to work following retirement. 

The request must be put in writing at least 4 months’ notice, but ideally six months to the 

retirement date. 

 
3.7.3 There is no obligation for the Trust to agree a request to return to work following 

retirement. The needs of the service must be taken into consideration and the following 

guidelines must be considered when an employee requests their intention to return to 

work following retirement: 

 
 The number of hours and the duration of employment requested to return to the same 

post. If part-time requested whether the recruitment to the remaining hours would be 

possible. 

 Availability to funding consideration of an additional post in the structure at the current. 

Grade or at a lower grade which would be dependent upon the needs of the service. 

 Recruitment and Retention difficulties within the professional/speciality and department. 

 
3.7.4 The Trust will issue a Contract of Employment. Where a Fixed Term Contract of 

Employment is agreed and issued, a review period of one month prior to the expiry of 

the contract will be agreed. 

The needs of the service and financial approval will be required before extending or 

making a contract permanent. At the review meeting the line manager must discuss 

whether the contract will be extended, made permanent or will end on the expiry date. 

 
The Fixed-Term Employees (Prevention of Less Favourable Treatment) Regulation 2002 

will apply and consideration of the length of the Fixed Term contract will need to be 

taken into account. Where an employee has been continuously employed under the 

Contract for a period of four years or more, which includes successive extensions to the 

contract, the employee shall be a permanent employee. 

 
3.7.5 Where an employee requests in writing their intention to return to work following 

retirement to a less demanding role, the manager must consider all sections detailed in 

3.7.3 above. Where a decision is reached to issue a Contract of Employment to a lower 

graded post, the employee’s salary will be determined according to the relevant Terms 

and Conditions of the post. 

 
3.7.6 The new Contract of Employment will commence following a break of at least 14 

consecutive calendar days. The employee can only work a maximum of 16 hours a  

week in the first calendar month of employment to the new contract. Alternatively, the 
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employee can take a full calendar month break in employment immediately after 

retirement to avoid the 16 hour restriction. 

 
3.7.7 The HR Transactional Team will issue a new Contract of Employment automatically and 

HR1. Where an employee increases their hours of work after the first month the HR 

Transactional Team will process the HR2 form. 

 
4. Education and Training 

4.1 Preparation for Retirement Course 

This is a one day course suitable for any member of staff due to retire in the next 18 months. 

 
The aim of the programme is to provide information on: 

 Flexible working options, 

 Dealing with a change between work and retirement, 

 Social and state benefits, 

 Managing money, 

 Maintaining health in retirement, 

 Learning and volunteering opportunities. 

 
The course provides staff with information about a variety of opportunities available when they 

are nearing retirement. 

This course can be booked through the UHL Training Department by calling 0116 258 6112. 

There is a cost of £50.00 per person which is payable by the individual’s department. 

 
5. Monitoring and Audit Criteria 

All guidelines should include key performance indicators or audit criteria for auditing 

compliance, if this template is being used for associated documents (such as procedures or 

processes) that support a Policy then this section is not required as all audit and monitoring 

arrangements will be documented in section 8 of the Policy. 

 
Key Performance Indicator Method of Assessment Frequency Lead 

Pre-retire course Course evaluation 3 monthly Training co- 

ordinator 

 
6. Supporting Documents and Key References 

 The Employment Rights Act 1996 

 Equality Act 2010 

 ACAS – Retirement information provided by the Advisory, Conciliation and Arbitration 

Service. Website https://archive.acas.org.uk/retirement 

 InSite (UHL Intranet) - Payroll service and guide to retirement. 

 NHS Pensions Helpline - For more detailed information on your own pension position, 

call the NHS Pensions helpline on 0300 330 1346. You will need to have your national 

insurance number available. Website http://www.nhsbsa.nhs.uk/Pensions 

 NHS Pensioners Trust - The objective of the Pensioners Trust is to relieve hardship 

among beneficiaries (Any NHS retired staff or husband, wife, widow or widower of retired 

NHS staff). The Trust can be contacted on 020 7307 2506. The website is 

7www.nhspt.org.uk 

 NHS Retirement Fellowship - A self-help organisation catering specifically for retired 

NHS staff. Its aim is to encourage friendship and relieve loneliness and worry for retired 

http://www.nhsbsa.nhs.uk/Pensions
http://www.nhspt.org.uk/
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NHS staff. The Fellowship can be contacted on 01305 361317. The website is 

www.nhsrf.org.uk 

 Pensions – The Pensions Team at Payroll Services can be contacted on #6777 or 

03332 076562 

 HR Transactional Team – Can be contacted on 0116 258 7283 

 Training Department – Can be contacted on 0116 258 6112 to book on to the UHL 

NHS Trust “Preparing for Retirement” Course. 

