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Flexible Retirement for Support Staff (People Management Handbook for Schools)
The purpose of this policy is to enable employees to phase into retirement where this can be accommodated within budget and meets the needs of the school. 

The discretion for the employer to allow an employee to access his/her pension but continue working on a reduced hours/grade basis is provided for in Regulation 30 (6) of the Local Government Pension Scheme Regulations.

This policy covers employees aged 55 years or over and who are active members of the Local Government Pension Scheme (LGPS) and have 2 or more years pensionable service.

1. Policy Provisions 

Employees may currently choose to retire and access their reduced pension from age 55 and receive their benefits immediately. (In some cases, it may be possible to retire from age 55 and receive benefits immediately providing it is with their employer’s consent, or they are made redundant or retired in the interests of business efficiency.) 

Flexible retirement enables eligible employees to retire partially by reducing their hours or moving to a less senior position at or after age 55 and, provided the City Council agrees, they may draw all of their pension benefits, although there may be some reduction for early access. 
The benefits of the scheme are as follows:

· Enables the council to support employees to phase into retirement, whilst ensuring the needs of the school are met. 

· Enables the school to retain key employees' and facilitate knowledge transfer 

· There is no requirement for employees to break their continuity of service, therefore preserving the calculation to certain contractual benefits and employment rights. 

· Employees can accrue a further pension in respect of their reduced hours/salary job.

2. Eligibility Conditions
To be eligible to make a request for Flexible Retirement under the LGPS regulations, an employee must:

· Actively be making contributions to the LGPS. 

· Be aged 55 years or over. 

· Have at least 2 years or more pensionable service in the LGPS. 

· Be taking at least a 20% reduction in their hours and/or substantive salary.

Flexible retirement will often have a cost attached to it and therefore a business case must be made setting out the justification for supporting the flexible retirement.

3. Conditions of flexible retirement
If flexible retirement is agreed, it is on the understanding that:

· Where flexible retirement is agreed before the age of 60 and/or if the employee has not met the 85 year rule his/her pension will be actuarially reduced. The council will not normally bear the costs of the employee's actuarial reduction. 

· The council will only agree that the full pension benefits can be withdrawn; part withdrawal of pension will not be permitted. 

· There cannot be a trial period for flexible retirement due to the direct impact on pension benefits, business planning, management and other staff. 

· The employee accepts permanent variation of hours/salary and all terms and conditions of service will be adjusted accordingly. 
4. Process for making a request for flexible retirement
4.1 Exploration of feasibility of flexible retirement
Employees considering making an application for flexible retirement should in the first instance discuss this with the head teacher to discuss the feasibility of the arrangement within the school. 

The head teacher will then liaise with the City Council Pensions Team to obtain a quotation of the employee's projected benefits and the costs to the authority. The projected benefits will then be shared with the employee to determine whether they wish to pursue their application once the head teachers gives authority.
The head teacher will also need to liaise with the school’s HR administration and payroll providers to determine the new salary to ensure that there is at least a reduction of 20% as outlined in the criteria.

If the employee wishes to proceed with the application based on the estimate of benefits, the head teacher will then be required to give serious consideration to the request and discussions should include exploring whether the employee's request can be accommodated in the school.

Requests for flexible retirement are generally only supported where there is no pension strain (the cost to the employer as a result of the pension being drawn early) and in these cases the school must be able to demonstrate how the costs of the pension strain can be recouped over a maximum period of three years.The costs of the flexible retirement are met by the school's budget and therefore the head teacher and governing body will need to ensure that the costs incurred are justified.

4.2 Business Case
If the head teacher agrees to support the individual's application for flexible retirement they will need to prepare a business case making the recommendation to the governing body. 

Where there is no pension fund cost attached to the request then the governing body may approve the application.

Where there is a pension fund cost attached to the request it will require the agreement of the governing body initially and then presented to the Director of Education for final approval. There is no right to appeal against the decision.

The business case should include details of the impact on the school, the benefits for the school as well as the individual and the associated costs.

The business case, once approved by the governing body, should be submitted to the City Council’s HR Business Partner for Children and Families who will arrange for a recommendation to be made to the Chief Executive, seeking permission for the employee to take flexible retirement. The business case should be also be submitted with the 'Discretionary Decisions - Retirements' form (see Appendix 3: Discretionary Decision Flexible Retirement for Support Staff [41kb] INCLUDEPICTURE "http://www.nottinghamcity.gov.uk/nottinghamschools/images/media/wordicon.gif" \* MERGEFORMATINET 


 )

Where an employee does not meet the 85 year rule, the council may choose to waive in whole or part, any actuarial reduction to benefits as a result of them being withdrawn early. Reductions will usually only be waived in exceptional circumstances where there is a strong business case.

4.3 Processing the request
Once the request has been approved by the Governing Rody and the Director of Education the decision is communicated to the employee and the head teacher.

The head teacher is then required to submit relevant documentation to school’s HR administration provider for processing (HRA1 form confirming the change in hours and/or grade).

All documentation including the signed approval is then sent on to the City Council’s Pensions Team for processing.

The employee should then be issued with a new contract of employment outlining the change in their hours and/or post.

The Pensions Team will make direct contact with the employee regarding their pension benefits and the payments.

5. Further information
Employees who wish to gain further advice regarding the flexible retirement scheme should contact the Pensions Section at Loxley House , Station Street , Nottingham NG2 3NG or on 0115 8762270 or by e-mailing: pensions@nottinghamcity.gov.uk
APPENDIX 1

Template for Business Case 

For the attention of the Governing Body 

At: [name] School

From: [head teacher]
Re: Request for Flexible Retirement

A request has been made by the following employee to take flexible retirement in accordance with the procedure for the Local Government Pension Scheme. 

Employee: [name]
Position: [title]
[Name] is [age] years old and wishes to make an application for phased retirement with effect from [date]. 

[Name] has been employed by the school since [date].
Impact on School

[The head teacher needs to discuss the impact on the school of the proposed change in hours and/or grade]

Financial Implications

[The school will need to provide details of the pension strain costs by allowing the employee to take Flexible retirement]

[Details will need to be provided outlining how the costs outlined above will be recouped by the school over a maximum of three years from the date of retirement]

Recommendation

The head teacher, [name] has reviewed the details of the case and supports the request made by the employee.

Signed: [head teacher]

Date: [date]
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