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[bookmark: _GoBack]APPENDIX  4e
PARTIAL RETIREMENT REQUEST FLOWCHART
Employee requests Partial Retirement via ESR Self Service or by completing the Flexible Retirement Application Form & submits to Line Manager




	
	 Line Manager creates and maintains a centralised record of Partial Retirement request in ESR, acknowledges and reviews the request (within 14 days)


	



Manager arranges Exploration Meeting with Employee within 28 days of request and arranges for HR Advisory Team Representative to attend meeting to discuss 10% reduction in pensionable pay options
If request unable to be accommodated in Department/Area of Work


If request approved

Line Manager notifies Employee of decision via ESR and in writing within 14 days of the FW Exploration Meeting. Manager completes decision outcome field in ESR.  


Line Manager notifies Employee of decision and offers Employee the FW Escalation Stage (unless Employee does not wish this to be followed).  ESR Outcome field to be updated according to decision and decision confirmed in writing to the Employee






Employee and Line Manager complete Partial Retirement Supplementary Form (with support from HR Advisory Representative).  Employee completes AW8 Form.  Employee sends both completed Forms to HR Workforce Information who then send to SBS Pensions.


If Escalation Stage to be followed, Employee completes Escalation Stage Checklist and Escalation Stage is progressed (max period of 8 weeks from FW Exploration Meeting)


	  
	




Line Manager meets with Employee at the end of Escalation Stage process and confirms final outcome decision via ESR and in writing.


	NB Where required, 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. 

	  

								
If Employee unsatisfied with the outcome of their Partial Retirement request they can submit an Appeal 

 


Appeal Hearing held in accordance with Grievance Policy



NB: Please read this flowchart in accordance with The Flexible Retirement – Partial Retirement Process (Appendix 4d)
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