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1.  Introduction 

The financial constraints in NES continue to be significant. Our efficiency and 
improvement programme is continuing. In order to provide as many options as possible 
to staff during this time and to deliver on our savings and efficiency targets NES has 
decided to offer a further round of Voluntary Severance/Early Retirement from Friday 9 
October 2015 for a time limited period.  

It is anticipated that not everyone that applies will be accepted and that only a small 
number of individuals will leave NES through Voluntary Severance. 

NES will work within current national guidelines therefore the terms may be amended, 
in partnership, from time to time. 

It is expected that any post deleted from the establishment will not be re- established.  

You will find a glossary of terms at Appendix 7. 

2. Eligible to apply 

These terms are offered to all staff groups within NES e.g. Agenda for Change, 
Consultants, Executive Managers who are on a permanent contract of employment 
and meet the eligibility criteria outlined in Appendix 1 in relation to length of service and 
the SPPA age requirements.  

It should be noted that employees who are placed on the Redeployment Register 
as a result of Organisational Change may request early retirement/voluntary 
severance outwith the opening times of the scheme.  This will be facilitated 
automatically provided that no suitable alternative post has been identified and 
Finance confirm that the request for voluntary severance is affordable.   
Requests will be considered on an individual basis, however, the final decision 
will take into account NES’s ability to fund such requests in any one financial 
year.  
 
In addition, employees ‘in scope’ for organisational change, can note their 
interest in voluntary severance/early retirement. This will enable their request to 
be considered alongside the Directorates change plans at an early stage.  
 

3. Timelines 

The scheme will open on Friday 9 October 2015, with an expected leaving date of 31 
March 2016. The full timetable is outlined below and the overall intention is to keep 
applicants regularly informed of progress with their application throughout the process. 

Scheme opens     Friday 9 October 2015 

Expressions of Interest returned to HR by  Friday 23 October 2015 

Estimates returned to Employees by   Friday 6 November 2015 
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Full Applications to be returned to HR by  Friday 27 November 2015 

Individual meeting with successful employee 11 – 15 January 2016 

Expected leaving date from NES    31 March 2016 

 

4. Voluntary Severance Entitlements (See Appendix 1) 
 
The Voluntary Severance entitlements offered by NES are either: 
 
a. A Voluntary Severance Payment    
Voluntary Severance Payments are based on the principles contained in the Agenda for 
Change NHS Terms and Conditions of Service Handbook, Section 16 – Redundancy 
Pay, i.e. one month’s pay for each complete year of continuous service up to a 
maximum of 24 years. Please note that although the calculation of payments is based 
on this section in the Handbook, this is a voluntary severance payment and not a 
redundancy payment.  
 
OR 
 
b. Early retirement on grounds of redundancy for employees entitled to pension 
benefits 
 
Entitlements are based on the Scottish Public Pensions Agency (SPPA) policies. This is 
the terminology used by SPPA and will therefore be used throughout this Voluntary 
Severance Policy 
 
You will find further Information regarding early retirement and voluntary severance 
payments in Appendix 1 
 
Where you are not of minimum retirement age or do not hold sufficient NHS 
Superannuation Scheme service, you may be entitled to a voluntary severance 
payment, calculated in line with Section 16 of the NHS Terms and Conditions of Service 
Handbook (Appendix 1).  
 
Should you be eligible to apply for Early Retirement but prefer to pursue a Voluntary 
Severance payment instead, you should clearly indicate this on your Expression of 
Interest Form (Appendix 3 – Section A) 
 

5. Criteria for Selection 

The NES Change Management Board comprising input from HR, Finance, Staff Side 
and Organisational Leads will  meet as required to consider each application fairly 
against the following criteria:- 
 
 
Criteria        Weighting   
           
Affordability       12  
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Impact on Service Delivery     7  
In the Interests of NES     2 
Individual Circumstances/Compassionate  2  
 
Each criterion is described in detail in Appendix 3, Section C. along with the points 
which will be awarded by the Change Management Programme Board (CMPB) 
following assessment. The weighted score for each criterion will be calculated by 
multiplying the points awarded by the weighting. A total weighted score for each 
employee will be calculated by adding together the weighted score for all 4 criteria. A 
higher score will indicate a more favourable assessment 
 

6. Procedure for Applying 

6.1 Invitation to Express an Interest in Voluntary Severance 

If you wish to express interest in Voluntary Severance you should complete the 
Expression of Interest Form (Appendix 3 – Section A - Link) and submit it to the 
confidential e mail box at voluntary.severance@nes.scot.nhs.uk by Friday 23 October 
2015. An email acknowledging receipt of the form will be sent to you. 
 
