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1. INTRODUCTION  
 

1.1 We are committed to ensuring that all employees retiring from the Trust are aware 
of the choices available to them and are given the necessary information to make 
proper preparation for their retirement in accordance with equal opportunities and 
statutory requirements. 

 
1.2 The Trust has a duty to promote equality of opportunity and the removal of 

discrimination where it is found to exist and will apply this policy fairly and consistently 
irrespective of race, disability, gender, sexual orientation, religion or belief, age, 
transgender status, caring responsibilities, flexible working status, pregnancy, 
relationship status, staff association or trade union activity. 

 
2. PURPOSE  
 

2.1 The purpose of this policy and related guidelines are to ensure that all staff employed 
by the Trust are aware of the choices available to them and are given the facilities to 
make proper preparation for their retirement in accordance with equal opportunities and 
statutory requirements. 

 
2.2  The Retirement policy and guidance applies to all employees directly employed by 

the Trust. 
 

2.3 This policy sets out the process to be followed when employees inform the Trust that 
they wish to retire. 

 
2.4 This policy and guidance has been updated in accordance with the provisions of the 

Equality Act 2010, and subsequent Employment Equality (Repeal of Retirement Age 
provisions) Regulations 2011.  Adherence to the guidance will ensure that the Trust 
complies with its legal obligations under the Equality Act 2010 and does not 
discriminate on the grounds of age. 

 
2.5 This policy and guidance should be read in conjunction with the following Trust 

policies and guidelines, available on the Trust’s intranet: - 
 

Flexible Working Policy 
Sickness Absence Policy and Procedure 

 
2.6 The Trust believes in treating people fairly and  va lues  d i ve rs i t y . These 

principles will apply in the application of this policy and guidance. The Trust wishes to 
support older workers to continue working for the Trust. The Trust encourages staff to 
prepare for their retirement and offers support to staff who are considering making the 
transition from employment to retirement.  

 
2.7 NHS Pension scheme guidance is subject to change, so it is advisable in all 

circumstances to refer to either the NHS pension website www.nhsbsa.nhs.uk/pensions 
or to contact the Trust’s Pensions Team. 

 
3. SCOPE 

3.1 This policy and guidance applies to all staff employed at Ashford and St Peter’s 
Hospitals NHS Foundation Trust. 
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4. REVIEW 
  

4.1     The Trust will review this policy every three years to ensure that it is effective. 
 
5.  GENERAL PRINCIPLES 
 

5.1 This policy and guidance sets out the procedure that managers and staff must follow 
when considering the option of retirement. 
 

5.2 It highlights that staff have an alternative to formal retirement through flexible working. 
 

5.3 It confirms the Trust’s commitment to a positive approach to equal opportunities in 
the employment of staff irrespective of their age. 
 

 
6.  FLEXIBLE RETIREMENT AGE 
 

6.1 The Trust operates a flexible approach to retirement without any set retirement age. 
 

6.2 The Trust recognises the contributions of a diverse workforce, including the skills 
and experience of older employees. It believes that employees should, wherever 
possible, be allowed to continue working for as long as they wish to do so. 
Employees may voluntarily retire at a time of their choosing. 

 
6.3 The Trust also recognises that retirement can be a considerable change in someone’s 

life and therefore the measures outlined in this policy and guidance is intended to 
support individuals in making informed decisions about their retirement and ensure that 
the transition from work to retirement is seamless. 

 
6.4 There are several Flexible Retirement Options for employees in the NHS Pension 

Scheme, depending on what pension scheme you are a member of. The different types 
of flexible retirement options are shown below along with confirmation of which 
schemes an employee must have accrued pension entitlements within in order to 
qualify for the right to request that type of flexible retirement. The option chosen must 
be applicable to all of an employee’s pensionable membership. Staff members should 
speak to the Pensions Team to discuss these options if they are of interest to them.  

 
 Step Down - The employee can “step down‟ to a different role to reduce the level of 

responsibility whilst remaining in NHS employment. Depending on their age at the time 
they step down, the employee may be able to protect a higher level of pay for the 
calculation of their future pension benefits so that the impact of a lower-graded band 
only affects the future pension earned after stepping down. This will be subject to the 
normal recruitment processes. 

