
               

HR Policy 

Retirement Policy 

 

1. The Purpose 
 

This policy sets out the Forestry Commission’s position on retirement and how we 

support employees during the transition, affirming the FC’s reputation as a good 

employer. 

 

2. The Principles 

 

The principles of the policy are to: 

 

 provide employees with optimum flexibility in their choice of when to retire by 

having no mandatory retirement age 

 reinforce the FC’s commitment to having a diverse workforce, with employees 

whose skills and abilities are appropriate to the needs of their role, regardless of 

age 

 comply with pension scheme criteria on eligibility for retirement 

 support employees during the transition to retirement, including considering partial 

retirement as an option 

 support management in relation to succession planning 

 allow for compulsory retirement in certain circumstances 

 
3. The Policy 
 

Within the Forestry Commission, employees can choose when to retire and take their 

pension benefits, providing they are eligible to do so under the provisions of their 

pension scheme. An employee should give their manager at least 6 months notice of 

their intention to retire.  Employees can also apply for a gradual move into retirement 

via partial retirement.   

  

Compulsory retirement will still be possible if an employee is no longer able to carry 

out their role effectively.  For example, if an employee is no longer capable of working 

for the FC due to ill health then a possible outcome may be compulsory retirement on 

medical grounds. 

 
 



               

 

This policy and the retirement procedure have been developed in partnership with the 

FC Trade Unions. 

 
3.1  Your responsibilities as an employee 
 
You are expected to: 

 make yourself aware of and understand this policy and associated procedure; 

 have open dialogue with your manager as early as possible on your intentions for 

retirement, we ask that you provide at least six months written notice of your 

planned retirement date. 

 
3.2 Your responsibilities as a manager 
 

You are expected to: 

 make sure that you and your team are aware of and understand this policy and 

associated procedure; 

 encourage open dialogue with the individuals in your team with regard to their 

career aspirations and retirement plans to enable effective succession planning; 

 forward retirement notifications to HR Services; 

 clearly communicate decisions on partial retirement requests and the reasons 

behind these decisions. 

 
3.3 Human Resources responsibilities  

 

Human Resources have responsibility for: 

 giving advice and guidance on the application of this policy and its procedure; 

 producing statistical information to enable the identification of retirement trends 

and support management in relation to succession planning; 

 ensuring all employees receive an annual estimate of their pension benefits; 

 helping employees make the transition into retirement by providing a range of 

support including pre-retirement events and the ‘Thinking about and Preparing for 

Retirement’ guidance booklet; 

 monitoring and reviewing the policy in consultation with the FC Trade Unions. 

 
 
 
 
 
 

 

 
 



               

HR Procedure 

Retirement Procedure 
 

1. Introduction  
  

Within the FC, employees choose when to retire and take their pension benefits, 

providing they are eligible to do so under the provisions of their pension scheme.  The 

aim of this procedure is to explain: 

Within the FC, employees choose when to retire and take their pension benefits, 

providing they are eligible to do so under the provisions of their pension scheme.  The 

aim of this procedure is to explain: 

  

 how you can plan and arrange your retirement;  how you can plan and arrange your retirement; 

 the support available when making the transition into retirement; and  the support available when making the transition into retirement; and 

 partial retirement as an option.  partial retirement as an option. 
    

2. Understanding your pension benefits 2. Understanding your pension benefits 
  

Detailed guidance on the provisions of Civil Service Pension Schemes are available 

from the Civil Service Pensions Website

Detailed guidance on the provisions of Civil Service Pension Schemes are available 

from the Civil Service Pensions Website or from your pensions administrator (contact 

details given below). This includes details on the partnership (stakeholder) pension 

account available with private pension providers.  The information available explains:  

 

 your benefits including benefits for dependants,  

 how your pension benefits are calculated;  

 how you can boost your pension; 

 when you are eligible to take your benefits; 

 limits on reckonable service and contributions; and 

 what happens to your benefits when leaving the FC before you are eligible to 

take your benefits. 

 

The website also contains an online calculator to help you understand your pension 

benefits and plan ahead for retirement. 

 

The age at which you will be eligible to take your benefits will depend on which 

pension scheme arrangement you are in – therefore please refer to the guidance 

available on the Civil Service Pensions Website to understand when you are eligible to 

take your benefits.   