At this initial stage your Expression of Interest will remain confidential. You are strongly 
encouraged, however, to discuss your application as early as possible with your Line 
Manager and Director as it will be in your best interest to determine your Directorates 
plans for the future at an early stage. 
 

You are encouraged to submit the Expression of Interest Form as early as possible so 
that estimates can be processed as quickly as possible.   Completion of the Expression 
of Interest Form and provision of an estimate of entitlement does not commit either you 
or NES to Voluntary Severance.    
 
All Expressions of Interest received will be acknowledged (Appendix 4) and will include 
the completed Section B – Confirmation of Estimate and Application Form which will 
contain an estimate of your potential Voluntary Severance/Early Retirement entitlement 
as at 31 March 2016. This will be sent to your home address and will normally be sent 
within 20 working days of submission, but may be longer depending on the number of 
expressions received. It will be made clear that any figures quoted are estimates only. 
You are advised to seek independent financial advice before reaching any decisions. 
 
 
6.2 Applying for Voluntary Severance 
 
Whether you decide to progress further with your application or not you should 
complete the remainder of Section B - Confirmation of Estimate and Application Form 
and return this to HR outlining your intentions within 7 days from the date of your 
estimate. 
 
If you have indicated that you wish to proceed with your application for Voluntary 
Severance HR will notify your Line Manager and Director. Your Line Manager will then 
be asked to complete Section C – Criteria for Assessment Form (Link).  
 

https://ecms.nes.scot.nhs.uk/share/proxy/alfresco/api/node/content/workspace/SpacesStore/e5dbbeec-b0eb-421b-8856-a1567032773b/Expression%20of%20Interest%20Form%202015.pdf?a=true
https://ecms.nes.scot.nhs.uk/share/proxy/alfresco/api/node/content/workspace/SpacesStore/918d5dbc-feb5-445c-b75c-6f9eabd4fcda/Criteria%20for%20Assessment%20Form%202015.pdf?a=true
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The Line Manager, in discussion with you, should provide detailed evidence against 
each criterion in Section C to help the CMPB in the selection process. A Reference 
Guide for Managers and Directors can be found at (Link).  
 
Your Line Manager and Director must indicate if they support the application or not. You 
will not be advised if the application has been supported/not supported until both the 
Line Manager and Director have signed the form.  
 
Section C must then be returned to the confidential email box at 
voluntary.severance@nes.scot.nhs.uk by Friday 27 November 2015. It should be noted 
that late applications will not be accepted. 
 
Your Director will attend the CMPB meeting to participate in the decision making 
process for the applications from their Directorate.  
 
You should also be aware that the final decision will be made by the Change 
Management Programme Board.  
 
Applications not supported will be considered jointly by a representative from HR and a 
representative from the Staff Side prior to being submitted to the CMPB meeting. 
Formal Application does not commit either you or NES to Voluntary Severance.  

 
6.3 Application Outcomes  
 
Application Approved  
 
If your application for Voluntary Severance is supported by the CMPB and endorsed by 
the Remuneration Committee, you will receive a letter from HR (Appendix 5) within 10 
working days of the CMPB meeting.  This will confirm the outcome, enclose your 
Settlement Agreement and convene a meeting to discuss the details of the termination 
of your Contract of Employment on the grounds of voluntary severance. This letter will 
be copied to your line manager and your Director. 
 
The meeting will be conducted by a representative from HR and you will be given the 
opportunity to be accompanied by a work colleague or a recognised Trade 
Union/Professional Organisation Representative. 
  
After receipt of the letter enclosing your Settlement Agreement, you will then have five 
working days to either accept or decline the formal offer of Voluntary Severance in 
writing.  
 
