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Introduction

Policy Purpose

Guidance

For further guidance please refer to the Flexible Retirement Guidance linked at the bottom of 
this Policy or on the HR Website.

The option to apply for Flexible Retirement applies to all employees who have at least 2 years’ 
service with the Local Government Pension Scheme (LGPS), and are aged 55 or over.

Employees who apply for flexible retirement are required to resign from employment of the 
Council, indicating a leaving date up to 3 years. The period of notice of resignation given will be 
equal to the period of flexible retirement. The reason for termination at the end of the period of 

The aims of this policy are to:

• Provide flexible options for employees seeking to improve their work life 
balance as they approach retirement

• Support flexibility and assist with workforce planning

• Complement the Council’s existing flexible working policies and its role as 
a progressive employer.

The Council recognises the importance of developing a flexible workforce to continue to deliver 
a high standard of services to its customers. The Council values the retention of the skills of staff 
and is committed to supporting employees into retirement while maintaining service provision.

Flexible retirement is an integral part of the Council’s approach to retaining employees with 
the skills, abilities and experience needed to deliver the Council’s objectives and support 
organisational transformation and business change.

Flexible retirement allows employees to apply to reduce their work commitments for a specific 
period leading up to the date on which they chose to retire from the Council’s employment. 
This reduction allows the employee to remain in employment and benefit from their pension 
provision subject to certain restrictions.

https://www.highland.gov.uk/peopleandtransformation/
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flexible working will be the resignation of the employee.

During the period of flexible retirement the employee can continue to pay pension  
contributions and accrue further pension service and benefits provided their hours reduce by 
40% or there is a reduction in the grade of post. The earliest an employee could access their 
benefits would be age 60. 

The employee will be responsible for the cost of any actuarial reduction, to their pension 
benefits which will be drawn (ie amount employee’s pension is reduced if taken before an 
employee’s normal personable age).

Employees may apply to reduce the hours of their existing post and/or may apply for a vacant 
post at a lower grade. Where an employee applies for a vacant post they will do so following the 
standard recruitment process and in competition with other candidates.

Employees may apply to change their conditions of service again but not within 12 months of 
their original change and their new earnings must not exceed 40% of their original earnings.

The Service Director or Head of Service will consider each request on its merits, carefully 
considering the benefits and impact on applicant and colleagues, including cost implications,   
for the Service.

Procedure

Applications for flexible retirement will be considered in line with the above principles by a 
senior manager within 28 days of receiving the request. In considering a request for flexible 
retirement the following factors should be considered: 

• Will there be any detrimental effect on service delivery

• Benefits which may arise from the implementation of the request

• Any cost implications ie will this result in savings or increased costs

• Ensure that any flexible working arrangement is fair and equitable to all 
employees in the team

• The need to recruit to the reduced hours to cover the duties and functions 
carried out by the employee concerned

• The ability to reorganise or undertake the work which is required to be carried 
out by other staff or through other means

• The existence of any vacancy on the establishment

• The need or desire to reorganise the way in which the Council’s services   
are delivered.

An estimate of pension benefits with any actuarial costs will be provided within 14 calendar days 
of the Pension Section receiving the application form. Where net savings can be achieved, the 
employee will be given the estimate.
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In the case of a request to reduce grade, the pension section will issue the estimate of benefits 
where a vacancy at the lower grade exists.

The employee is required to confirm in writing whether they wish to proceed or not with their 
request, included in this letter should be the date of resignation. The employee should seek 
advice from an independent financial adviser on the financial implications to reduce hours or 
salary grade. It will be the employee’s responsibility for arranging such independent advice.

If confirmation is not received from the employee within 21 working days following receipt of 
an estimate of pension benefits and any actuarial cost, the Council will have no obligation to 
progress the request.

If the service cannot support the request, the employee will be notified of the reason in writing
within 14 days.

Employees have the right of appeal against a decision to refuse a flexible retirement request 
and if exercising this right should do so in writing to the Depute Chief Executive/Director of 
Corporate Resources within 10 working days of being notified of the Director’s/Head of Service’s 
decision. The letter should outline the reason for the appeal. An appeal cannot be based on the 
actuarial cost incurred by the employee. 

Guidance

Guidance, information and tools will be developed and maintained in partnership through the 
Highland Council Partnership Framework.

Legislation

The development and application of this policy is guided by:

• Equalities Act 2010

• The Local Government Pension Scheme 
(Scotland) Regulation 2014

Monitoring

The application of this policy will be monitored through the Highland Council Partnership 
Framework and the Highland Council Resources Committee. Costs relating to Flexible 
Retirement requests will be reported to the Employment Release Sub Committee.
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Quick Links

The Hyperlinks listed here will redirect you to the related guidance, letters, information 

and relevant organisations mentioned in this policy.

Flexible Retirement Guidance Click Here

Flexible Retirement Flowchart Click Here

Flexible Retirement FAQs Click Here

Flexible Retirement Process Click Here

Flexible Retirement Application Form Click Here

Flexible Retirement Approval Letter Click Here

Flexible Retirement Reject Letter Click Here

Flexible Working Policy Click Here

Equality Act 2010 Click Here

The Local Government Pension Scheme (Scotland) Regulation 2014 Click Here

https://www.highland.gov.uk/peopleandperformance/downloads/file/447/guidance_for_managers_and_staff_on_flexible_retirementv2pdf
https://www.highland.gov.uk/peopleandperformance/downloads/file/452/retirement_flexibleretirementflowchartpdf
https://www.highland.gov.uk/peopleandperformance/downloads/file/459/flexible_retirement_scheme_q_a_revised_nov_15docx
https://www.highland.gov.uk/peopleandperformance/downloads/file/449/process_to_request_flexible_retirement_v1docx
https://www.highland.gov.uk/peopleandperformance/downloads/file/455/flexible_retirement_application_form_july_2015doc
https://www.highland.gov.uk/peopleandperformance/downloads/file/457/flexible_retirement_approvedletter_1_revised_july_2015doc
https://www.highland.gov.uk/peopleandperformance/downloads/file/460/flexible_retirement_declinedletter_2_revised_july_2015doc
https://www.highland.gov.uk/peopleandperformance/downloads/file/378/flexible_working_policy_approved_2015pdf
https://www.legislation.gov.uk/ukpga/2010/15/contents
https://www.legislation.gov.uk/ssi/2014/164/made

