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NHS Pension Retire and Return Procedure

Rules and Procedures (including approval and request form)


1. Introduction

This document details the processes and procedures relating to the Cardiff and Vale University Health Board (the UHB) NHS Pension Retire and Return Option.  This scheme will be monitored and reviewed as necessary.


2. Scope

This scheme is available to all employees of the UHB.

All employees of the UHB, including Medical & Dental staff, who wish to retire, access their pension and become re-employed by the UHB need to apply formally. This option can bring benefits for the employee easing gradually into full time retirement and for the UHB it could help balance the supply and demand for skills and retain qualified and experienced staff longer.


3. General Principles

The following general principles apply to the Retire and Return to Work option:

3.1 The member of staff can submit an application to retire to access their NHS Pension and then return to the employment of the UHB.

3.2 Approval of requests will depend upon the needs of the service and the UHB is under no obligation to approve any request. The need for a Retire and Return arrangement may differ from time to time and these will be impacted upon at times of Organisational Change within the UHB

3.3 A retirement always creates a vacancy and this must be managed in the same way as any other vacant post according to current policy. 

3.4 If a Consultant wishes to retire and return, a Business Case/SBAR (Appendix B) and a proposed Job Plan will need to be prepared for consideration by the Clinical Board Team prior to submission to the designated Executive Directors (Medical Director; Chief Operating Officer and; Executive Director of Finance) for final approval. Any Job Plan will normally be for no more than 10 sessions (or pro rata).

3.5 In considering the replacement of the retiring employee, the Department, Directorate or Clinical Board must ensure that they address any opportunities that arise for service redesign to provide more effective and efficient service delivery 

3.6 If it is agreed that the individual can return to employment with the UHB, they can either return to the current post working to the same job description or return to a different funded post/vacancy (see 4/5 below) 

3.7 All employees taking the Retire and Return option must take a 14 day break (excluding any annual leave) between the date of retirement and the date of re-engagement. The 14 day break must be extended if the individual is due to be paid for any outstanding annual leave on their date of termination. 

3.8 Any member of staff retiring from the 1995 Section of the NHS Pension Scheme can only work 16 hours per week for one calendar month and one day following the date of their retirement. The 14 day break can be counted towards this period. Following a period of one month and one day after the last day of membership in the NHS Pension Scheme, the employee may increase their hours if they so wish and subject to agreement with their manager. 

It should be noted that for certain categories of staff e.g. those with Special Class Status within the NHS Pension Scheme, abatement rules could apply to their earnings. Any member of staff wishing to increase their hours above 16 per week are advised to discuss the matter with the Pensions Office to be aware of any impact this may have on their pension.

3.9 Any member of staff retiring from either the 2008 section of the NHS Pension Scheme or the 2015 NHS Pension Scheme can work full time immediately after the 14 day break.

3.10 The 14 day break will break any continuity of service for NHS Redundancy payment purposes. As such, any entitlement to a future NHS redundancy payment would be based on the post-retirement service i.e. from the date on which the member of staff re-commenced their employment following their retirement.

3.11 The 14 day break would additionally impact on any future Pay Protection provisions. Any protection provisions would only be based on the post-retirement service i.e. from the date on which the member of staff re-commenced their employment following their retirement.







4. Returning to employment with the UHB – returning to the same post – Agenda for Change Staff

4.1	Agenda for Change Staff (including Executives/Senior Managers Medical Staff

There are no Agenda for Change Terms governing salaries for employees who retire and return but, in line with current practice, the employee will return to their pre-retirement salary point. The individuals will also retain their incremental date but this will be deferred by the number of days break.

It should also be noted that any staff who are paid on a weekly basis or employed on a Llandough NHS contract who retire will return on a monthly Agenda for Change contract. 

If the post occupied by the returning member of staff requires a Disclosure & Barring Service (DBS) check, a check will need to be undertaken and the outcome received before the post holder returns to employment where:

· The post holder has never undertaken a check; or
· The post holder works with children’s services has undertaken a check, but this is more than 3 years old 
· 
5. Returning to employment with the UHB – Medical & Dental Staff

5.1 Consultant Staff

Consultants who were at the top of the pay scale prior to retirement shall return on the special locum consultant rate equivalent to the top of the pay scale (ZM83). Commitment awards are not payable following retire and return. 

5.2 Associate Specialists
		
The Associate Specialist grade is now a closed grade and no new appointments can be made to it. However, as confirmed at the Welsh SAS Reference Group, Associate Specialist may retire and return as associate specialists.  In these circumstances, the UHB must agree there is a need and the employee must agree a desire to work at Associate Specialist level on return.  In this situation, an Associate Specialist will retain incremental progression gained before retirement.