All successful applicants for voluntary severance must sign a Settlement Agreement 
which will also be signed by NES. This is a legally binding agreement following the 
termination of your employment. 
 
You will be required to use your pro rata leave entitlement prior to your last working day 
with NES. 
  

  

https://ecms.nes.scot.nhs.uk/share/proxy/alfresco/api/node/content/workspace/SpacesStore/a906e2ff-0078-4ad6-bd77-d3387ba837a9/Managers%20Guide%20revised%20Sept%2014.docx?a=true
mailto:voluntary.severance@nes.scot.nhs.uk
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Application Not Approved  
 
If your application is declined by the CMPB, you will receive a letter from HR (Appendix 
6) within 10 working days of the CMPB meeting.  It will explain why you were not 
selected.  This decision is final at the time of writing, however, this will not preclude you 
from re-applying at a future date should the scheme re - open.  
 
 
 7. Points of Contact  
 
Should you require any support regarding the process you will find further details 
regarding points of contact in relation to SPPA, ICAS and HR at Appendix 2 
 
 
8. Monitoring & Review  
 
The CMPB will be responsible for managing the implementation of the scheme, with 
regular reports to both the Executive Team and Partnership Forum. The Remuneration 
Committee are responsible for endorsing the recommendations of the CMPB and have 
oversight of the Management of the scheme in line with nationally agreed NHS Terms 
and Conditions of Service 
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         Appendix 1 
 

Information Regarding Voluntary Severance Payments and Types of Early 
Retirement  
 
 
a. Voluntary Severance Payments 
 
Voluntary Severance payments will be based on Section 16 of the Agenda for Change 
NHS Terms and Conditions of Service Handbook. 
 
To qualify for a voluntary severance payment, you must have at least 104 weeks of 
continuous full time or part time NHS service 
 
The payment will be dependent on your reckonable service at the date of termination of 
your employment. The lump sum will be calculated on the basis of one month’s pay for 
each complete year of reckonable service subject to a minimum of 2 years (104 weeks) 
continuous service and a maximum of 24 years reckonable service being counted. 
Fractions of a year of reckonable service will not be taken into account.  
 
For example 
 

Years Service No of Months Pay Entitlement 

2 2 

12 12 

24 & over 24 

 
 
NHS Pension Scheme Entitlements  
 
To qualify for early retirement when leaving NES under this Voluntary Severance 
Scheme, employees in the Scottish Public Pensions Agency (SPPA) NHS Pension 
Scheme must have at least two years pensionable service. If you have been an active 
pension scheme member since 5 April 2006 or earlier, early retirement may be possible 
from age 50. If you joined the NHS Pension Scheme after this date, early retirement 
may be possible from age 55. 
 
b. Early Retirement on Grounds of Redundancy for Employees Entitled to 

Pension Benefits    
 
You will receive the full value of your qualifying pension benefits at the point of leaving 
without the actuarial reduction that would occur had you voluntarily retired early. NES 
will pay the NHS Pension Scheme the cost of paying the pension and lump sum early. 
This sum will be paid from the lump sum voluntary severance payment that otherwise 
would have been paid you. If the cost to NES is less than the value of the voluntary 
severance payment, then you will also receive a voluntary severance payment 
equivalent to the difference between the two sums. However if the cost of early 
retirement is more than the voluntary severance payment, NES will pay the additional 
cost.  
 
Or 
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 If you take voluntary severance over the minimum pension age, you may choose to 
take the voluntary severance payment and have your pension paid at normal retirement 
age  
 
 
Note 
 
A further option exists in line with the SPPA Scheme for Early Retirement in the Interest 
of the Efficiency of the Service 
 

NES does not expect to use this option.  
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         Appendix 2   
Contact Details 

 
You may find the following points of contact helpful for any queries you may have 
regarding any aspect of the Voluntary Severance Scheme  
 
    
Christine McCole 
Depute Director of HR 
Christine.McCole@nes.scot.nhs.uk 
Telephone 0131 656 3302 
NES mobile 07940737297 
 
Sandi Millar 
HR Business Partner 
Sandi.Millar@nes.scot.nhs.uk 
Telephone 0131 656 3320 
NES Mobile 07769367610 
 
