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THE STATE HOSPITALS BOARD FOR SCOTLAND 
 

RETIREMENT POLICY 
 
 

 
The date for review detailed on the front of all State Hospital policies/ procedures/ guidance does 
not mean that the document becomes invalid from this date. The review date is advisory and the 
organisation reserves the right to review a policy/ procedure/ guidance at any time due to 
organisational/legal changes.  
 
Staff are advised to always check that they are using the correct version of any policy/ procedure/ 
guidance rather than referring to locally held copies. 
 
The most up to date version of all State Hospital policies/ procedures/ guidance can be found on 
the intranet:  http://intranet.tsh.scot.nhs.uk/Policies/Policy%20Docs/Forms/Category%20View.aspx 

Procedure Reference Number HR16 Issue: 5 

Lead Author Head of HR 

Contributing Authors Director of Workforce/Employee Director 
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Advisory Group Partnership Forum  

Approval Group SMT  

Implementation Date 04/10/16  

Revised Date (March 2019 - narrative changes made to ensure policy 
is in line with legislative requirements in addition to the 
extension of the review date. 
(18/03/20 – review date further extended) 
(27/04/21 – review date further extended) 
(22/02/22 – review date further extended) 
(28/02/23 – review date further extended) 

Next Review Date 30 September 2023 
 
The ‘Once for Scotland’ Workforce Policies Programme 
is designed to review and transform existing workforce 
policies (previously known as Partnership Information 
Network (PIN) Policies). Policies within scope of the 
Once For Scotland have had their review date further 
extended to allow for the completion at national level and 
subsequent local implementation. 
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Scottish Public Pensions Agency NHS Agency (SPPA) NHS Pension Scheme  
 

Following a major review of the NHS pension scheme in Scotland there are now three sections of 
the scheme known “as the 1995” section, the “2008 section” and the “2015 section”.  
 
These sections offer different options around retirement and different normal retirement ages 
(NPAs) i.e. age 60 in the 1995 section and age 65 in the 2008 section. The majority of employees 
will be in the 1995 section. Those who will be members of the 2008 section will include staff who 
returned to NHS employment after 1 October 2008 and who had not been in the scheme for 5 
years previously, those who joined the scheme for the first time from April 1 2008 and those who 
opted out to join the 2008 section during the choice exercise ( run early 2010).  
 
The 2015 scheme comes into effect as from April 2015. The changes in place for this scheme will 
affect scheme 1995 and 2008 members if on 1st April 2012 they were within 13 years and 5 months 
of their existing normal pension age.   
 
Guides for each of the sections setting out the different benefit and retirement options including, ill 
health retirement, partial retirement, pension taken earlier than normal pension age and pension 
taken later than normal pension age etc are available on the SPPA website at www.SPPA.gov.uk 

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

 
The State Hospital recognises that the 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. 
 
This policy applies to employees with a confirmed retirement date who have given 6 months’ notice 
of their intention to retire. In exceptional circumstances where the notice period is less than 6 
months the policy may be applied with mutual agreement between employer and employee. 
 
It should be noted that employees with Mental Health Officer status do not accrue pension benefits 
once they have accumulated 45 years pensionable service.  
 
 
2.  PRINCIPLES 

 
All employees for whom this policy applies will be given the opportunity to access the benefits 
detailed in this policy. There is now no compulsory retirement age. However, employees should 
contact the HR department 13 months before they wish to retire to state their intent in regard to 
retirement. The HR department will then arrange an individual interview with the member of staff 9 
months before the proposed retiral date: 
 

2.1  Staff Termination/Pensions Application  

 
Pension’s applications and notification of termination should be completed four to six 
months before the date of retiral in order to ensure that pensions are paid timeously. If an 
employee is considering any return to work options following receipt of their Scottish Public 
Pensions Agency (SPPA) retirement benefits they are advised to check the implications of 
this on the benefits already in payment with SPPA.  
 
2.2    Return to NHS Employment after Retirement 

 
When an employee has retired, their contract of employment will be terminated. If they wish 
to return to NHS employment the employee will be required to apply for an advertised 
position. Employees who have previously retired utilising the working hour’s reduction 
option will not be entitled to take this option again. 

 
2.3  Initial Meeting  

 
Employees wishing to retire should contact the HR department 13 months before they wish 
to retire to state their intent in regard to retirement. The HR department will then arrange an 
individual interview with the member of staff 9 months before the proposed date of retiral in 
order that a ‘Retiral Plan’ may be drawn up. 

 
2.4  Staff Termination/Pension Application 

 

When an agreed retirement date has been reached the manager should then complete a 
termination form, stating the retirement date and send this to HR for forwarding on to 
Payroll. If the employee is a member of the NHS Superannuation Scheme the termination 
form must be submitted at least 4 months prior to the retirement date to allow Payroll and 
the Scottish Public Pension Agency to make the necessary arrangements to process the 
appropriate pension application form to the Scottish Public Pensions Agency on behalf of 
the employee. Assistance in completing this form can be obtained from the Human 
Resources Department.  In addition the manager should send a letter to the employee, 
confirming their retirement date and thanking them for their service to the Hospital.  

 



Page 5 of 5 

3.  PREPARATION FOR RETIREMENT 
 

Employees will be given the opportunity to attend a pre-retirement course where they will have 
access to a wide range of information and be given their ‘retiral pack’.  To encourage a long and 
healthy retiral, employees will have access to a health check and advice from the Occupational 
Health Department. 
 
 
4.  RETIRAL GIFT / PRESENTATION 

 
Staff retirals should be acknowledged with arrangements being the responsibility of the line 
manager. Currently The State Hospital provides a gift voucher to be presented to the member of 
staff leaving the service. In particular, long service should be acknowledged. The gift voucher will 
be paid to the value of £20 for each year of service in the NHS up to a maximum of £400. The 
retiring employee should advise the Human Resources Department to whom the vouchers should 
be payable to. i.e Marks and Spencers, Argos, etc.  This practice will continue to be paid to staff 
with a retiral date up to and including 31st March 2017.  After this date no monetary vouchers will 
be paid to staff upon their retiral. 
 
 
5.  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 

 Last month before retiral – 40% of contracted hours/days 
 
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. 
 
 
6.  MONITORING AND REVIEW 

 
This policy will be monitored, reviewed and evaluated every two years by the Partnership Forum or 
equivalent, taking into consideration legislative changes and developments in good practice to 
ensure it meets the needs of all employees. 
 
 
7. FORMAT 

 
The State Hospital’s Board recognises the need to ensure all stakeholders are supported to 
understand information about the services we provide. Based on what is proportionate and 
reasonable, we can provide information / documents in alternative formats and are happy to 
discuss with you the most practical and cost effective format suitable for your needs.  Some of the 
services we are able to access include interpretation, translation, large print, Braille,  tape recorded 
material, sign language, use of plain English / images.  
 
If you require information in another format, please contact the Person Centred Lead on 01555 
842072. 


