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1. Introduction 
 
NHS Education for Scotland (NES) is an equal opportunities employer as well as 
committed to employing and retaining experienced and knowledgeable staff to 
ensure the highest standard of service. 
 
NES recognises that a change from work to retirement is one of the most significant 
events encountered during a person’s life. This policy aims to provide the best 
support and practical information to enable employees to experience as smooth a 
transition from work to retirement as possible.  
 
The Retirement Policy adheres to the revised PIN Guideline on Supporting the 
Worklife Balance published in July 2015. 
 
This policy provides details about the NES retirement process. It is not intended to 
provide pensions advice. 
 
There is no longer a statutory retirement age, this is now an individual’s choice. The 
date in which an individual can access their State Pension is dependent on their 
Date of Birth and further information on this is available from the following website: 
GOV.UK 
 
 

2. Scope 
 
This policy applies to employees with a confirmed retirement date, whether they are 
members of the NHS Pension Scheme or not, who have given where possible 6 
months notice of their intention to retire  
 
Further details for NHS Pension Scheme members on Routes to Retirement and 
Working after Retirement are contained in Appendix 1. For further support and 
advice employees should contact the Scottish Public Pensions Agency (SPPA) at 
www.sppa.gov.uk 
 
 

3.  Pension Information 
 

a. Non NHS Pension Scheme Members  
Employees who are not members of the NHS Pension Scheme but wish to retire 
should:  

 Seek advice from the Government website on State Pensions.  

 Give as much notice as possible of their intention to retire, in writing, to their 
line manager to assist forward planning.  

 If an employee wishes to take phased retirement then sufficient notice should 
be given to the line manager.  

 
 
 
 

http://www.sppa.gov.uk/


b. NHS Pension Scheme Members 
The NHS Pension Scheme is administered by the Scottish Public Pensions Agency 
(SPPA). 
  
There are currently two pension schemes, the NHS 2015 scheme which became 
live on 1 April 2015 and its predecessor NHS pension scheme which has two 
sections. These are the 1995 section which has a normal pension age of 60 and 
the 2008 section which has a normal pension age of 65. The new NHS 2015 
scheme defines the normal pension age as the same as the member’s state 
pension age. Employees should be aware of which scheme/section they are a 
member prior to making a decision on retirement as this could affect the date on 
which their benefits are paid and the amounts payable. 
 

 

 4. Roles and Responsibilities 

 
Line Managers: 

Line Managers will: 
 

 ensure the effective application of the retirement process 
 

 Ensure that the employee is aware of their entitlement within this policy.   
 

 Acknowledge an employee’s intention to retire.  
 

 Advise the appropriate HR Business Partner of an employee’s intention to 
retire. 
 

 Ensure that the employee is supported through the retirement process and 
pension documentation is completed within the relevant timescales. 

 
Employees: 
Employees approaching retirement will:  
 

 Give as much notice as possible of their intention to retire to their Line 
Manager, in writing, to assist forward planning. If the employee is a member 
of the NHS Pension Scheme (Scotland), give sufficient notice for pension 
documentation to be completed.  

 

 Seek appropriate financial/Scottish Public Pensions Agency (SPPA) advice 
 
Human Resources (HR):  
Human Resources will:  
 

 Ensure that the Line Manager is supported and the employee is made aware 
of their rights and entitlements.  

 

 Ensure that the retirement procedure is applied fairly and consistently.  
 



 Support employees through the retirement process.  
 

 Administer appropriate pension documentation.  
 

 

5. Retirement Procedure 
 
Intentions to Retire 
When an employee decides that they wish to retire from work (regardless of whether 
they are a member of the NHS Pension Scheme) they must inform their Line 
Manager. Advice and guidance can also be sought from the appropriate HR 
Business Partner regarding the process. 
 
Employees should convey their intentions to retire to their Line Manager, in writing, 
and to their HR Business Partner. They should, where possible, give their Line 
Manager and HR Business Partner six months notice of their planned retirement 
date to allow the appropriate preparation and support to be arranged. 
 
Application for Pension 
Dependent on the mode of retirement (see Appendix 1 for NHS Pension Scheme 
members), the appropriate documentation will require to be completed by the retiring 
employee. SPPA pension applications should be completed as soon as practicable 
and no later than 4 months before the planned date of retirement. The employee 
should give the completed form to their HR Business Partner who will ensure that, in 
conjunction with payroll, the appropriate sections are completed before the form is 
passed to SPPA for processing. Any delay in submitting pension applications may 
result in a delay in staff receiving superannuation benefits. 
 