 

The annual benefits statement that you receive gives you an estimate of your pension 

benefits, which helps you to understand the income you’ll receive when you retire. 

 
 

http://www.civilservice.gov.uk/pensions/index.aspx
http://www.civilservice.gov.uk/pensions/index.aspx
http://www.civilservice.gov.uk/pensions/index.aspx
http://www.civilservice.gov.uk/pensions/index.aspx
http://www.civilservice.gov.uk/pensions/index.aspx
http://www.civilservice.gov.uk/pensions/index.aspx


               

 

Should you wish to discuss or ask a question about your pension entitlements please 

ontact the FC’s Pensions Administrator: Xafinity Paymaster on Tel: 01253 879190 c

or email: fc@xafinitypaymaster.co.uk 

 
 

3. FC Support 

nt events 

ent y require considerable adjustment.  For 

is reason, we arrange pre-retirement events which you will be invited to attend 

 book bout and Preparing for Retirement’

 

3.1  Pre-retireme
 

Retirem is a significant life change and ma

th

approximately two years prior to your minimum pension scheme age.  

 

3.2  Guidance 
 

The FC let ‘Thinking A  is also available to help 

ou make the transition into retirement and contains a range of helpful material, 

ot 

quest. 

ccess information, support and advice on the transition to retirement.  For example, 

y

including details of the FC Association. You can view this on e-Connect and, if 

necessary, a copy can be obtained from there for you by your manager, if you do n

have easy access to a PC.   Alternatively, HR Services can provide a copy on re

 

You may also prepare for retirement by making reasonable use of FC resources to 

a

there are several magazines available, which aim to inform those over 50. Managers 

can approve a subscription, generally of £20.00 to £30.00 per annum until the date of 

retirement. You can also seek your manager’s agreement to make use of FC Internet 

access to find relevant information. The Pensions Service website is a good starting 

point for information about pensions and pensioner benefits in the UK. 

 

The People Support team are also available to help you identify choices and explore 

ptions during the transition to retirement. o

 

 
 

mailto:fc@xafinitypaymaster.co.uk
mailto:fc@xafinitypaymaster.co.uk
mailto:fc@xafinitypaymaster.co.uk
http://www.thepensionservice.gov.uk/
http://www.thepensionservice.gov.uk/


               

4. Arranging Retirement 
 

The process for arranging your retirement is very simple.  This is outlined below and 

in the flow diagram at annex 1.  There is also a ‘retirement preparation checklist’ 

provided at annex 2 to support you in making the transition. 

 

Step 1: Discuss retirement plans at the earliest opportunity 

 

Taking retirement is a step that will require careful consideration. Talk to your line 

manager when you’re starting to think about retirement – having a discussion with 

them about your future plans is simply that, a discussion, and does not commit you to 

leaving the FC until you’ve made firm plans and notified your manager in writing.   

 

You are expected to give your manager six months written notice of your planned 

retirement date.  This will not only help ensure that your retirement is smooth and 

your benefits are ready in good time, but it will also help your manager plan to have 

the necessary skills available to carry on delivering work and services after you have 

retired.  

 

Step 2: Confirm retirement date in writing 

 

Once you’ve discussed your retirement plans with your manager and made your 

decision, you should confirm your intended retirement date to your manager in writing 

(either by email or by letter) as soon as possible.  Once this is passed to HR Services 

they will arrange for your pension benefits to be ready for you at retiral.   

 

Step 3: Approaching retirement 

 

At least 3 months before you are due to retire, HR (Pensions) will arrange for your 

pension entitlements to be calculated and at least six weeks before your intended 

retirement date you’ll be provided with details of your award and confirmation of the 

bank account details that you want your pension to be paid into.  Your pension will be 

paid monthly, in arrears.  HR Services will also write to you with regard to the 

administrative arrangements for leaving the FC. 

 

5. Re-employment 
  

Be aware that if you retire and withdraw your pension benefits and are subsequently 

re-employed by the FC, or elsewhere within the Civil Service, your pension may be 

reduced temporarily or suspended. 

 

 
 



               

6. Partial Retirement 

 

6.1  Considering & Applying for Partial Retirement 
 

You have the option to consider ‘partial retirement’. Partial retirement is intended to 

facilitate a gradual move from work to retirement via a minimum reduction in 

pensionable earnings of 20%, which allows you to take some or all of your pension 

and pension lump sum you have built up while continuing to work.  The reduction of 

20% is achieved by a voluntary reduction in working hours and/or Pay Band level.  