 
Wind Down - The employee can “wind down‟ to retirement by remaining in their current 
post, but reducing the number of hours or days they work. Requests for winding down, 
needs to be made, in accordance with the Trusts Work life Balance Policy. Pensions for 
part-time employees are calculated on the whole time equivalent salary and not the 
actual salary. Therefore, the only impact this may have is on the length of their 
membership, as it will take longer to build up future membership if you are working less 
than full time hours.  
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Draw Down - This option may support the employee to remain in work for a longer 
period of time before retirement and could be used in conjunction with a flexible working 
request. This option allows employees to take part of their pension benefits and continue 
in NHS employment. 

 
Retire and Return - An employee can retire and receive pension benefits and return to 
work on either a bank, part-time or full-time basis, in accordance with the Trusts 
Recruitment and Selection Policy. 
 
Late Retirement Enhancement - If an employee chooses to continue working past 
Normal Pension Age and has not drawn down from their pension at all, then the 
pension benefits will be increased by the application of late retirement factors. 
 
Early Retirement Reduced Buy Out - This new provision to the 2015 NHS Pension 
Scheme allows employees (and / or their employer) to make additional contributions to 
the scheme that will allow them to retire earlier than their Normal Pension Age without 
any early retirement reduction. 

 
 

 1995 
Section  

2008  
Section  

2015  
Section  

Step Down    
Wind Down    
Retire and Return    
Draw Down X   
Late Retirement Enhancement X   
Early Retirement Reduction Buy Out X X  

  
 
7. RETIREMENT OPTIONS AND THE NHS PENSION SCHEME 
 

7.1 Employees who have contributed to the NHS Pension Scheme will qualify for 
retirement benefits from the pension scheme. Employees may commence a new 
contract at the Trust after retirement either through the retire and return process or, if 
returning to a different job, through the Trust’s recruitment process. Pension 
contributions can be made up to the age of 75 or beyond depending on what pension 
scheme the employee is a member of, or until they have reached 45 calendar years of 
membership. 
 
Staff are advised to familiarise themselves with the benefits of the NHS Pension 
Scheme so that they can make an informed choice about whether the scheme is 
appropriate for them. The benefits of the NHS Pension Scheme are only available to 
those who choose to join the scheme and make the appropriate contributions. Eligible 
staff are able join the NHS pension scheme at any stage during employment with the 
Trust.   
 
The Trust facilitates pre-retirement courses for staff members that are due to or 
planning to retire within 5 years. 
 

7.2  Employees may choose to take Voluntary Early Retirement under the NHS Pension 
Schemes at any time within 10 years of their normal retirement age. Members’ benefits 
will be reduced to accommodate this choice. Employees who are members of the 2008 
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and 2015 Pension Scheme can take their pension from the age of 55. Those in the 
1995 Pension Scheme prior to 2006 can take their pension from 50, those joining after 
April 2006, may take their pension from 55. 
 
Information on your benefits should be sought from the Trust’s Pensions Team or the 
NHS Business Services Authority at http://www.nhsbsa.nhs.uk/pensions or on 0300 
330 1346    
 

7.3 Certain staff groups will have a Pension with ‘Special Class Status’.  Special Class 
status is a legacy provision within the 1995 section of the NHS Pension scheme and is 
primarily available to eligible members of staff who are engaged in pensionable 
employment as a nurse, physiotherapist, midwife or health visitor. Staff members with 
this status are able to access their NHS Pension at the age of 55, if requested. Please 
contact the Pensions Team to find out if your pension has Special Class status. 

 
8. STATE RETIREMENT PENSION  
 
 8.1     Information regarding state pension age and entitlements can be found at   

  https://www.gov.uk/state-pension  
 
 
9. PLANNING FOR RETIRMEMENT 
 

9.1 Retirement involves a significant change in lifestyle.  Inevitably people will have 
thoughts about retirement well before they get to detailed planning.  A large part of 
planning for retirement involves financial planning.  