Priya Chamberlain 
HR Business Partner 
Priya.Chamberlain@nes.scot.nhs.uk 
Telephone 0131 656 4388 
NES mobile 07792649040 
 
Morag McElhinney 
HR Business Partner  
Morag.McElhinney@nes.scot.nhs.uk 
Telephone 0141 223 1547 
 
Muriel Russell 
HR Business Partner 
Muriel.Russell@nes.scot.nhs.uk 
Telephone 0141 223 1446  
 
 
HR Confidential Email Box 
Voluntary.Severance@nes.scot.nhs.uk 
  
 
Scottish Public Pensions Agency (SPPA) 
The National Health Service Superannuation Scheme 
http://www.sppa.gov.uk/ 
 
 
ICAS 
Support, guidance and advice maybe sought from ICAS on 0800 072 7 072. 

 
 
 
Appendix 3 

mailto:Christine.McCole@nes.scot.nhs.uk
mailto:Sandi.Millar@nes.scot.nhs.uk
mailto:Priya.Chamberlain@nes.scot.nhs.uk
mailto:Morag.McElhinney@nes.scot.nhs.uk
mailto:Muriel.Russell@nes.scot.nhs.uk
mailto:Voluntary.Severance@nes.scot.nhs.uk
http://www.sppa.gov.uk/
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Expression of Interest and Application Form 
For Permanent Employees  

Section A - Expression of Interest Form (Link) – to be completed by the 

employee and submitted to the confidential e mail box at voluntary.severance@nes.scot.nhs.uk 
by Friday 23 October 2015.  

Please note that it is anticipated that not everyone that applies will be accepted and that only a 
small number of individuals will leave NES through Voluntary Severance. Employees are advised 
to discuss their application at an early stage with their Line manager and Director. 

Expressions of Interest received after Friday 23 October 2015 will not be considered.  

  1.    Personal details 
  

Title ……………………………………………………………… 
 
Name……………………………………………………………… 
  
Date of Birth…………………………………………………….. 
 
Home Address………………………………………………….. 
  
Postcode………………………………………………………… 

  
Contact Tel Numbers …………………………………………… 

  
Payroll Number ………………………………………………… 
(can be found on pay slip) 
  
Member of NHS Pension Scheme   YES/NO (please delete) 
 
Superannuation Number……………………………………… 
(can be found on pay slip if a member of the NHS Pension Scheme) 
  
Are you in receipt of pension benefits   YES/NO (please delete) 
 
If YES please provide details................................................. 
 
National Insurance Number………………………………….. 
 

  
2.    Information About Your Post 
  

Date joined NHS Education for Scotland (NES)………………   
             
Date joined NHS (if different…………………………………….. 

  
Have you have a break of 12 months 
or more from a previous NHS employer  
before joining NES?               YES/NO (please delete) 

  
 
Have you received a redundancy payment in  

https://ecms.nes.scot.nhs.uk/share/proxy/alfresco/api/node/content/workspace/SpacesStore/e5dbbeec-b0eb-421b-8856-a1567032773b/Expression%20of%20Interest%20Form%202015.pdf?a=true
mailto:voluntary.severance@nes.scot.nhs.uk
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respect of any previous NHS Employment   YES/NO (please delete) 
 
If YES please provide details..........................................................................  

Job Title………………………............... (please indicate if you hold more than one post in 
NES) 

 Directorate……………………………..  

Location……………………….. Line Manager…………………………..   

Contracted Hours   Grade…………………… 

Are you engaged in other pensionable employment? YES/NO (please 
delete)                       

       
3.    Estimate Request 
 
 I am interested in Voluntary Severance and request an estimate of the payment I would receive 
(please tick √ as appropriate – you may choose both options): 

 a.  Voluntary Severance Payment 

b.  Early Retirement on Grounds of Redundancy for Employees Entitled to Pension        
benefits  

 
5.  Declaration 
  
By completing and signing this form I confirm that I am expressing an Interest in Voluntary 
Severance and there is no obligation on me or the organisation to take this forward.  I 
understand that making an Expression of Interest is not a formal application. 
   
I also give authority for the organisation to contact SPPA on my behalf to enquire about my 
pension entitlement if applicable. 
  