Your new salary together with your pension cannot be more than your salary was 

before partial retirement.   

 

This means that you will not resign or retire and then be re-employed, but will 

continue with your contract of employment with a variation (issued by HR Services) 

reflecting the new salary and related allowances/benefits that are changing. 

 

Partial retirement is subject to management agreement.  Managers will take a fair and 

consistent approach to considering requests, however there is no ‘right’ to partial 

retirement - each request will be considered on its merits.  

 

The steps required for pursuing partial retirement are outlined below and are 

illustrated in the flow diagram at annex 3. 

  

Step 1 – Initial considerations 

 

If you are interested in pursuing this option, you must firstly discuss with your line 

manager whether it is something they are able to accommodate.  Partial retirement 

may involve reducing your hours, or moving to another pay band by either changing 

your job content or moving to another post.  Ultimately, your application will have to 

be approved by your unit manager.  

 

Step 2 – Understand the financial implications 

 

Before deciding to apply, but after the initial discussion with your line manager 

regarding feasibility, you should read the guidance available on the Civil Service 

Pensions Website, specifically the booklet entitled “Partial retirement – a guide for 

scheme members” which, alongside an online calculator, will help you understand the 

possible effect of partial retirement on your income during the transition to retirement 

(type in ‘partial retirement’ in the search box on the website to find the guide).  If you 

cannot access this from the website, speak to the FC’s pensions administrator, 

Xafinity Paymaster, who will help you access the information you require.  If you need 

 
 

http://www.civilservice-pensions.gov.uk/scheme_information/leaving/partial_retirement.aspx
http://www.civilservice-pensions.gov.uk/scheme_information/leaving/partial_retirement.aspx


               

 
 

information on how much pension you have already accrued, you should refer to your 

most recent annual benefit statement.  

 

Step 3 – Application for partial retirement 

 

The application form is available in “Partial retirement – a guide for scheme 

members”.  Completing this form will allow you to be provided with information about 

your pension, once you have your managers’ agreement for partial retirement.  When 

you have completed the form, pass it to your line manager who will then submit it to 

your unit manager for approval.  If approved they will then pass it to HR Services who 

will arrange for the pensions administrator to confirm the pension benefits that can be 

paid. 

 

When you have agreed with your manager how and when you will partially retire, you 

decide how much pension, and related lump sum, to take.  You carry on working and 

build up further pension in your current pension scheme before you fully retire 

(subject to Inland Revenue limits – see the HMRC website for further details on tax 

relief limits).  

 

You can apply to take your pension before partial retirement has taken place but no 

later than three months after the reduction in pensionable earnings of at least 20% 

has occurred. Pension will be payable from the date of partial retirement, so arrears of 

pension will normally be due. Note that your manager may require you to give a 

period of notice before partial retirement takes effect. 

 

6.2 Appeals  
 

If you apply for partial retirement but the request is turned down, you can appeal.  

This should be to the manager immediately above the one who has turned down the 

request, in writing.  You will be invited to a meeting to discuss your appeal and the 

decision will be confirmed to you in writing. 

 

6.3 ‘Business as usual’ 
 

Normal performance management arrangements and salary increases will apply after 

partial retirement.  The FC will continue to contribute to your pension benefits as part 

of your pay and reward package. 

http://www.hmrc.gov.uk/pensionschemes/


               

Annex 1                  
Arranging Retirement from the FC 
     

Employee Manager 

 

Review your personal circumstances, 
consider the guidance available on 

the provisions of your pension 
scheme and use your annual pension 
benefits statement to decide when 

the time will be right to retire. 

The retirement plans of an individual 
is something a manager needs to 

bear in mind when resource planning 
and considering business continuity. 

Discuss your plans for retirement 
with your line manager, at least six 

months prior to your intended 
retirement date. 

Starts the succession planning 
process when they know someone is 

retiring – considers the options: 
recruitment; re-organisation; and 
developing existing employees. 

Access the FC support available to 
you to help make the transition into 

retirement. 

Supports the retiring employee – 
makes sure they know what FC 
support is available to them. 

Confirm your intended retirement 
date – you’re expected to provide six 
months notice in writing to your line 

manager. 