 
9.2 Given the considerable span of time during which staff may elect to retire, it is difficult 

for a manager to anticipate when advice, support and training is needed.  It therefore 
rests with the member of staff to initiate discussion about accessing retirement planning 
support and advice.  The annual appraisal process is one opportunity for the member 
of staff to identify their future plans. When the manager learns that retirement is being 
considered they need to ensure that staff approaching retirement are made aware of 
this guidance and to encourage attendance at Pre-Retirement Courses. 

 
Further details of planned training events can be obtained from the Learning and 
Development Department.  
 

10. FLEXIBLE WORKING 
 

10.1 The Trust recognises the benefits in offering the opportunity of flexible working and 
this may be an option in preparation for retirement. Experienced staff have a great deal 
to offer the Trust later in their careers, particularly in terms of knowledge and skills. 
Flexible working may also allow ample time for adequate succession planning to 
ensure continuity of Trust services. 

 
10.2 The Trust’s Flexible Working Policy lists the possible arrangements, that could be 

considered when reviewing possible working options in preparation for retirement with 
the agreement of the employees’ line manager. All requests for flexible working must 
be made in accordance with the Flexible Working Policy. 

 
10.3 It is important for members of staff wishing to consider flexible working at any time in 

their career to contact the Pensions Team for advice to clari fy how their pension 
entitlement may be affected. 
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11. RETURNING TO WORK AFTER RETIREMENT 
 

11.1  An employee may wish to return to work for the NHS after taking NHS Pension 
Scheme benefits (referred to as "retire and return") and this is supported by the Trust. 

 
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. 
 support staff with the transition from work to retirement  
 

The return to work after retirement may be:  
 Same job, contracted hours, working pattern as before retirement 
 Same job, different contracted hours or working pattern than before retirement 
 Different job, different hours 
 Bank work 

 
11.2  Return to same job as before retirement 

 
Employees who may wish to retire, draw their pension benefits and then return to work 
should understand that: 

 
 If an employee retires, this is considered and treated in the same way as a 

resignation and termination of employment. Outstanding annual leave should be 
taken before the employees last day of service. 

 
 Employees who retire may apply to return to work after retirement, but applications 

will not be automatically approved as the line manager will need to consider the 
impact of the request on the current workforce, the future workforce plan as well as 
business needs overall.   
 

 Where an employee wishes to retire and return it will be for the Trust to determine 
whether or not the post will be re-filled and on what basis, taking into account 
current and future workforce requirements. It should be borne in mind that the post 
may not be re-filled, or that a decision may be made to change the hours and / or 
grade. Consideration will be given to whether the position will remain substantive or 
be filled in the same capacity according to the on-going needs of the service. 
 

 Each application for retire and return will be considered on its own merits to ensure 
the arrangement provides value for money and takes into account current and future 
workforce requirements.  Appendix 2 provides a checklist to assist decision making 
in respect of retire and return applications and should be completed in all cases.  

 
 The employee making the request should be made aware that the application to 

return to work following retirement will be considered in line with the above 
principles.  

 
 When considering the request, taking into account the criteria above, in some cases 

a fixed term return to work may be considered appropriate.  The tenure of the post 
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will be dependent upon the needs of the organisation and service.  Line managers 
should seek advice from their HR Business Partner.   

  
 Where a member of staff applies for retire and return (using Appendix 2) and the 

manager supports this application, the completed request (Appendix 2) needs to be 
signed to confirm that the request has been approved. The retire and return post will 
be subject to normal vacancy approval. Approval from the vacancy panel should be 
obtained prior to the staff member submitting their request for retire and return and 
their formal resignation.  Vacancy panel approval is required for all posts, including 
nursing and healthcare assistant roles.   
 

 Consultants wishing to return to a contracted post after retirement would not be 
subject to an AAC process – however the post would be subject to the normal 
approval process.  

 
 Consultants should note that legacy National or Local Clinical Excellence Awards 

(NCEA or LCEA) or distinction awards will cease to be payable if you retire and are 
consolidated into your NHS Pension or Universities Superannuation Scheme (if 
applicable). They cannot be reinstated after retirement. If you retire and return, you 
will be able to apply to re-enter the Local CEA Scheme or National Clinical Impact 
Awards Scheme. 

