


          Appendix 2 – FORM B (USS)

Universities Superannuation Scheme (USS)

Flexible Retirement

A member of staff who is a qualifying member of USS and with the agreement of the University, wishes to reduce their working hours and have access to part of their pension benefits may apply for flexible retirement.  An agreed and implemented reduction accompanied by access to part pension is termed a ‘flex’.

The minimum reduction allowable is 20% full-time equivalent hours (FTE) and the maximum is 80% FTE.  

The flex must apply for at least 12 months during which period no further flex is allowable. A member of staff may flex on a maximum of two occasions and continue to work, however the third reduction must result in full retirement.  Once a flex has been implemented a member of staff cannot exercise an option to revert to their original or previous hours of work. This applies from the first flexible retirement.

Application for Part-time Working and Flexible Retirement (USS)
Section 1 – To be completed by member of staff making the request
	Name 

	

	Date of Birth 


	

	N.I. Number 

	

	Job Title


	

	School/Directorate 

	

	Start date for reduced working hours

	

	Requested working hours e.g. 60% FTE

	

	Proposed percentage of USS benefits to be taken at this flexible retirement event

(min 20% - max 80%)
	

	Is this the 1st or 2nd Flexible Retirement

	

	Requested working pattern

(no of days/week, working times/day)
	

	Current working hours and pattern 

	

	Implications of change on the work of the School/Directorate and suggestions for addressing these



	I have noted that if the request is approved, a minimum 3 months notice after approval date is required, to allow for pension processing.

I am aware that a role change may mean a change to contract and/or grade and I have discussed this with Human Resources.

Signature     
Date              


Section 2 – To be completed by Dean of School or Director
	· Request approved 

· Request not approved – please discuss with your HR Officer before signing the form and before writing to the member of staff to advise them of this. 

	Reasons not approved ()– 

Standard template letter should be used to formally advise member of staff of decision

	Comments (i.e. nature of impact on the School/Directorate)



	Dean of School/Director’s Declaration:
I confirm that where approved, the request meets the operational needs of the School/Directorate.

Dean of School/Director
(Print name)

Signature  
Date      

	To be completed by Human Resources (only where there is a change to type of contract or grade): 

I confirm that the proposed change/reduction to role will result in a change to contract and/or grade. Details of any change to contract and/or grade are detailed below: 

HR Officer

(Print name)

Signature  
Date      

	Copies of approved request to 
1. Applicant                  

2  Pensions Office

3. HR – personal file


FORM B (USS)