Associate Specialists who retire and return as Specialty Doctors shall have their salaries calculated in accordance with the normal rules of the specialty doctor contract.


5.3 Specialty Doctors

Specialty doctors who retire and return will retain their incremental progression





5.4 Disclosure & Barring Service Checks 

For all Medical & Dental staff a Disclosure & Barring Service (DBS) check, a check will need to be undertaken and the outcome received before the post holder returns to employment where:

· The post holder has never undertaken a check; or
· The post holder works with children’s services, has undertaken a check, but this is more than 3 years old 

6. Returning to employment with the UHB – returning to a different post

6.1 Where the individual wishes to retire and return to a different post, they will need to apply for the post in open competition as per the recruitment process. 

6.2 The interview for the post in question must have taken place prior to the date of retirement of the individual

6.3 If appointed, the individual will be appointed on the salary scale/pay band applicable to the post. 

6.4 The individual will then be subject to the normal pre-employment checks, including if appropriate, a DBS check.

7. Re-joining the NHS Pension Scheme

7.1 Any member of staff retiring from the 1995 section of the NHS Pension Scheme will not be able to re-join the scheme.

7.2 Any member of staff who retires from the 2008 section of the NHS Pension Scheme or who retires from the 2015 NHS Pension Scheme will be able to re-join the NHS Pension scheme when they return to employment.

7.3 Individuals who are not eligible to re-join the NHS Pension Scheme may be eligible to join the alternative NEST (National Employment Savings Trust) Pension Scheme. Full details can be found on the NEST website


8. Procedure

The following procedure will apply to the request and approval for the Retire and Return to Work application:

8.1 It is vital given the complexities of the various pension schemes that the NHS operate that all employees obtain pension information that is relevant to their own personal circumstances before applying for the Retire and Return option. Employees can contact the pension’s mailbox pensions.department@wales.nhs.uk quoting full name, assignment number and place of work. Employees can also telephone the Pensions Team on 02920 903908

8.2 Where an employee requests to be allowed to Retire and Return, they will need to find out which section of the NHS Pension Scheme they are a member of, as this will determine whether the employee can only initially work for 16 hours per week upon their return and whether they have to ability to re-join the NHS Pension Scheme. Employees should therefore, either contact the Shared Services Pensions Team on 02920 903908 or by using the the Member Identifier on the NHS Pension website.

8.3 The member of staff should then complete Part 1 of the Retire and Return application form attached as Appendix A and forward this to their Line Manager. 

8.4 The Line Manager/Clinical Director will complete Part 2 of the form indicating whether the application can be supported and must complete a business case which sets out the benefits to the organisation, taking into account the needs of the service. For Consultant Medical and Dental staff a Business Case (Appendix B) and a new Job Plan will need to be drawn up and agreed before the process can be taken forward.

8.5 The Line Manager/Clinical Director must advise the employee to seek the advice of the Pensions Department before deciding whether this is a suitable option for them. In addition, it may be advisable for them to seek Independent Financial advice before committing to the new arrangement.

8.6 Where a new post is being created for the returning employee as part of service redesign, the application must include a new matched Job Description/Person Specification, with an allocated ESR position number.

8.7 If the employee is returning to a different post, they will need to apply for the post as per the recruitment process and be interviewed prior to the agreed termination date. A Disclosure and Barring Check will be undertaken if appropriate where the member of staff has not previously undertaken a check or where the post requires a higher level of check than was previously undertaken.

8.8 The Line Manager/Clinical Director will forward the form to the relevant Clinical Board Director of Operations /Clinical Board Director of Nursing or Executive for consideration.  The consideration made must take account the views of the relevant professional heads of service. Advice should also be taken from Workforce & OD and Finance before any agreement is made. 

Approval for all requests, apart from Medical/Dental Consultants can be made by the Clinical Board Team. Any requests from Medical/Dental Consultants must be supported by the Clinical Board prior to the submission of the application form, Business Case/SBAR and proposed Job Plan to the appropriate Executive Directors for final approval.

8.9 Where the application is approved, the Line Manager will complete the Retire and Return Proforma attached as Appendix C, including the proposed return date, and will forward to the HR Advisory Team/Medical Workforce Team.

8.10 The manager (or the Medical Workforce Department in the case of Medical and Dental staff) will immediately complete a Staff Termination Form and forward this to Payroll Terminations (payroll.terminations@wales.nhs.uk). The reason for leaving on the Staff Termination Form will be “Retirement Age”. N.B. if the employee has any annual leave hours owing as of the termination date, this will impact on the return date.

8.11 The HR Advisory Team (or the Medical Workforce Department in the case of Medical and Dental staff) on receiving the Retire and Return Proforma will issue a letter confirming the return date/hours and will prepare a new appointment letter and contract for the returning post.