 
 If an award holder retires with a National Clinical Impact Award (NCIA) the award 

will end. If an award holder retires in receipt of an NCIA that is not subject to any 
transitional NCEA arrangements and returns to work without a gap between 
employment contracts, the period before the NCIA expires may be shortened. If 
there is a gap between retirement and the returning employment contracts, the 
award will cease, and the consultant will need to apply for a new award based on 
work delivered after their return. 
 

 There is a requirement to take a break in service of at least 24 hours for pension 
purposes. However, the Trust requires employees to take a break in service of two 
complete weeks as a minimum. For the first month following retirement employees 
will only be allowed to work 16 hours per week. After the first calendar month your 
hours may increase if agreed with the Manager. Further restrictions apply with those 
who hold Special Class Status and retire before the age of 60. Please contact the 
Pensions Team for further information relating to this and for clarification on the 
latest  
 

 If the employee is successful in their application to retire and return, they will be 
appointed to the post as a new starter with an agreed start date that is no less than 
two weeks after their date of retirement. The employee will be asked to confirm if 
any personal details on ESR have changed and if so to complete a new starter form 
and present their identification documents to recruitment. They will not be required 
to undergo any other recruitment checks. It is the manager’s responsibility to ensure 
that ESR records accurately reflect the employee’s final date of service before 
retirement and their start date in the post following their retirement, subject to 
whether the manager has approved this. 

 
 

11.3   Appeals Process 
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 An employee may appeal against their manager’s decision not to approve their 
retire and return request by writing to the Grandparent  Manager, within 10 days of 
receiving the notice that their request has been rejected.  

 
 The Grandparent Manager must hold a meeting with the employee to consider an 

appeal within 14 days of receipt of the appeal.  Employee Relations Manager/ HR 
Advisor/ HR Business Partner should be invited to support them in hearing the 
appeal.  

 
 The Grandparent Manager must notify the employee in writing, within 14 days of the 

appeal meeting of the decision. If the appeal is refused the Grandparent Manager 
must set out the business grounds on which the refusal is based. 

 
 This completes the appeal process. No grievance may be taken out under the 

Trust’s grievance procedure following this process. 
 

11.4  Retire and Return to Work in different job or status than before retirement 
 

 Employees who wish to re-join the Trust in a different job than before retirement will 
need to apply for the post through the usual recruitment process and should not 
complete Appendix 2 – Request to retire and return to the same job.  

 
 Employees wishing to retire and register for bank work should contact the 

Temporary Staffing Team before their retirement date to put arrangements in place.  
 

 The Temporary Staffing team will carry out the following checks to register staff on 
the Trust bank: 
- Short reference request from manager (to check that bank work is suitable and 

there are no issues or restrictions that would need to be in place) 
- Occupational health check if the bank work to be undertaken requires a different 

check than the worker had before retirement 
- DBS/Registration check if the bank work is in a different capacity than 

previously worked. 
 

11.5  Once an employee retires and receives their pension benefits in relation to their NHS 
service, this service will no longer be counted as “reckonable” for redundancy purposes 
(paragraph 16.6 NHS Terms and Conditions of Service).   

 
11.6 Where an employee takes their pension benefits and returns to work with ASPH, 

continuous service will begin from the date of return to employment following the break 
in service.  For the purposes of annual leave entitlements and sick pay benefits, 
previous service will apply as detailed below.   

 
11.7 On returning to NHS employment, a previous or previous periods of NHS service will 

be counted towards the employee’s entitlement to annual leave. 
 
11.8 On returning to NHS employment, a previous period or previous periods of NHS 

service will be counted towards the employee’s entitlement to sickness absence, where 
there has been a break or breaks in service of 12 months or less.   

 
11.9  Provided the employee is returning to: 
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 either the same band, or a post in a lower band,  
 will be fulfilling the full duties of the post and  
 has the requisite skills and knowledge required to carry out those duties,  

they will return on either the same payband and paypoint or at the top of the payscale if 
they are returning to a lower banded post.   

 
12. VOLUNTARY WORK 
 

12.1 Retired staff may wish to consider voluntary work within the Trust.   Further information 
is available from the Voluntary Services Department. 

