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Local Government Pension Scheme – retirement notification form

Please fill in this form if your employee is retiring from their position. Please use the retirement form guide whilst completing this form.

If the employee has been granted an ill health retirement, please complete the ‘ill health retirement’ form instead. 

Once you’ve filled in the form, please either: 
· [bookmark: _Hlk133412292]upload it with all other required documents onto the member’s record on I-Connect. You can find instructions in the Employer I-Connect guide on our website or
· scan it with all other required documents and email it securely to pensions@westnorthants.gov.uk documents. 

Section 1 - Employer details
	Question
	Answer

	Name of employer
	



Section 2 – Employee’s personal details
	Question
	Answer

	Surname
	

	First name(s)
	

	Title
	

	Address
	

	Postcode
	

	Mobile number
	

	Date of birth
	

	NI number
	

	Job title
	

	Pay reference
	

	Unique post reference
	



Section 3 – Employee’s leaving details
Leaving date
	Question
	Answer

	Date left Employment
	



Waiver of early payment reductions
	Question
	Answer Yes / No

	You’ve agreed to waive part or all the early payment reduction (this will incur a strain cost). Please attach a completed employer decision form.
	



Purchase order number
Please give us a purchase order number so we can raise an invoice for any costs for redundancy, business efficiency, flexible retirements, or waiver of an early payment reduction.

	Question
	Answer

	Purchase order number
	



Reason for leaving
Please confirm ‘Yes’ to one reason only (if applicable).

	Question
	Answer Yes / No

	Voluntary retirement 55+
	

	Voluntary retirement 55+ (you’ve agreed to waive part or all the early payment reduction*)
	

	Flexible retirement (if the employee has reduced their hours or moved to a less senior role at age 55+)
	

	Redundancy 55+ 
	

	Business efficiency dismissal / end of contract by mutual agreement 55+
	

	Retirement 55+ with a settlement agreement 
	

	Age 75 (all members must have taken their pension by age 75)
	



Section 4 – Employee’s contractual details
All tables in this section are mandatory.

Contractual working hours and weeks.
Please give the current contractual details 
	Date from
	Contractual hours worked (per week)
	Weeks paid per year
	Full-time equivalent hours / weeks per year

	
	
	
	



Pension contributions 
Confirmation of total employee contributions paid in the last 2 financial years:
	Financial year
	Date from
	Date to
	Total contributions paid
	Contribution rate %

	1
	
	
	£
	

	2
	
	
	£
	



Section 5 – 2014 CARE Scheme 
All tables in this section are mandatory.

CARE* pay (2014 definition)
	[bookmark: _Hlk87949468]Question
	Answer Yes/No
	If yes – date applicable from
	If yes – confirm the cumulative pensionable pay from 01 April to date of leaving

	Member of 50/50 section*
	
	
	

	Member of main section
	
	
	



Section 6 – Final Salary Scheme (pre 01/04/2014 membership) 
Final pay* (2008 definition)
[bookmark: _Hlk87950459]This is only needed for employees that were born before 1998. Pension built up before 1 April 2014 is based on a member’s 2008 scheme definition of final pay* (without non-contractual overtime). Please give the following:
· details of the final pay for the calendar year ending on the date of retirement (last 365 days) and
· details of final pay in relation to a previous year, if higher.
	Question
	calculated figure
	date from
	date to

	Calculated final years pay to date of retirement*
	£
	
	

	Previous year’s final pay 1*
	£
	
	

	Previous year’s final pay 2*
	£
	
	


*Please give details of the calculation of the final pay figure(s). There’s a final pay calculator on our website if you need help with this.

Section 7 – Other jobs with you
	Question
	Answer Yes / No

	Are they leaving all employment with you
	


If they’re not leaving all employment with you, please enter the details below.
	Question
	Answer 

	Name of the job the employee is keeping
	

	Rate of pensionable pay in job they’re keeping / FTE rate of pensionable pay in job they’re keeping
	

	Has the employee opted out of the pension scheme under this role?
	



Section 8 – Employer’s declaration
I confirm that the details provided are complete and correct.
	Question
	Answer

	Name
	

	Job title
	

	Contact phone number
	

	Date
	



The Cambridgeshire Pension Fund and Northamptonshire Pension Fund are responsible for looking after your personal information under data protection laws. This means we keep your data safe and only use it when we need to provide pension services.

Sometimes we must share your information with other organisations so we can meet our legal duties. We only share it when it's necessary and appropriate.

You can find more details about: 
1. how we use your data
1. who we share it with
1. what your rights are 
on the ‘How we look after your data’ page on our website.

If needed, this information is available in other formats and languages.
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