 Sign:  …………………………………………..  Date:  …………………………………… 
  
Print Name:  ……………………………………….. 
  
Please return the completed section of this form to the CONFIDENTIAL email box at 
voluntary.severance@nes.scot.nhs.uk  by Friday 23 October 2015 (If you have not 
received an estimate by Friday 6 November 2015 please email the confidential mail box) 
 
This information is required by NES so that a written estimate of your potential 
entitlement can be provided and also to allow any subsequent application to be 
considered fully.  All information will be held securely and will remain confidential within 
HR until you have agreed that, after having received a written estimate of your 
entitlement, you wish to proceed with an Application.  If you decide to make an 
Application this information will be shared with your Line Manager, Director and the 
Change Management Programme Board. 
 

mailto:voluntary.severance@nes.scot.nhs.uk
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Section B – Confirmation of Estimate and Application Form 

(Please note that it is anticipated that not everyone that applies will be accepted 

and that only a small number of individuals will leave NES through Voluntary 
Severance). 

  
To be completed by the Employer following receipt of Section A – Expression of 
Interest   
 
NES Reference Number: 
Employee Name:      
Job Title:                                                     
 Payroll Number: 
Superannuation Number:                                           
 Estimate As At: 

 
  

a. Voluntary Severance Payment (if applicable) 
 
Estimated entitlement as at 31 March 2016: 
  
Voluntary Severance payment:  £   
                           
Payback Period based on no backfill of post: 
(This is the length of time it will take NES to recoup the salary costs) 
 
 
b. Early Retirement on Grounds of Redundancy for Employees Entitled to Pension 

Benefits (if applicable) 
 
Estimated entitlements as at 31 March 2016: 
  
Annual Pension from SPPA: £                                          
Pension Lump Sum: £ 
 
Capitalisation cost to NES (this is the cost which NES has to pay to SPPA): £   
 
Voluntary Severance Lump Sum (as above): £ 
Difference between Voluntary Severance Lump Sum and Capitalisation cost to NES: £ 
 
Payback Period based on no backfill of post  
(This is the length of time it will take NES to recoup the salary costs) 

    
 
  
You will receive the full value of your qualifying pension benefits at the point of leaving without the 
actuarial reduction that would occur had you voluntarily retired early. NES will pay the NHS 
Pension Scheme the cost of paying the pension and lump sum early (capitalisation cost). This 
sum will be paid from the lump sum voluntary severance payment that otherwise would have 
been paid you. If the cost to NES is less than the value of the voluntary severance payment, then 
you will also receive a voluntary severance payment equivalent to the difference between the two 
sums. However if the cost of early retirement (capitalisation cost) is more than the voluntary 
severance payment, NES will pay the additional cost. If you have added years please contact 
SPPA direct to find out how these will be affected. 
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To be Completed by the Employee 
 
On receipt of your estimate please sign and return your intentions below to HR in the 
envelope provided within 7 days of receipt of your estimate. 
 
I do not wish to proceed with my application for Voluntary Severance from NES 

Signature  Date:  

Print Name    

Sign and date here if you do not wish to proceed and return to HR. No further 
action will be taken and this will remain confidential within HR 
 
 

OR 
 
 
I wish to proceed with my formal application to NES for Voluntary Severance/early 
retirement  
(Tick one option only) 
 
a. Voluntary Severance Payment 
 
OR  

 
b. Early Retirement on Grounds of Redundancy for Employees 

Entitled to Pension benefits  
 
I understand that there is still no obligation on me or the organisation to take this 
forward.  I also understand that the estimate entitlements that have been provided to me 
are only estimates. 
 
I understand that HR will now notify my Line Manager of my intention to proceed with a 
formal application for Voluntary Severance. 
 
I understand that if my application for voluntary severance is approved I will be required 
to sign a settlement agreement prior to my leaving date and before any SPPA forms can 
be processed. 