 
13. ILL HEALTH RETIREMENT 
  

13.1 Retirement on the grounds of ill health is covered in the Trust’s Sickness Absence 
Policy and Procedure 

 
14.  LONG SERVICE AWARDS 
 

14.1  The Trust recognises the valued contribution made by its long-serving employees and 
therefore wishes to give a token of its gratitude, upon their retirement.  The award will 
be given to staff with ten or more year’s cumulative NHS service and will be paid at the 
rate of £10 per year.  The award will be paid by bank transfer directly to the employee.   

 
14.2  Staff members with over 10 years’ service with the Trust are also entitled to receive a 

contribution of up to a maximum of £50 towards a retirement party.   
 
14.3 The form for processing the retirement award and party contribution is attached in 

Appendix 1. 
 
15. ROLES AND RESPONSIBILITIES 

 
15.1 Managers are responsible for: 

 
 Participating fully in pre-retirement planning with the employee, ensuring that 

any processes contained in this guidance and procedure and others referred 
to in it, are adhered t o .   

 It is important that line managers ensure consistent application of the guidance 
within their area of responsibility.  

 Asking all employees, irrespective of age, about their aims and aspirations for 
the short, medium and long term as part of the annual performance appraisal 
and development review process.  This will help managers to plan their 
workforce, organise appropriate training and development and succession plan 

 Completing the leavers notification on ESR – see the Leaver’s checklist on 
Trustnet  

 Notifying HR if an appeal against a retire and return decision is received.  
 Completing application forms for long service awards where appropriate 

 
15.2  Human Resources are responsible for: 

 
 Providing advice and support to managers and employees in the practical 

application of the guidance and procedure. 
 Monitoring its application to ensure it is applied in a fair and consistent way 

across the Trust. 
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 Attending appeal meetings as requested by management,  
 
 

15.3  Employees are responsible for: 
 

 Fully engaging with their line manager in discussing pre-retirement options as 
part of regular 1-1 meetings or raising their intention to retire during the annual 
performance appraisal and development review process. 

 Notifying their line manager of their intended retirement date as soon as possible 
but giving at least 4 months’ notice to enable service continuity and succession 
planning. 

 Notifying the Pensions Team as soon as possible, preferably at least 4 months 
in advance of the intended retirement date to ensure adequate time to process 
the pension.  

 Making any application for flexible working prior to retirement through their line 
manager if applicable. 

 
15.4 Pensions Team – Payroll Department 

 
 To provide specialist information, interpretation and expert guidance to staff at 

all levels on all aspects of the NHS Pension Scheme. 
 
16. STAFF ACCOMMODATION 
 

16.1 Staff who live in hospital accommodation are reminded they will need to make  
  alternative housing arrangements to take effect from their retirement from the Trust.   
  Staff in accommodation should contact alternative local providers e.g., housing  
  associations or the council to submit applications as far in advance as possible.   
   
  Staff who have made an application for ill-health retirement pension should make 
  the same arrangements at the earliest opportunity to discuss options for alternative 
  accommodation as this is likely to take several months. 

 
17. SOURCES OF ADVICE AND GUIDANCE 
 

17.1  Staff are also reminded that whilst employed by the trust they have access to a 
confidential advice by contacting Care First at www.carefirst-liftstyle.co.uk using 
access code asp001 and password employee. Care First can also be contacted by 
phoning 0800 174 319.  This service will offer free and impartial advice on a range of 
topics including finance, legal advice, counselling etc.   

 
   The Citizens Advice Bureau can also be used for this purpose and staff are advised 

to contact the job centre about any additional benefits to which they may be entitled 
after retirement or look on-line at www.gov.uk/browse/benefits    

 
   For NHS pensions advice please refer to NHS Business Services Authority at 

http://www.nhsbsa.nhs.uk/pensions     
 
18. NHS RETIREMENT FELLOWSHIP 
 

18.1 The NHS Retirement Fellowship is a registered charity with 190 branches 
throughout the UK. Staff who are about to retire or have retired are eligible to join 
together with their spouses.  Each branch organises its own activities to suit the 
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requirements of its members with the aim of promoting the welfare and interests of 
retired staff.  They are available at http://www.nhsrf.org.uk/  or the national contact 
number is 01296 330471.  

