APPENDIX 2

Flowchart

The employee decides to apply for flexible retirement and raises this initially with the head teacher.

(
A review is conducted as to whether a) the employee meets the criteria and b) whether the request can be accommodated by the school.

(
The head teacher liaises with HR to ensure that the reduction equals or exceeds the 20% as outlined in the criteria.

(
Human Resources Request an estimate of pension benefits at the request of the employee.

(
If the head teacher supports the application for flexible retirement and the employee wishes to pursue their application, the head teacher will produce a business case outlining the impact on the school and how this will be managed. This will then be presented to the Governing Body for approval.

(
When the application has been approved by the Governing Body the request is sent to HR with the signed Discretionary Decisions – Retirement form which is completed and sent to the Chief Executive for approval.

(
Once the request has been approved by the Chief Executive this is communicated to the school and the employee. The head teacher then needs to submit relevant details regarding the change in hours and/or grade is sent through to HR Administration for processing.

(
Details regarding the approval are sent through to the Pensions Team at the Gatehouse for processing.

(
Pensions will contact the employee directly regarding their pension benefits and payments.