 

This table is used to track the development and approval and dissemination of the document 
and any changes made on revised / reviewed versions 

 

DEVELOPMENT AND APPROVAL RECORD FOR THIS DOCUMENT 

Author / Lead 
Officer: 

Chandni Chauhan Job Title: HR Advisor 

Reviewed by:  

Approved by: Policy and Guidelines Committee Date Approved: 

REVIEW RECORD 

Date Issue 
Number 

Reviewed By Description Of Changes (If Any) 

February 
2018 

 Louisa Collins Addition - Appendix 2 – Retirement and return pro- 
forma 

   Changes to Appendix 1 now refers to Employee 
Services rather than Governance team. 

October 2018  Louisa Collins Changes to appendix 3 (new section 6a/6b re: nurses) 

March 2020  Chandni Chauhan Changes to refer to HR Transactional Team rather than 
Employee Services Team. 
Addition – Appendix 4 – Retirement Process for 
Employees and Retirement Q&A 

DISTRIBUTION RECORD: 

Date Name Dept Received 

http://www.nhsrf.org.uk/
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HR Transactional Team to process HR6, HR4, & Retirement Form 1, as soon as possible 
and email them to the manager. The employee must indicate if they are flexi-retiring or 
fully retiring. The completed forms should be returned to the HR Transactional Team as 
soon as possible for processing. Should an individual request flexi-retirement for multiple 
posts, then approval should be sought from each line-manager for each post. 

Once the HR forms are returned, the HR Transactional Team will 
send to the ESR Administration Team. HR Transactional Team 
will generate a Chairman’s Letter and Vouchers within in a two 
week period (if they qualify with 20 years service or more) 

Complete Retirement 

HR Transactional Team to raise a HR2 if the employee is 
increasing their hours from 16 upwards. 

A HR1 & contract to be raised by HRTT, Line Manager 
requested to collect the paperwork on the employee’s 
first day back at work following their break (14 days and 
maximum 16 hours in the first month if they are taking 
flexible retirement). Should an individual with multiple 
posts request flexi retirement then approval should be 
sought from each line manager and a HR1 would be 
required for each post/service. 

Chairman’s letter and Vouchers are sent 
directly to the employee or manager 
depending on their particular request. 

Flexible Retirement 

Payroll will forward the NHS Pension Scheme application 
form AW8 directly to the employee’s home address. The 
AW8 should form be completed by the employee and 
returned to payroll in the envelope provided including all 
relevant documentation. 

Manager has a responsibility to contact HR Transactional Team 
when the employee completely retires for Vouchers (if they have 
the qualifying years of service). The completed proforma should 
be scanned to the CMG HR Lead/HR Business Partner and it will 
be saved in the Generalist HR Shared Area. 

 
Retirement Process for all retirements 

Appendix 1 

 

 
 
 
 

 
 

 
 
 
 

 

Line Manager to complete the pro-forma (Appendix 3). If 
approved, the Line Manager to email the HR Transactional 
Team to request retirement forms (At least 4 months’ notice, 
but ideally six months prior to the retirement date). 
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Retire and Return Guidance Appendix 2 

 
1) Background 

In July 2017 the Department of Health issued New Guidance entitled: “Re-employment of 
staff in receipt of NHS Pension Scheme (NHSPS) benefits. Guidance for employers and 
staff.” This guidance is clear that each case should be considered on its own merits, and 
places a responsibility on employers to have procedures in place so that decisions to re- 
employ staff who have taken their NHSPS benefits can be justified on the grounds of 
service need and value for money. It is also clear that employers should be prepared to 
publicly justify their decisions. 

 

2) The NHS Guidance 

The Guidance clarifies that returning to work for the NHS after taking NHS Pension Scheme 
benefits (referred to as "retire and return" or R&R) is an option available to NHSPS 
members. 

 
The aims of "retire and return" are to: 

 enable the NHS to retain the skills, knowledge and experience necessary to deliver 
safe patient care; 

 help support the health and wellbeing of older staff as they approach retirement and 
wish to continue working; 

 ensure that overall workforce costs are managed in line with budgets. 

 

The guidance states it is to help employers consider applications from staff who wish to 
"retire and return" to work for the NHS. The guidance is clear that: 

 

 Staff should apply to their line manager if they wish to continue working for the NHS 
having taken their NHSPS benefits. 

 Applications should not be automatically approved and should take account of 
current and future workforce requirements. 