 
19. GUIDANCE REVIEW 
 

19.1 This guidance and the associated procedures will be reviewed at the date stated 
and may be subject to change at that time or at an earlier date if necessary, subject 
to consultation with staff representatives recognized for that purpose 

 
20. REFERENCES 
 
Equality Act 2010  
 
ACAS 
 
Employment Equality (Repeal of Retirement Age Provisions) Regulations 2011 
 
http://www.gov.uk  
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APPENDIX 1 
APPLICATION FOR LONG SERVICE RETIREMENT AWARD 
Name of Staff Member Retiring:   

 
Job Title:  

 
Ward/Department:  

 
Brief outline of career in the NHS:  

 
 
 
 

Request for bank transfer (tick if 
appropriate)  

 
 

Request for party contribution (tick if 
appropriate)  

 

Name of manager to whom party 
contribution should be returned: 

 

Manager signature (and print name): 
 

 

Date: 
 

 

Form to be Forwarded to the Recruitment Team 
NHS Service Dates  

From:………………………To:…………………………… 
  

From:………………………To:…………………………… 
  

From:………………………To:…………………………… 
Total Years: 
 

 

Award Due (£10 for each year): 
 

 

Party Contribution Due: 
 

 

Signed HR Advisor / Business Partner:  
 

 

Date: 
 

 

Approved by the Chief Executive:  
 

 

For Payroll: For Cashiers:  
Date payment made: 
 

Date party contribution raised: 

Value of payment: 
 

Value of party contribution:  
 

Payroll signature (and print name): 
 
 

Cashier signature (and print name): 

Date:  
 

Date: 
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APPENDIX 2 
 
Part 1 - REQUEST FOR RETIRE AND RETURN TO THE SAME JOB  
 
(To be completed by employee) 
 
Name of Employee……………………………………………………………………………….. 
 
Job Title……………………………………………………………………………………………. 
 
Division……………………………………………………………………………………………… 
 
Line Manager,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, 
 
Directorate………………………………………………………………………………………….. 
 
I confirm that I wish to retire on …………………….…. and return on ……………….………. 
 (date)     (date) 
 
Please clarify below the hours and working pattern you wish to request following your retire 
and return.  Please include how this working pattern will affect service delivery and your 
colleagues.   
 
 
 
 
 
 
 
Are there any additional information / special circumstances that you wish to be taken into 
consideration? 
 
 
 
 
 
 
 
 

 
Medical and Dental Staff Only – Please indicate below what your proposed new job plan will 
be  
 
 
 
 
 
 
 
Signed………………………………………………………………………………… 
 
Date…………………………………………………………………………………… 
 
Please submit your signed form to your Line Manager  
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Part 2 – MANGEMENT OUTCOME DECISION FOR RETIRE AND RETURN APPLICATION 

TO THE SAME POST  
 
(To be completed by Line Manager – following advice from HR Business Partner) 
 
Before approval can be granted for retire and return Managers should demonstrate they 
have considered a number of factors:  

 Can the vacant post be filled/covered by existing staff working differently? 
 Does it need to be a like for like replacement? 
 Are there any anticipated service changes which may affect this vacancy? 
 Is this vacancy suitable for staff displaced as a result of organisational change? 
 Are there any other vacant, operationally critical posts that this employee has the 

necessary skills or experience to undertake? 
 Why will filling this post through retire and return positively impact cost improvement 

pressures etc? 
 What equality requirements have you taken into account when considering this 

application? 
 Does this retire and return application offer value for money? 
 Is the standard of the applicant’s work and attendance satisfactory? If not, how is this 

being managed?  
 Does the applicant’s competence (skills, knowledge and experience) meet the 

essential requirements of the post?  
 Can the service accommodate the hours proposed and do they meet service needs? 
 Have you considered how this retire and return may impact the wider team and if 

there is any impact on succession planning? 
 Is it in the best interests of the service to accommodate this retire and return request? 
 What are the longer-term workforce / service plans for the post and team and how 

does this retire and return request fits with this? 
 If returning to a different band, has the job description been through the job matching 

and evaluation process? 
 If the employee has requested to come back on reduced hours, what is your plan for 

the remaining hours? (e.g., is it a saving, or will you recruit to the remaining hours?) 
 Will the return be on a permanent or fixed term contract?  If fixed term, what are the 

reasons for this?  
 
