
Appendix 4

Application Form

PUBLIC HEALTH WALES NHS TRUST
APPLICATION TO RETIRE (ACCESSING PENSION) AND RETURN


Please Note:

This form should be used for an application to retire and return where the return is for a continuous period of more than three months. 

The employee must discuss their individual pension requirements with NWSSP Pensions prior to making any application to retire & return.  

This form must be submitted to the Line Manager by the employee at least 6 months prior to the planned retirement date (minimum of 3 months).

Completed application forms with all approvals should be sent to peoplesupport.phw@wales.nhs.uk for quality assurance, record-keeping and audit purposes. Incomplete forms will be returned with a request to re-submit the application.

Retirement gratuity is only paid on full retirement from the NHS.  Please submit an application for retirement gratuity on termination from the retire and return appointment. 

Following approval, Line Managers should follow the final section of the form – next steps for Manager.

Section One: To be completed by Employee
	Name:

	
	Employee Number:
	

	Current Post:
	
	Division/Dept.:
	

	Band:
	
	Current hours of work/Sessions:
	

	I am formally notifying you of my intention to retire on ……………………. (having accessed my NHS Pension) and I wish to apply to return to the employment of Public Health Wales.

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)


	Please provide full reasons for your application to Retire and Return:
Please set out what you believe to be the advantages to Public Health Wales and to the service should your application be approved:



	Proposed date of return (A break in service of at least 7 days between retirement and return is required):


	Proposed tenure (Permanent/FTC, if FTC confirm end date):


	I understand that: 
· Public Health Wales is under no obligation to approve my request to retire, access my NHS Pension and return to employment.  
· 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.
· If my application is successful, I will be required to take a break of 7 days (excluding any paid annual leave) from the date of retirement to the date of re-engagement. 
· If I am paid for any outstanding annual leave on the date of my retirement, the 7 day break will need to be extended to take account of the number of hours/days owed.
· 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.
· If my application is successful, any lease car arrangements will cease and I may be liable for any early termination charges
· Retiring 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.
· If I do return I will be given a new ESR Individual Number.


	Confirmation of Intention

	Employee Signature:
	
	

	Date:
	
	




*1
Section Two:  Recommendation - to be completed by Line Manager & Director

In considering this application for Retire and Return, please give thought to the following factors:
· The job role in which the employee is engaged;
· The needs of the service including any opportunities for service improvement and development;
· Potential succession issues, particularly within roles to which it has been difficult to recruit or where specialist skills mean that there is likely to be a lack of successor for the foreseeable future;
· Morale issues where other employees may perceive a blocking of promotion and progression opportunities;
· Whether there will be any savings by filling this post in the way suggested or by an alternative means;
· For Medical and Dental applicants, please seek advice/ discuss with the Medical Director; and for Nursing applicants, please seek advice/ discuss with the Nursing Director, prior to approval.


All requests should be looked upon favourably if at all possible. If the individual is applying to return to the same post and on the same hours the application would ordinarily be supported). 

	My recommendation is that this application for Retire and Return is:

	ú   Approved

· For Medical and Dental applicants: This application has been discussed with/ advice sought from the Medical Director.
· For Nursing applicants: This application has been discussed with/ advice sought from the Nursing Director.
	ú   Not Approved
Having considered the application to retire and return, I do not feel able to support the application for the following reasons:

· the burden of additional costs 
· an inability to reorganise work amongst existing staff
· an inability to recruit additional staff 
· a detrimental impact on quality or performance
· a detrimental impact to meet customer demand 
· insufficient work for the periods the employee proposes to work 
· a planned structural change 
Not Approved

	Please provide full reasons for your recommendation, making reference to the factors above and describing the impact on your service area:







	Recommended hours of work per week:

	Recommended tenure upon return:

	A new Job Plan has been drawn up and agreed – copy attached ú

	If application is approved, please describe how you propose filling this post or re-allocation of duties once the Retire and Return fixed term has ended:


What actions are necessary to facilitate this?



Confirmation of Recommendation (signed by the Line Manager)

Signature:..............................         Name:..............................  

Date:....................

Confirmation of Recommendation (signed by Director / Consultant Lead)

Signature:..............................         Name:..............................  

Date:....................

Section Three:  Verification - to be completed by People and OD Partner

	This application for Retire and Return is:

	ú
	Recommended for Approval
	ú
	Not recommended for Approval


	If approved:
Agreed hours of work per week:

	
Agreed tenure:

	If not approved, please provide reasons (which will be conveyed to applicant in writing):




	Additional comments if required:



	People and OD Partner Signature:    
Date:



Section Four:  Ratification of Decision

Signature:................................  Date:.................... 
(Executive level Director)

Following approval, please return one copy of this form to the Line Manager who made the recommendation in Part 2.

Completed application forms with all approvals should be sent to peoplesupport.phw@wales.nhs.uk for quality assurance, record-keeping and audit purposes. Incomplete forms will be returned with a request to re-submit the application.



Line Managers – next steps following approval: 

Once the organisation has approved the partial retirement request
Appendix 1 of the scheme provides a procedure for Managers to follow.
 
Pay particular attention to the following: 
 
Complete a Termination Form as soon as you receive confirmation the application has been approved and forward this form electronically to Payroll.Terminations@wales.nhs.uk providing the reason for leaving as “Retirement”. 
DO NOT TERMINATE THE EMPLOYEE ON ESR SELF SERVICE.
 
The employee will need to be set up on ESR on their return to Public Health Wales and will be given a new employee number and ESR account.  Complete the Request for eNAF (request for electronic New Appointment Form). This can be submitted prior to the employee returning.  
 
Complete the line managers section of the New Appointment Form once received from NWSSP Payroll Team. This form must be completed and submitted to Payroll when an appointee commences in a new post, to ensure they receive the correct pay. It is recommended that the eNAF is submitted to Payroll as soon as possible before the start date, to minimise the time to obtain the new employee number and ESR log-in details.
 
The employee may be able to use the same nadex/email address within a certain time period. However, if they rejoin after three months, a new nadex and email would be needed. If the employee re-joins a new role/team a new account request needs to be completed by the manager - Digital IT Services
 
On the individual's return to work follow the ESR guidance for managers to set up the new ESR account.  
 
Should the employee wish to terminate from their Retire & Return contract, please refer to this link Terminating the Retire & Return contract
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