
Flexible Retirement Process
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Submits Flexible 
Retirement 

Application Form 
(FR1) and sends to 

manager

Considers 
application and 

seeks advice from 
HRBP

If application is 
operationally 

feasible, requests 
calculation from 

SPFO

If operationally 
and financially 

feasible, confirms 
authorisation

If authorisation 
granted, checks 
with employee 

that they still wish 
to go ahead – 

comfirm flexible 
retirement date 

and amend form if 
required.  Sends 

form to HR

If authorisation 
not granted, 

meets employee 
to explain why and 

follows up with 
letter

If not 
operationally 

feasible, meets 
employee to 

explain why and 
follows up with 

letter

Provides employee 
with pension 

forms

Completes 
pension forms and 

returns to HR

Checks forms then 
sends to CBS 

Pensions

Updates all parties 
on progress

 Requests CBS to 
update contract 
and pay record.

Enters pay details 
and forwards to 

SPFO

Processes pension 
application and 

liaises directly with 
employee if more 

information is 
required and to 

confirm final 
pension figures

Sends calculation 
to employee for 
consideration

Liaises with 
manager and HOS 
re. cost vs savings

Considers 
calculation and 
whether or not 
they wish to go 

ahead

Amends records 
and sends 

confirmation to 
employee
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