 NHS employers should also ensure that through workforce engagement and 
communication, staff are aware that R&R applications will be considered in line with 
the principles (above) taking account of service, financial and workforce needs. 

 

3) Benefits and Principles 

Used appropriately, R&R can benefit both employers and employees by helping retain staff 
with valuable skills and experience for longer than might otherwise be the case, thus 
benefitting patient care as well as supporting staff health and wellbeing, work/life balance 
and potentially realising financial savings through reduced recruitment costs, agency spend 
and employer pension contributions. 

 

The underlying principles of R&R are to: 
 

 Ensure older staff who have valuable skills, knowledge and experience, can continue 
working for the benefit of patients; 

 Ensure older staff can be supported in prioritising their health and wellbeing at the 
same time as working longer / staying in work; 

 Support staff in making the transition from work to final retirement through, for 
example, "stepping down" (reducing their level of responsibility) and/or "winding 
down" (reducing their number of hours worked); 
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 Demonstrate value for money. 

 

 
There should be no guarantee that applications from staff to R&R will be granted. 
Employers should ensure they have agreed reasonable, fair, transparent policies and 
procedures to consider applications from staff who have or are planning to take their 
NHSPS benefits and return to employment. 

 
The NHS concern has been around staff who access their full pension and lump sum and then 
return to the same hours they worked pre-retirement This is not seen to be an appropriate use 
of public money and UHL is therefore unlikely to agree to requests of this nature. 

 

4) Issues for Consideration by the Individual 

 Individuals whose request to R&R is approved will be required to have a break of 
two weeks before returning. 

 They will then be issued with a new contract of employment and their continuous 
service date will be from the date they recommenced in the Trust. 

 The kind of contract staff will return on will depend on the type of job and the likely 
need for the post going forward. In areas of staff shortages, permanent contracts 
may be offered. In others areas where the service will need to be reviewed going 
forward, a renewable Fixed Term Contract may be offered. 

 Individuals can request or may be offered to return on a lower band than their  
current band. (Individuals can request to move to a lower banded role as part of a 
move towards retirement without necessarily undertaking the R&R process.) 

 Until they give written notice, the individual retains the right to change their mind and 
not pursue the process, even after the CMG/Directorate Senior Team has approved 
the request. 
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Appendix 3 

Retire and Return Proforma 
Individual’s Name: 
CMG/Directorate: 
Service: 
Ward/Area: 
Post: 
Band: 
Current Hours per week: 
Proposed Return Hours per week: 
Proposed Post and Band if different from current: 

 Areas for consideration Manager’s Responses 

1 The requirement for the post to be filled 
through “retire and return”. 

 

2 Equality requirements. (Eg in determining 
whether the manager supports or does not 
support the request, they can confirm that 
the decision-making process is applied to 
all staff equally in their service) 

 

3 Value for money.  

4 The standard of the employee's work and 
attendance. (NB Anyone with a current 
disciplinary or sickness warning is not 
eligible to apply (considerations should be 
made if employee has a disability/ sickness 
due to an underlying health condition). 

 

5 The employee's competence (skills, 
knowledge and experience) against the 
essential requirements of the post. (NB 
Anyone with a current Performance 
Warning  is  not  eligible to apply unless this 
is to retire & return into a lower banded role) 

 

6 Whether the hours proposed can be 
accommodated / meet service needs. 

 

 

6a 

( Nursing posts only ) 
If the proposed hours cannot be 
accommodated within the ward / 
department, would the retiree consider 
working in another area / specialty? 

 

 

6b 

If yes, discuss with the CMG Head of 
Nursing and Debbie McBride, Assistant 
Chief Nurse debbie.mcbride@uhl-tr.nhs.uk 

 

Posts are subject to the appropriate 
vacancy approvals and selection process 
and priority given to staff requiring 
redeployment. 

 

7 Succession planning and the potential 
impact the employee's return will have on 
their team. 

 

mailto:maria.mcauley@uhl-tr.nhs.uk
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Date 

Please outline your reasons 

8 Whether it is in the best interests of the 
service to accommodate the "retire and 
return" request. 

 

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

 

Proposed finish date of current role (may be approximate): 

Proposed start date of new role (may be approximate): 
 

Manager submitting the request for consideration 
 

Name 

 
 

Post Title 
 

Do you support or not support (please delete) this request? 

Is the employee aware you have made this request? 

 

 

Date considered by the CMG Team/Senior Directorate Team: 

Approved ? Yes/No 

Clinical Director/Head of Operations / Head of Nursing comments: 

CD/HoO/ HoN Name (PLEASE PRINT): 
 
Signature: 

 

Date: 
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When you are ready for retirement you should have a discussion with your 
manager who will send an email to the Transactional Team who can send the 

relevant forms to begin the process. 