Do you support this application for retire and 
return?  
     
Please detail the rationale for your decision (use additional pages if necessary)  
You may wish to include: 
- How filling the post on a “retire and return” basis contributes to cost improvement plans. 
- How the levels of the employee’s attendance and quality of work support retire and return 

arrangements. 
- Whether the employee has the required skills, knowledge and experience for the post. 
- Whether the hours proposed meet the needs of the service and can be accommodated. 
- Whether the return to work fits with the longer-term workforce/service plans and 

succession planning for the post. 
 
 
 
 
 

YES   NO  
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Permanent or Fixed Term? Please state……………………………………………………….. 
If the contract is fixed term, please specify the reason e.g., to allow for service redesign or 
other short-term requirements.   
 
 
 
 
 
 
Name (Line Manager)……………………………………………………………………………… 
 
Signed ………………………………………………………………………………………………. 
 
Date………………………………………………………………………………………………….. 
 
Please ensure that you fully feedback your decision and rationale to the employee. 
 
Include this signed off form with the ERF submitted to the vacancy panel (if the post is to be 
re filled) 
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APPENDIX 3 
 

Equality Impact Assessment Summary 
 

1. What is the project, who is leading on it and what is it’s purpose? 
 

2. Who will be impacted by this? 

 
3. Checklist 

 
Questions Yes No 

Is there any indication or evidence (including from consultation with relevant groups) that 
different groups with regards to protected characteristics have different needs, experiences, 
issues and priorities in relation to the proposed policy or proposal?  

☐ ☒ 

Is there potential for or evidence that the proposed policy or proposal will affect different 
geographical population groups differently (including possibly discriminating against certain 
groups)?  

☐ ☒ 

Have there been or are there likely to be any public concerns (including media, academic, 
voluntary or sector specific interest) about the policy or proposal? 

☐ ☒ 

Could the proposal affect how our services, commissioning or procurement activities are 
organised, provided, located and by whom? 

☐ ☒ 

Could the proposal affect our workforce or employment practices? ☒ ☐ 

Is there potential for or evidence that the proposed policy or proposal will not promote equality 
of opportunity or promote good relations between different groups?  

☐ ☒ 

Please explain responses above 

The policy and guidance have been developed in accordance with the provisions of the Equality Act 2010, 
and subsequent Employment Equality (Repeal of Retirement Age provisions) Regulations 2011.  
Adherence to the guidance will ensure that the Trust complies with its legal obligations under the Equality 
Act 2010 and does not discriminate on the grounds of age. 

The Trust believes in treating people fairly and values diversity. These principles will apply in the 
application of this policy and guidance. The Trust wishes to support older workers to continue working for 
the Trust. The Trust encourages staff to prepare for their retirement and offers support to staff who are 
considering making the transition from employment to retirement. 

The Trust recognises the contributions of a diverse workforce, including the skills and experience of older 
employees. It believes that employees should, wherever possible, be allowed to continue working for as 
long as they wish to do so. Employees may voluntarily retire at a time of their choosing 

We do not have an employer-justified retirement age; the policy supports older workers to remain in work 
for as long as they wish, retaining valuable skills and experience. 

The process for retiring and returning flexibly is supported in principle and a process for considering such 

“Retirement Policy and Guidance” by HR Business Partners & Advisors. The 
purpose is to inform all direct employees of the choices available to them at 
retirement so that they can make the relevant timely preparations. 
 

Direct Trust employees. 
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requests is outlined. This allows older workers more opportunity to remain in work whilst balancing work 
with home, health and wellbeing needs. 

The policy is complemented by the Trust’s Work life balance policy which makes requesting flexible 
working available to all age groups. Therefore, ensuring that the younger population have access to 
flexible working too. 