Signature  Date:  

Print Name    

Sign and date here if you wish to proceed and return to HR 
 
 
If you have ticked the option to proceed with your application  HR will now notify 
your Line Manager and ask them to complete Section C. Your Line Manager will 
then send the completed Section C to the CONFIDENTIAL e mail box at 
voluntary.severance@nes.scot.nhs.uk by Friday 27 November 2015. 

mailto:voluntary.severance@nes.scot.nhs.uk
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Section C – Criteria for Assessment (Link) – to be submitted to the CONFIDENTIAL 

email box at voluntary.severance@nes.scot.nhs.uk by Friday 27 November 2015. 
 
 Applications received after Friday 27 November 2015 will not be considered. 

 
NES Reference Number 
Name of Applicant  
Job Title 
Directorate 

 
To be completed by the Line Manager and the Director who is a member of the 
Executive Team 
 

1. Introduction  
 
This section must be completed in full by the Line Manager/Director to help the Change 
Management Programme Board (CMPB) in the selection process.  To help you complete 
this section, a Reference Guide for Managers and Directors can be found at (link) 
 
The following criteria, weightings and scores will be applied by the CMPB in assessing all 
requests for Early Retirement/Voluntary Severance 
 
Criteria      Weighting 
Affordability      12 
Impact on Service Delivery    7    
In the Interests of NES    2 
Individual Circumstances/Compassionate 2 
 
Each criterion is described in detail below along with the points which will be awarded by 
the CMPB following assessment. The weighted score for each criterion will be calculated 
by multiplying the points awarded by the weighting. A total weighted score for each 
employee will be calculated by adding together the weighted score for all 4 criteria. A 
higher score will indicate a more favourable assessment. 
 
Please note that it is anticipated that not everyone that applies will be accepted and that 
only a small number of individuals will leave NES through Voluntary Severance. 
 
 

2. Criteria for Selection 
 

• Affordability 
Priority will normally be given to requests with a payback period to NES of less than 24 
months. Affordability also includes the requirement to delete one post within the Directorate 
i.e. for each individual that leaves through early retirement/voluntary severance one post 
requires to be deleted from the Directorate. 
 
Score 
0  Payback period of more than 24 months 
2 Payback period of more than 12 months up to 24 months 
4   payback period of 12 months or less 

https://ecms.nes.scot.nhs.uk/share/proxy/alfresco/api/node/content/workspace/SpacesStore/918d5dbc-feb5-445c-b75c-6f9eabd4fcda/Criteria%20for%20Assessment%20Form%202015.pdf?a=true
mailto:voluntary.severance@nes.scot.nhs.uk
https://ecms.nes.scot.nhs.uk/share/proxy/alfresco/api/node/content/workspace/SpacesStore/a906e2ff-0078-4ad6-bd77-d3387ba837a9/Managers%20Guide%20revised%20Sept%2014.docx?a=true
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Evidence 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

• Impact on Service Delivery 
Assess the impact on the delivery of service if the individual was released through 
early retirement/voluntary severance. This should include consideration of the 
current and future requirements of the Directorate and distribution of the individuals 
workload. It may be possible to distribute the work of the post among the remaining 
members of the Team, however, consideration needs to be given as to whether this 
would affect the grades of the remaining posts.  Another option may be for the post 
to be backfilled by another team member and for their post to be deleted from the 
establishment. 
 
Should the management decision be that the post requires to be backfilled, please 
give full details of how this will be done including anticipated grade of backfill, the 
gross annual charge for that grade and whether this could be achieved by 
redeployment. You may wish to discuss the financial implications with your 
Management Accountant. It should be noted that the payback period for the 
individual may require to be adjusted if the post is backfilled internally. 
 
0 Significant adverse impact on service delivery due to the specialist nature of 

skill mix or critical business need  
2 Neutral Impact – Early retirement/voluntary severance would provide an 

opportunity for reorganisation/restructuring which would result in business 
efficiencies but the post would require to be backfilled internally.  