After the email is received you will receive forms HR4, HR 6 and Form 1 to fill in, 
these are to be sent back to the HR Transactional team at Paget House. The 

process cannot begin without these forms. 

4 weeks prior to your retirement your manager must confirm dates and hours you 
wish to return with the Transactional Team. 

Are you Flexi-retiring? See below additional steps and read retire and return 
guideline on insite 

Appendix 4 

 
 

 

 
 

 
 

 

 

 

 

Retirement Process for Employees 

The Transactional team will check the forms you have sent back to make sure all 
signatures and dates match. These are then sent to ESR. 

When ESR has processed these forms they will inform Payroll who then send you 
an AW8 form which is to be completed and returned to Payroll. 

Vouchers are sent within 10 weeks, enjoy your retirement! 

 
 
 
 
 

You will receive your contract on your first day of employment, enjoy Flexi- 
Retiring! 

You then need to Book for a DBS and ID checks at recruitment at Paget House at 
the earliest convenience. 
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Retirement Q & A for Employees 
 

1. What do I do if my start date or service years are wrong? 
 

The best thing to do here is to send evidence of your start date to HR transactional 
team on hrtransactionalteam@uhl-tr.nhs.uk this is needed for your vouchers. 

 
2. What happens when I submit my HR4? 

 
ESR sends the HR4 to Payroll that then sends you your AW8. Payroll will send you 
a Cover letter, taking control of this, call payroll if any issues with this. If you want to 
send certified copies of ID please make an appointment with the HR transactional 
team. 

 

3. Who is my employer? 
 

When filling out the paperwork your employer is Payroll, all forms start with ‘A’ are 
for your employer who is payroll any problems with the AWD or AW8 must go 
through them. 

 
4. What if my retirement dates change? 

 
If your retirement date changes the transactional team need to know as soon as 
possible so your pay is accurate, we need adequate notice from you or your 
manager or this may lead to you being terminated before you are ready, please 
email the admin team to correct this. 

 
5. When will I receive my monthly payment? 

 

Your monthly payment is controlled entirely by Payroll and to get the most up to date 
information it is best to contact them on: x6777 or 0333 207 6562 

 
6. When will I receive my lump sum? 

 
AWD form is to be sent to Payroll after you have started back at work as they need 
your assignment number and then when this is complete they will have access to 
your payment dates. 

 
7. When will I get my vouchers? 

 
Your voucher of choice should arrive within 10 weeks, if you haven’t received them 
in this time or haven’t had any information please get in touch with our HR admin 
team who will be able to help. 

 
8. What process do I need to do to return back to work? 

 
You must take a mandatory 2 week break; this then enables you to return to work as 
a new employee. This requires you to undertake an ID revalidation and potential 
DBS check before commencing work. 

mailto:hrtransactionalteam@uhl-tr.nhs.uk
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9. Can I increase my hours? 
 

After a calendar month you will be able to increase your hours (Any more than 16 
hours a week in the first month can affect your pension). 

 
10. What do I do with my AWD form? 

We recommend you complete and return this form with your name and NI number at 
the top to payroll at the earliest convenience to prevent any delays to payment of 
your pension. 

 
11. How do I get my new assignment number? 

Your HR1 must be sent back to HR Admin and placed onto ESR before we can 
process new assignment number, after we receive this it can take up to a week for a 
new assignment number to be issued. 

 
12. Am I permanent when I return? 

This is a decision that must be made with a discussion with your manager. 
 

If you have any issues about AWD or AW8 forms please contact payroll, any other 
queries contact HR Transactional team on extension 7283/5169/7214 
hrtransactionalteam@uhl-tr.nhs.uk 

 
 
 
 
 
 
 

 
Retirement Checklist 
A printable checklist to help you keep track of the process 

 

Informed my Manager when I am retiring and if I want to Flexi-retire 
My Manager has informed the Transactional Team of my retirement 
I have sent off HR6 to Transactional Team 
I have sent off HR4 to Transactional Team 
I have sent off Form 1 to Transactional Team 
I have sent off Form AW8 to Payroll 
Vouchers received after 10 weeks 

 
Retiring and returning extra checks: 
I informed my manager 4 weeks before retiring that I wanted to return 
Confirmed return dates and hours with manager who has informed Transactional 
Team 
DBS Check 
ID check at Paget House 
New contract received on first day 
Retire and return guidelines read on insite 
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