8.12 If the post that the employee is returning to requires a Disclosure & Barring Service (DBS) and the post holder has either never undertaken a DBS check or works with children’s services and their DBS check is more than 3 years old, they will need to undertake a new check. This will be arranged via the HR Advisory Team (or the Medical Workforce Department). The outcome of the check will need to be received before the post holder could return to employment

8.13 The manager (or the Medical Workforce Department in the case of Medical and Dental staff) will complete the Retire & Return Enrolments Form to initiate the New Appointment Form to enable the employee to re-join the payroll

8.14 If the application is rejected the Line Manager will inform the employee of this and ensure that they are aware of the reasons that the application was refused.  This will be confirmed in writing.
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Appendix A

NHS Pension Retire and Return 
Request and Approval Form

	
Part 1  -  Employee Request

I have read and understand the rules and procedures of the Retire and Return Scheme and make the following request under the terms of that Scheme.


	Name of employee:

	


	Staff number:
	

	Email address:
	

	Department:
	

	Band / Grade:
	

	Current hours/sessions worked per week:
	

	
I am formally notifying you of my intention to retire on …………………….. and, having accessed my NHS Pension, I wish to apply to return to the employment of the UHB.

If I am successful in my application to return to employment,  I would wish to:

	1. Return to my current post and work …………………. Hours/sessions per week
(Please provide further details to assist in the consideration of the request)








	OR

	2. Apply to return to a different post and work …………………. Hours/sessions per week
(Please provide further details to assist in the consideration of the request)












	· I understand that the UHB is under no obligation to approve my request to retire, access my NHS Pension and return to employment.  

· I understand that, if appropriate, I will need to undertake a Disclosure & Barring Service (DBS) check and that I will not be allowed to return to employment until the outcome has been received.

· I understand that if I wish to return to a different post, I will need to apply in open competition for the post. The interview must have taken place prior to my retirement.

· I understand that if my application is successful, I will be required to take a break of 14 days (excluding any paid annual leave) from the date of retirement to the date of re-engagement. 

· I understand that if I am paid for any outstanding annual leave on the date of my retirement, the 14 day break will need to be extended to take account of the number of hours/days owed.

· I understand that, if I am retiring from the 1995 section of the NHS Pension Scheme, I will not be able to work more than 16 hours per week for 1 calendar month and one day following the date of my retirement – the 14 day break will be counted towards this period. Thereafter, with the agreement of the UHB, I will be able to increase my hours up to full time.

· I understand that if my application is successful, any employment that has been taken into consideration for my pension benefits will not count as reckonable service for NHS Redundancy purposes i.e. any future NHS Redundancy payment would be only based on any post-retirement service.

· I understand that if my application is successful, any short term or long term protection arrangements will cease

· I understand that if my application is successful, any lease car arrangements will cease and I may be liable for any early termination charges

· I understand that the 14 day break will end my continuity of service for pay protection purposes i.e. any future pay protection would be only based on any post-retirement service.

· I understand that if I do return I will be given a new ESR Individual Number and I will need to advise the Payroll Department if I wish to continue with voluntary deductions from my salary e.g. Union Fees, Lottery, Cardiff Bus ticket etc
                    

	Employee signature:
	

	Date:
	









	Part 2  -  Line Manager/Clinical Director Recommendation 
If the application is not supported by the Line Manager/Clinical Director – complete section below


	Having considered the application to retire and return, I do not feel able to support the application for the following reasons:

	

	Line Manager Name (please print)
	

	Line Manager Signature:
	

	Line Manager Title:
	

	Date:
	

	
If the application is supported by the Line Manager/Clinical Director– complete next section

	If you wish to support this request for the individual to retire and return, you must submit a business case to your Clinical Board/Executive Management Team describing how this fits into the service plans for your Department as outlined in the Integrated Medium Term Plan (IMTP).

Please describe how the application provides operational benefits and please set out reasons for the proposed return arrangements e.g. fixed term/locum/substantive)

	






















	On the basis of the above, I wish to propose the retire and return on the arrangements outlined below:

	
Employee will return to a post as set out below


	Post:

	

	Tenure: Substantive/Fixed Term/Locum

	

	BandGrade:

	

	Hours/Sessions:

	

	Department:

	

	Retirement Date:

	

	Return Date:

	

	Date of Expiry of Fixed Term/Locum

	

	Reason for Fixed Term/Locum

	






	Part 3  
	Clinical Board Director of Operations /Clinical Board Director of Nursing / Executive / Operational Manager Approval

	
Either:
For all staff except Consultant Medical/Dental Staff

I approve this request for ……………………………………….. to retire on…………………, access their NHS Pension and return to the employment of the UHB.