4 Positive Impact – Early retirement/severance would provide a 
reorganisation/restructuring opportunity which would result in business 
efficiencies and cost savings (deletion of a post) 

 

Evidence 
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• In the Interests of NES 
Consider whether it would be in NES’s interest to allow this person to leave if they 
apply for voluntary severance. Consider the time taken up through managing 
performance / conduct issues.  Please give examples/evidence to support your 
assessment  
 
0 No impact on NES’s interests  
4 There would be benefit to NES to release this individual in terms of 

releasing management time 
 
  

Evidence 
 
 
 
 
 
 
 
 
 
 
 

 
 

• Individual Circumstances/Compassionate 
 Consider the individual’s personal circumstances e.g. health issues, work life 

balance etc. Please give reasons and evidence to support your assessment 
 
0 Neutral Impact 
4 Where there are issues which would significantly impact on the delivery of 

service 
 

Evidence 
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To be completed by the line manager 
 
       Support this application 
       Not support this application 
 

Rationale 
 
 
 
 
 

 
I confirm that I have discussed this formal application for Voluntary Severance with 
the staff member. I note that the employee should not be advised if the application 
has been supported/not supported until both the Line Manager and Director have 
signed the form. I have advised the employee that the final decision will be made by 
the CMPB 
 
Signed……………………………………………..(Line Manager) 
Print Name………………………………………… 
Date………………………………………………… 
 
To be completed by the Director 
 
       Support this application 
       Not support this application 
 

Rationale 
 
 
 
 
 

 
 
Signed……………………………………………..(Director) 
Print Name………………………………………… 
Date……………………………………………….. 
 
 

 
 
 
Please submit the completed form to the CONFIDENTIAL email box at 
voluntary.severance@nes.scot.nhs.uk by Friday 27 November 2015. 
 
 
 

  

mailto:voluntary.severance@nes.scot.nhs.uk
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Change Management Programme Board (CMPB) Decision 
 
NES Reference Number 
Name 
Job Title 
Directorate 
Payroll Number 
 

Criteria Weighting Score Weighting 
X Score 

Affordability 12   

Impact on Service Delivery 7   

In the Interests of NES  2   

Individual Circumstances/Compassionate 2   

    

Total    

 
 
Additional Comments 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Application Approved/Rejected (please delete as appropriate 
 
Signature……………………………………….. 
(On behalf of the Change Management Board) 
 
Print Name…………………………………….. 
 
Date…………………………………………….. 
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Appendix 4 

 
 
To be sent by paper copy to home address  
Personal and Confidential – Addressee only 
 
Dear  
  
NES Voluntary Severance – Acknowledgement and Provision of Estimate 
 
Thank you for submitting Section A of the Expression of Interest and Application Form. I 
attach completed Section B which provides an estimate of your entitlement as at 31 March 
2016. Please be aware that the first £30,000 of a voluntary severance payment is tax-free. 
Payments above this threshold will incur income tax at your current highest rate for this tax 
year. 
 
Whether you decide to progress further with your application or not you should complete the 
remainder of Section B of the Expressions of Interest Form and return this to HR outlining 
your intentions within 7 days of receipt of this estimate. 
 
 If you have indicated that you wish to proceed with your application for Voluntary Severance 
HR will notify your Line Manager and Director. Separately you should discuss Section B with 
your Line Manager to enable them to complete Section C. Your Line Manager should then e-
mail the completed form to the confidential e-mail box at 
voluntary.severance@nes.scot.nhs.uk by Friday 27 November 2015 for submission to the 
Change Management Programme Board for consideration.  I will acknowledge receipt of the 
completed form to both you and your Line Manager.  
 
 The Change Management Programme Board will meet in mid December 2015 followed by 
the Remuneration Committee and I would hope to have a decision to you by the end of 
December 2015. 
 
Please note that completion of this documentation and submission to the Change 
Management Programme Board does NOT in any way commit either yourself or NES to 
Voluntary Severance at this stage. 
 
May I reaffirm that it is anticipated that not everyone that applies will be accepted and that 
only a small number of individuals will leave NES through Voluntary Severance. 
 
Should you have any queries on any of the above, please do not hesitate to contact your HR 
Business Partner or email the confidential HR mailbox at 
voluntary.severance@nes.scot.nhs.uk 
 

 Yours sincerely 
 
 
Christine McCole 
Depute Director of HR 
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Appendix 5 

  
 

 Personal and Confidential – Addressee only 
   
 
Dear  

  
Confirmation of Approval for Voluntary Severance/Early Retirement  
 

I am writing to confirm that the NES Change Management Programme Board has approved 
and the Remuneration Committee has endorsed your formal application for early 
retirement/voluntary severance under the NES Voluntary Severance Scheme with a leaving 
date of 31 March 2016.   
 