HR Administration 
HR will assist with the appropriate retirement administration including: 
 

 Assistance with the completion of the SPPA pension application form if 
requested 

 Calculation of annual leave to the date of leaving NES 

 Completion of a termination form  

 Arrangements for the employee to attend a pre retirement course if they wish. 
The full cost of the course will be met by NES 

 Access to a health check and advice from the local Occupational Health 
Provider if they wish. 

 Information about the NHS Retirement Fellowship which is an organisation 
that arranges social events for retired NHS employees.  ( www.nhsrf.org.uk)    

 
  

6. Working Hours Reduction 

 
In order that an employee can adjust to the prospect of retirement, a gradual 
reduction in working hours may be introduced three months prior to retirement, 

 Third month before retiral – 80% of contracted hours 

 Second month before retiral – 60% of contracted hours 

http://www.nhsrf.org.uk/


 Last month before retiral – 40% of contracted hours 
During this time employees will be paid as if at work. The pattern of reduced hours 
can only be permitted on the basis shown i.e. the paid time off cannot be aggregated 
over a longer or shorter period. 
 
The details of the phased reduction in hours should be discussed and agreed by the 
Line Manager and the employee.  
 
If the employee wishes to take annual leave during the period of phased retirement, 
normal contractual hours must be used i.e. for one week’s annual leave for a full-
time member of staff, 37.5 hours annual leave must be used regardless of phased 
retirement hours scheduled to work.  
 
 

7.  Retire and Return 

 
Employees have no automatic right to retire and return to work to the same post 
following a break in employment. A retirement always creates a vacancy and this 
must be managed in the same way as any other vacant post according to NES 
policy. In considering the replacement of the retiring employee, the Directorate must 
ensure that they address any opportunities that arise for service improvement and 
development.  
 
Should the vacancy be approved for recruitment through Kenexa the retiring 
employee may choose to apply through open competition. The current position within 
NES is to advertise posts internally within NES first unless it is specifically agreed 
through the ETSR to advertise internally and externally together. 
 
Employees who have previously retired utilising the Working Hours Reduction option 
detailed above in Section 6 will not be entitled to take this option again. 
  
Appropriate governance arrangements will be put in place through the ETSR and 
Executive Team. 
 
 

8. Retirement Gift/Presentation 

 
Line Managers are responsible for arrangements in this regard and no financial 
funding is available from NES. 
 
 

9. Equality and Diversity 
 
NES is committed to ensuring that all staff are treated fairly and equitably, with 
dignity and respect. This policy must be applied in accordance with this commitment.  
 
NES recognises that in the event of an employee’s disability, reasonable 
adjustments to their arrangements may be required.   
 
 



10. Policy Review 

 
This policy will be monitored, reviewed and evaluated in partnership three years from 
its effective date, taking into consideration legislative changes and developments in 
good practice to ensure it meets the needs of all employees. 
 
 
 
 
 
Ratified by the Staff Governance Committee on 7/11/11 
Reviewed by the Staff Governance Committee 29/10/15 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix 1 

 

Routes to Retirement and Working after Retirement for NHS 
Pension Scheme Members 
 
Employees who are members of the NHS Pension Scheme have the following 
retirement options however, it should be noted that comprehensive advice should be 
obtained from SPPA: 
 
 

1. Routes to Retirement 
 

a. Age  
 This is the normal pension age for retirement within the relevant scheme/section of 
the NHS Pension Scheme. 
 
1995 section 
For members who joined the NHS Pension Scheme (Scotland) (NHSSS(S)) before 1 
April 2008 and did not elect to join the 2008 section through the Choice exercise. 
The normal pension age for the 1995 section is age 60 (55 for members who hold 
special class status)  
 
2008 section 
For members who joined the scheme on, or after, 1 April 2008 and also those who 
moved as part of the Choice exercise. The normal pension age for the 2008 section 
is 65  
 
NHS 2015 Pension Scheme 
For members who joined or moved to the scheme on, or after, 1 April 2015. The 
normal pension age is defined as the same as the members state pension age.  
 

b. Premature Retirement:  
If an employee is retired prematurely because of redundancy or in the interests of 
service efficiency and they meet the eligibility criteria outlined below, their benefits 
can be paid without reduction immediately upon leaving. They must have reached 
minimum pension age as defined below and have at least two years continuous 
service in the NHS.  



1995 section 
Premature retirement benefits may be payable to an employee if they are aged 50 or 
over, were a member prior to 6 April 2006 and NES agrees that they may be 
awarded premature retirement. If the employee joined the scheme on or after 6 April 
2006 the minimum age is 55  
 
 2008 section 
Premature retirement benefits may be payable to an employee if they are aged 55 or 
over and NES agrees that they may be awarded premature retirement. 
 