	For Consultant Medical/Dental Staff

I support this request for ……………………………………….. to retire on…………………, access their NHS Pension and return to the employment of the UHB, subject to final approval by the Executive Team.


	Clinical Board Director of Operations /Clinical Board Director of Nursing/Executive/Operational Manager Signature:
	

	Clinical Board Director of Operations /Clinical Board Director of Nursing/Executive/Operational Manager Name:
	

	Date:
	

	
OR:

I reject this application on the following grounds:










	Clinical Board Director of Operations /Clinical Board Director of Nursing/Executive/Operational Manager Signature:
	

	Clinical Board Director of Operations /Clinical Board Director of Nursing/Executive/Operational Manager Name:
	

	Date:
	






Notes:

	Part 1
	to be completed by Employee and forwarded to Line Manager/Clinical Director


	Part 2
	to be completed by Line Manager/Clinical Director and forwarded to relevant Clinical Board Director of Operations /Clinical Board Director of Nursing/Executive/Operational Manager


	Part 3
	to be completed by relevant Clinical Board Director of Operations /Clinical Board Director of Nursing/Executive/Operational Manager and returned to Line Manager or, in the case of Consultant Medical/Dental staff forwarded to the Executive Team for final approval medical/dental staff)


	
	Form to be returned to Employee’s Line Manager


	
	Line Manager to confirm outcome to Employee 


	
	This form should be filed on the Employee’s Personal File


	
	If request is approved Line Manager should complete Appendix C Retire and Return Contract Proforma and send to the HR Admin Team



APPENDIX B
CASE TO SUPPORT REQUEST TO ‘RETIRE & RETURN’ BY A MEDICAL / DENTAL CONSULTANT
	Part 1 – Supporting Evidence by Directorate Management Team

It is anticipated that requests to ‘Retire & Return’ by Medical / Dental Consultants will only be approved where it can be clearly demonstrated that the post is difficult to recruit to and/or that the ‘Retire and Return’ will provide an opportunity for significant service redesign/change. Directorates must demonstrate consideration of opportunities for service change as a result of the retirement and indicate any consequences of not being able to re-hire the retiring Consultant into their previous post.  

Any agreement to support a ‘Retired Returner’ application will be on the basis of an initial contract of no more than 12 months with an annual review thereafter.


(Please provide supporting evidence below for consideration by the Executive Team):















































Part 2 – Proposed Job Plan for post-retirement contract:

Job Plans for ‘Retired Returner’ requests are subject to a maximum of 1 session for Core Supporting Professional Activities.


(Please provide details of the proposed job plan below):-
	DAY
	TIME
	SESSIONS
	LOCATION
	ACTIVITY

	Monday
	AM
	
	
	

	
	PM
	
	
	

	Tuesday
	AM
	
	
	

	
	PM
	
	
	

	Wednesday
	AM
	
	
	

	
	PM
	
	
	

	Thursday
	AM
	
	
	

	
	PM
	
	
	

	Friday
	AM
	
	
	

	
	PM
	
	
	

	Weekend
	
	
	
	

	On-call 
	
	
	
	



	Signature of Clinical Director / Directorate Manager:
	

	Date:
	



	Signature of Clinical Board Director / Director of Operations:
	

	Date:
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Appendix C
Retire and Return Contract Proforma
(returning to current post (no change in role)) 

	Employee Details

	Name of employee (in Full):
	

	Employee number:
	

	Employee Address:


	

	Email address:
	

	NHS Pension Scheme
	1995
	
	2008
	
	2015
	



	Details of Position

	Job Title:
	

	Band:
	

	Department:
	

	Directorate:
	

	Start date in current position:
	

	Start date in UHB:
	

	Start date in NHS:
	

	Current Hours of Work:
	

	Accountable to (Managers Title)
	

	Reporting to (Manager’s Title)
	

	Professionally Responsible to
	

	Date of Retirement:
	

	

	Details of Return to Work

	Proposed Date of Return to Work (there must be a minimum break of 14 days between retirement and returning to work):
	

	Hours of work on Return (after one calendar month and one day):
	

	Permanent / Temporary:
	

	If Temporary please state duration of contract:
	

	Does the post require a DBS check?
	Yes / No (please delete a appropriate)

	Does the postholder have a current DBS check?
	Yes / No 

	If Yes please provide disclosure number and date check was carried out
	
Number: ________________

Date: ___________________

	

	Manager Signature:
	

	Manager Name (in Full):
	

	Job title:
	

	Date:
	



When completed in full and signed please send to the HR Advisory Team for contract to be issued.
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