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Transition to Retirement Request Form

The flexible options contained in the Retirement Guidelines are at the School’s discretion. The fact that a request has been submitted and/or commented upon does not guarantee approval.
	Section A – To be completed by the applicant



	Title:

First Name:

Surname:

Date of birth:

Department/Division:

Job title:

1. Details of flexible working option requested:

2. Proposed effective date(s) of the change(s):

3. Details of retirement plan and full retirement date:

4. Reason(s) for my request:

5. Reason(s) why my request is in the interest of my department/division and the School:



	I confirm I have emailed a copy of completed Section A to my Head of Division or Service Leader for completion of Section B and have e-mailed a copy to Human Resources.
Signed:  
Member of Staff                                                                                                 Date:

Copy to be e-mailed to HoD and Pensions (HR.Pensions@lse.ac.uk).




	Section B – To be completed by the Head of Division/ Service Leader (A separate sheet may be attached.)



	I will manage the implications of the above in the following way:

□  I support the request in full (please provided a supporting statement outlining any impact upon resourcing requirements):    
□  I support the request subject to the following amendment(s):

□  I do not support the request for the following reason(s):

Signed:                                                                                                     Date:

Head of Department/Division

Copy to be e-mailed to Pensions Team (HR.Pensions@lse.ac.uk) for consideration by the Transition to Retirement panel.




	Section C – To be completed by the Transition to Retirement Group 


	Please tick the applicable box:

□  Request accepted

□  Request rejected

□  Further information required (please give details):

Signed:      

Pro-Director (Faculty Development) / COO:
Pro-Director (Planning & Resources) CFO:
HR Director:                                                                          Date:

Pensions Team to feedback decision to HoD by e-mail.
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