[image: ][image: C:\Users\BULLOG1\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\QTTMOF0O\4ward_FINAL.jpg]


[bookmark: _Hlk149228054][bookmark: _GoBack]APPENDIX  4d

FLEXIBLE RETIREMENT – PARTIAL RETIREMENT PROCESS

1. Individual initiates request to take Partial Retirement in ESR Self Service (selecting ‘Other Flexible Working’ option) or completes the Flexible Retirement Application Form (Appendix 4b) and sends this to their line manager.  If the request is received via Flexible Retirement Application Form, the manager must input this request into ESR using Manager Self Service (see Appendix 3).
2. Line manager acknowledges receipt of request via ESR Manager Self Service or in writing to the individual.
3. Line manager arranges a Flexible Working Exploration Meeting with the Individual to discuss their request to take Partial Retirement and to discuss how the individual proposes to achieve a minimum 10% reduction in pensionable earnings for a period of 12 months. A member of the HR Advisory Team should also be present at this meeting.
4. If the Line Manager is able to accommodate this request, the individual and line manager, supported by the HR Advisory Team representative will complete a Partial Retirement Supplementary Form. Once completed, this Form will be signed off by the Line Manager and the individual. 
5. The individual must also complete an AW8 Retirement Benefits Claim Form and submit this, together with the completed Partial Retirement Supplementary Form to the Trust’s Workforce Information Team wah-tr.workforceinformation@nhs.net. This email needs to confirm how the 10% reduction in pensionable pay is going to be achieved and then this will be submitted electronically to the Trust’s Payroll Provider (SBS Pensions). The individual must allow time to submit their Partial Retirement Forms, no less than 3 months prior to their planned Partial Retirement date. This is in order to enable NHS Pensions to calculate and process payments.
6. The AW8 Form and Partial Retirement Supplementary Form can be obtained through SBS Pensions on 0303 123 1144. The Pensions/Payroll team will provide these Forms, estimate of benefits and instructions on how to complete the forms.
7. The Line Manager will be required to verify the individual’s birth date, marriage / civil partnership and birth dates of children on completion of the AW8 Form.  The Line Manager will need to see original copies of documents, make copies of these documents and sign them stating that they are true copies of the originals. These will need to be submitted with the AW8 Form.
8. If the individual’s request to take Partial Retirement is accepted by the Line Manager, the manager should confirm this decision via ESR Self Service and also in writing to the individual. The Line Manager will also need to submit a Staff Changes Form to the HR Workforce Team to reflect the 10% reduction in pensionable pay. 
9. If the individual’s request to take Partial Retirement, following full consideration by the Line Manager, is unable to be accommodated within the immediate Department/work area, the Flexible Working Escalation Stage will be followed (unless the individual does not wish to follow this process) to identify if the request to take Partial Retirement may be accommodated elsewhere within the Trust.  The Line Manager will initiate the Escalation Stage process by contacting the relevant HR Advisory Team colleague via the HR Enquiries In-Box wah-tr.hrenquiries@nhs.net
10. If the individual is unsatisfied with the outcome of their partial retirement request, they can submit an appeal in writing to the Line Manager within 7 calendar days of the date of receiving the outcome in ESR or written confirmation (whichever is the earlier). The appeal will be handled in accordance with the Appeals section of the Trust’s Grievance Policy. 
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