 
NHS 2015 
Premature retirement benefits may be payable to an employee if they are aged 55 or 
over and NES agrees that they may be awarded premature retirement. 
 
c. Ill-Health Retirement:  
The decision to pay any ill health pension is made by SPPA and is based on medical 
advice.  The decision is not made by NES. NES cannot guarantee what the SPPA 
decision will be in any particular case. 
 
It is essential that Occupational Health advice is sought to support any application for 
retirement on the grounds of ill-health for payment of a superannuation pension. In 
addition HR advice must be sought prior to consideration of termination of 
employment on the grounds of ill-health.  
 
Members of the scheme will be required to complete an AW8P form (available from 
HR or SPPA website). SPPA often ask for more information and as a consequence, 
authorisation to pay any pension may take a number of months to confirm.  
 
Further details are available on the SPPA website. 
 
d. Voluntary Early Retirement with Actuarial Reduction (VERA):  
An employee can choose to take voluntary early retirement and receive a reduced 
pension, from age 50 for members of the amended arrangements (1995 Section), 
from age 55 for members of the (2008 Section) and from age 55 for members of the 
NHS 2015 scheme. Benefits will be reduced to take into account the fact they are 
being paid over a longer period of time. Any reduction made payable at retirement 
remains payable for life. 
 
For members of the NHS 2015 Scheme whose state pension age is above 65, there 
is an option to pay additional contributions. This will reduce any early retirement 
reduction.  
 
Full details and eligibility criteria are available on the SPPA website. 
 
e. Partial Retirement 
Partial retirement from NES is only possible if the employees Directorate are able to 
reshape the job. This must be authorised by the appropriate Director and submitted 
via Kenexa to the Executive Team Sub on Recruitment (ETSR) and Executive Team 
for final approval.  
 
Partial retirement is taking part of your retirement benefits, whilst reducing your 
earnings, in the lead up to retirement.  
To qualify:  

 you must be a member of the 2008 section or member of the NHS 2015 
scheme  

 have reached the minimum pension age of 55  

 elect to receive at least 20% of your benefits in the scheme ( a minimum of 
20% must remain within the scheme until final retirement)  



 reduce your pensionable earnings by 10% of a level sustained for a period of 
the 12 months prior to the partial retirement election. The reduction in 
pensionable earnings must remain in place for a period of 12 months following 
partial retirement  and any pension paid prior to normal pension age (65) will 
be subject to actuarial reduction. 

 
If you have concurrent employments, the 10% reduction in pensionable earnings will 
apply to your earnings from all NHS pensionable employment.  
 
Example: if your total earnings in three part time posts is 20,000, you would have to 
reduce your total earnings for the next 12 months by £20,000/100x10 = £2,000.  
 
 
Before considering partial retirement employees should contact SPPA to explore the 
effect that partial retirement may have on their final pension as well as the immediate 
impact on their income   
 

 
2. Working after Retirement 
 
It should be noted that If you return to employment following retirement, the payment 
of your pension may be affected. The effect of this is different depending on which 
scheme/section of the NHS pension scheme you were in and the date when you 
ceased employment. You should notify SPPA’s Payroll team before you consider 
applying to return to work and they will provide you with your earnings limit. This is 
the amount that you can earn before your pension is affected. If you fail to do this an 
overpayment of pension may result which you would have to repay. 
 
Members of 1995 Section  
If you meet the SPPA eligibility criteria and contributing to the 1995 section of the 
NHS pension scheme you must have a formal 24 hours break in NHS employment  
before returning to work. You must not work in the NHS for the first 24 hours of you 
retirement. If you return to work after a break of 24 hours then you must not work for 
more than 16 hours per week during the first month.  
 
Alternatively, if you have more than one post, one of which is for less than 16 hours 
per week, you could take your pension benefits only in respect your main 
employment.  but you cannot remain a member of the NHS superannuation  scheme 
in respect of your other  jobs. 
 
Members of 2008 Section 
If you meet the SPPA eligibility criteria and contributing to the 2008 section of the 
NHS pension scheme you must take a break in service before returning to work. You 
must not work in the NHS for the first 24 hours of your retirement and thereafter 
there is no restriction on the numbers of hours that you can work. 
 
Alternatively, if you have more than one post you could take your pension benefits 
only in respect of the employment from which you are retiring  and remain a member 
of the scheme in respect of your other pensionable jobs. 
 