Approval is subject to a signed Settlement Agreement, which is standard practice within 
NHSScotland, and two copies of your Settlement Agreement are attached. This agreement 
is a legal document and must be signed by a Solicitor. To enable you to seek independent 
legal advice, NES will pay a contribution up to a maximum of £250 plus VAT. The signed 
agreement should be returned to HR no later than Friday 5 February 2016 and on the return 
of a duly signed settlement agreement the agreement will be signed by NES and become 
binding on both parties. 
 
Final estimate figures are included in the attached Settlement Agreement. It should be noted 
that exact figures can only be given following termination of employment. 
  
We would be pleased to meet with you to answer any questions that you may have, discuss 
the next steps and to guide you through the rest of the process. 
  
I wish to invite you to attend a meeting with (INSERT NAME) from HR on DATE, TIME, 
VENUE, ADDRESS 
 
To provide support you can be accompanied at this meeting by a trade union/professional 
organisation representative or work colleague. Should you choose to bring someone, please 
let me know, in advance, the name of the person who will be attending. 
  
If for any reason you are unable to attend this meeting, please let me know as soon as 
possible in order for a more convenient date and time to be arranged. 
  
Meantime should you have any queries regarding any of the above please do not hesitate to 
contact Sandi Millar, HR Business Partner at sandi.millar@nes.scot.nhs.uk in the first 
instance.   

  
Yours sincerely 
  
 
 Dorothy Wright 
Director of Workforce 
 
Cc  Line Manager 
Cc  Director 
 

mailto:sandi.millar@nes.scot.nhs.uk


Page 21 of 22 
 

 

 
 

Appendix 6 
  

  
Personal and Confidential – Addressee only  

  
  

  
Dear  
  
NES Voluntary Severance  
 
Thank you for submitting an application for Voluntary Severance.    
 
As you are aware, NES is only able to release a small number of employees through the 
Voluntary Severance Scheme and I am writing to inform you that NES is unable to release 
you via Voluntary Severance.  
  
Your application was considered in detail by the Change Management Programme Board 
and for the following reasons NES is unable to release you at this time: 
 
Rationale: 
  
  
  
  
Please note that the decision of the Change Management Programme Board is final, 
however, this will not preclude you from re-applying at a future date should the scheme re-
open. 
 
Thank you for your interest.  
 
Yours sincerely 
  
 
   
Dorothy Wright 
Director of Workforce 

  

CC Line Manager 
CC Director 
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Appendix 7 
 

Glossary of Terms  
 
Definition of ‘Continuous Service’ 
‘Continuous Service’ means full-time or part-time employment with the present or 
any previous NHS Employer. If with more than one NHS Employer, there must not 
have been a break of more than a week (measured Sunday to Saturday) between 
employments. 
 
Definition of ‘Reckonable Service’ 
‘Reckonable Service’ for the purposes of an NHS Redundancy payment, which is 
calculated on the basis of the service up to the date of termination of the contract, 
means continuous full-time or part-time employment with the present or any previous 
NHS employer but with the following additions: 
 

• Where there has been a break in service of 12 months or less, the period of 
employment prior to the break will count as reckonable service 

 

• Periods of employment as a trainee with a general medical practitioner in 
accordance with the provisions of the trainee practitioner scheme will count as 
reckonable service 

 
The following employment will not count as reckonable service 
 

• Employment that has been taken into account for the purposes of a previous 
redundancy, or loss of office payments by an NHS Employer 

 

• Where the employee has previously been given pension benefits, any 
employment that has been taken into account for the purposes of those 
benefits 

 
‘Payback period’ 
If you are released from NES through voluntary severance the payback period is the 
length of time that it would take for NES to recoup your voluntary severance/early 
retirement costs from the savings achieved by deleting your post 
 
‘Capitalisation Costs’ 
The capitalisation costs are the costs which NES has to pay to SPPA to enable your 
pension to be released before your SPPA retirement date. The nearer to retirement 
that you are the less the capitalisation cost is to NES  
 
 

 

 

 


