APPENDIX 1

Template for Business Case 

For the attention of the Governing Body 

At: [name] School

From: [head teacher]
Re: Request for Phased 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 phased retirement]

[Details will need to be provided outlining how the costs outlined above will be recouped 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]