Passes the employee’s written 
notification of their intended 

retirement date to HR Services as 
soon as possible so that payment of 
pension benefits can be arranged. 

Start to think about your last months 
with the FC and how you would like 
to say farewell to colleagues and 

customers.  Help your manager with 
knowledge transfer and the hand-
over of your work.  In the weeks 

leading up to your retirement make 
sure you’re content that your 

pensions administrator has the 
payment of your pension in place.  

Finds out the employee’s intentions 
for saying farewell and helps to 
celebrate their retirement as 

appropriate. Gives recognition and 
thanks to the contribution the 
individual has made to the FC. 

 
 



               

Annex 2 
Retirement Preparation Checklist 
 
Things to do when you are starting to think about retiring 
 
 understand your pension benefits to make sure you know how retirement will 

affect your finances 
 explore the FC support that is available to you in making the transition into 

retirement 
 speak to your manager about your retirement plans 
 confirm your intended retirement date in writing 
 

Things to do in your last few months of work 
 
 assist management by completing your agreed work programme and handing over 

to/training colleagues; 
 arrange farewells with colleagues, contacts, and customers; 
 you can expect that 6 weeks prior to retirement, your pensions administrator will get in 

touch with you to set up pension arrangements; 
 get in touch with The Pension Service if a state pension is due to be paid; 
 arrange to repay loans/imprests to the FC 
 

And in your last few weeks of work 
 
  during your last few weeks you will hand over papers, journals, official FC equipment or 

other working material, undertake house-keeping of papers and PC, discuss your 
preferred style of farewell, complete the handover to your replacement if appropriate, 
and rescind any financial authorities held; 

  contact your pensions administrator if you are in any way unsure of your entitlements 
 

On or after retirement 
 
You can expect: 
  your final salary to be paid into your bank account 1-3 weeks after your retirement day; 
  your lump sum to be paid into your bank account 1 working day after your official last 

day of service; 
  the State Pension is due from the Monday following your 60th (for women) or 65th (for 

men) birthday as appropriate. The state pension age for women will start changing 
incrementally from 60 to 65 from 2010 onwards; 

  the first monthly pension payment will be paid into your bank account at the end of the 
month in which retirement takes place;  

  you will receive your P45 around 3-4 weeks after retirement. 
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      Annex 3 
Arranging Partial Retirement 
 

Employee Manager 

 
 

 

If you are considering partial 
retirement, discuss your thoughts 
with your line manager to see if 

partial retirement could be 
accommodated. 

Gives careful consideration to the 
request and whether this can be 

accommodated in line with the needs 
of the business. 

Consider the contents of ‘Partial 
Retirement – a guide for scheme 

members’ and use the calculator on 
the Civil Service Pension Scheme 

website to understand the affect on 
your finances. 

If able to 
accommodate the 

request, reminds the 
employee to read the 
guidance to be sure 
they understand the 
financial implications 

before making a 
formal application. 

If unable to 
accommodate 

request, 
clearly 

explains the 
reason for 

this decision. 

If your manager is able 
to accommodate your 
partial retirement and 
you understand the 

financial implications, 
complete the application 

form so that the 
arrangement can be 

formally approved and 
set-up. 

   

If appeal 
made, 

manager’s 
manager 

invites the 
employee to 
a meeting to 

discuss 
further for a 
final decision 
to be made. 

If your manager turns 
down your request you 
can appeal against their 

decision.  You will be 
invited to discuss this 

further and your 
manager’s manager will 
reconsider your request 

on the basis of your 
appeal and inform you 

of their decision in 
writing. 

Arranges for the 
application to 

have unit 
manager 

approval and 
forwards to HR 

Services as soon 
as possible. 

When HR Services receive the completed and authorised partial 
retirement application form (CSP15) they will arrange for payment of 
pension benefits and issue a variation of contract to you (application 

should be with HR at least six weeks before the start date of the 
changes). 


	Retirement Procedure
	Annex 1                                                                                                                   
	Arranging Retirement from the FC
	Things to do when you are starting to think about retiring
	 understand your pension benefits to make sure you know how retirement will affect your finances
	 explore the FC support that is available to you in making the transition into retirement
	 speak to your manager about your retirement plans
	 confirm your intended retirement date in writing
	Things to do in your last few months of work
	And in your last few weeks of work
	On or after retirement
	      Annex 3
	Arranging Partial Retirement


