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Request for flexible retirement
Please use this form for all requests for flexible retirement (unless you are a multiple post holder in UREPF in which case contact the Pensions Office). Before proceeding, please ensure that you have checked your eligibility to apply with your pension provider and explored the financial implications.
	Basic details
	All to complete

	Name
	

	Department
	

	Employee no
	

	Pension Scheme
	

	Date of any previous application
	

	Date of continuous service
	


	Details of flexible retirement request


Is your request for flexible retirement linked to either of the legal provisions (a or b) below? Please detail as necessary.

	a) Flexible retirement to care for a child under 16 or disabled child under 18 


· I have responsibility for the upbringing of either: 


a child under 16 [  ]; or 


a disabled child under 18 [  ].
· I am:

· The mother, father, adopter, guardian, special guardian or foster parent of the child [  ]; or

· Married to, or the partner or civil partner of, the child’s mother, father, adopter, guardian, special guardian or foster parent [  ].
· I am making this request to help me care for the child [  ].

OR

	b) Flexible retirement to care for an adult dependant


· I am, or expect to be, caring for an adult [  ].

· I am:

· The spouse, partner, civil partner or relative of the adult in need of care [  ]; or

· Not the spouse, partner, civil partner or relative of that adult, but live at the same address [  ].
· I am making this request to help me care for the adult in need of care [  ].
OR
	Flexible retirement under Employee Health and Well-being Policy



I am making a request for flexible retirement under the Employee Health and Well-being Policy [  ].

Reason for request: ……………………………………………………………………………

In line with the availability of flexible retirement, I am seeking to request to change my working hours and terms and conditions of employment as follows:

	Terms
	All to complete

	Existing terms:
	
	Hours per week

	
	
	Hours per day

	
	
	Days per week

	
	
	Weeks per year

	
	
	Work location

	Requested terms:
	
	Hours per week

	
	
	Hours per day

	
	
	Days per week

	
	
	Weeks per year

	
	
	Work location


	In line with the above my working hours and salary would reduce by:
	                                            %

	I would like this change to be effective from:
(this must be at least 3 months from the date of approval)
	

	Please explain what effect, if any, agreeing to this request would have for the School/Department and how you think such an effect(s) may be dealt with:

	Please attach any further explanation




Name: …………………………………
Signed: ………………………………………..

Date: ………………………………………
Please pass this form to your Head of School/Directorate and use it to aid a conversation between you regarding your request. Your HR Partner will also support your Head of School/Directorate with the decision making.
	Date received by Head of School/Directorate:



	


Action:
Head of Department / School or Directorate to consider the request in line with the guidance on flexible working and to meet with the individual to discuss the feasibility of the request.
	Date of meeting:


	

	Notes of meeting:


	Please attach any further notes




Further action required

Following the meeting, there may be a number of matters to explore in considering the flexible retirement request. These should be captured below:

	Area to explore

	Conclusion

	1. 
	

	2. 
	

	3. 
	


Decision on request
Following a full and detailed exploration of the request for flexible retirement, it is expected that prompt and timely decisions will be made where possible.

Where a delay is foreseen, this should be shared with the individual and an indication of when the request is likely to be considered should be given.   

Request agreed:

Signed

Confirmation of effective date for flexible retirement: ..............................................................
(Please contact the Human Resources Office immediately to discuss how to implement the changes.)
Request refused:

Signed:


(Please contact the Human Resources Office immediately to discuss how to draft the written notice of refusal).
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