The introduction of more flexible retirement options could impact on the availability of flexible working 
options for younger members of the workforce. However, this is mitigated by the provision that applications 
for retire and return flexibly are to be assessed against a range of criteria to ensure that the new working 
pattern can meet the needs of the service as well as the individual. This is like the process for assessing 
flexible working requests from all other members of staff members.  

There are not likely to be any public concerns about this policy. 

 
There is no indication that people from different groups would have different requirements under this policy 
other than those nearing retirement. 

 
It is not likely that people from different geographical locations will be affected differently.  

 
4. Equality Impact Assessment 

 

Protected 
characteristic 

Describe here the considerations 
and concerns in relation to the 
programme/policy for each group. 

Describe here suggested 
mitigations to inform the actions 
needed to reduce inequalities. 

Age Age specific policy.  By the nature 
of pension regulations, the policy 
and guidance are more relevant to 
older employees.  

Written in compliance/context with 
statutory regulations and policy. 

The organisation can assist 
employees plan for their retirement, 
disseminating relevant information 
and training in this area. 

The policy is complemented by the 
Trust’s Work life balance policy 
which makes requesting flexible 
working available to all age groups. 
Therefore, ensuring that the 
younger population have access to 
flexible working too. More flexible 
retirement options could impact on 
the availability of flexible working 
options for younger members of the 
workforce. However, this is 
mitigated by the provision that 
applications for retire and return 
flexibly are to be assessed against 
a range of criteria to ensure that the 
new working pattern can meet the 
needs of the service as well as the 
individual 

Disability There is a potential that 
employees with a disability may 
need to consider ill-health 
retirement, especially those will a 

Retirement on the grounds of ill 
health is covered in the Trust’s 
Sickness Absence Policy and 
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degenerative condition. Procedure 

Gender 
reassignment 

There is no anticipated negative 
impact on men or women. Males 
and females qualify to NHS 
pensions at the same time. 

 

Marriage and civil 
partnership 

No identified negative or positive 
impact as a result of the 
appropriate application of this 
policy. 

Equally applicable to all staff, 
irrespective of marital or civil 
partnership status. 

 

Pregnancy and 
maternity 

No identified negative or positive 
impact on an individual’s rights as 
a result of the appropriate 
application of this policy. 

There is a reasonable expectation 
that female employees eligible for 
retirement, may not fall into this 
category due to age. 

 

Race No identified negative or positive 
impact as a result of the 
appropriate application of this 
policy. 

 

Religion or belief No identified negative or positive 
impact as a result of the 
appropriate application of this 
policy. 

 

Sex There is no anticipated negative 
impact on men or women. Males 
and females qualify to NHS 
pensions at the same time. 

 

Sexual 
orientation 

No identified negative or positive 
impact as a result of the 
appropriate application of this 
policy. 

 

 
The following table should not be completed for projects affecting only 
Workforce. 
 

Other groups / 
existing inequity 

Describe here the considerations and 
concerns in relation to the 

programme/policy for each group.  

Describe here suggested mitigations to 
inform the actions needed to reduce 
inequalities. 

Armed forces   

Carers Carers are potentially more likely to 
apply for flexible working options in order 

The policy provides positive options within 
the procedures of the NHS Pension 
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Other groups / 
existing inequity 

Describe here the considerations and 
concerns in relation to the 

programme/policy for each group.  

Describe here suggested mitigations to 
inform the actions needed to reduce 
inequalities. 

to reduce hours and support caring 
arrangements. 

Scheme to support staff who need flexible 
retirement options, potentially to utilise the 
time for personal circumstances. 

Digital 

exclusion1 
  

Domestic abuse   

Education 
(literacy) 

  

Homeless   

Looked after 
children 

  

Rural/urban 
geographies 

  

Socioeconomic 
disadvantage 

  

People with 
addiction or 

substance 
misuse 

problems 

  

People on 
probation 

  

Prison 
population 

  

Undocumented 
migrants, 
refugees, 

asylum seekers 

  

Sex workers   

Other   

 
Submission 
Please submit to xxxx for review. 
 
Decision 
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When was this EIA 
discussed? 

 

By whom?  
Was it approved?  
Notes:  

Signed:  Date:  
Position:  

 
 


