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These are provided for guidance or quick reference guide only, so always refer to the policy 

 

1.  Resignation 

1.1  How much notice do I need to give? 

Should you wish to leave us, you will be required to give the amount of notice applicable to your pay 
band as detailed in the table below.   

Pay Band Notice period 

Bands 1-5 4 weeks 

Bands 6 8 weeks 

Bands 7 and above 12 weeks 

 
1.2  What notice will I receive if I am made redundant? 
You would receive a minimum of 4 weeks to a maximum of 12 weeks depending on your length of 
NHS service and contractual notice. For example, if you have 8 years NHS service you would 
receive 8 weeks notice from the date of when notice is served. For your contractual notice please 
see your contract of employment or contact HR Direct.  
 
Should you be offered alternative employment outside of the NHS, and you are requested/required to 
start by your new employer before this date, this may be agreed with us. However, we would always 
need to consider the needs of the operation when making this decision. You may want to refer to NHS 
Terms and Conditions of Service Handbook for details under the section ‘Redundancy Pay - Early 
release of redundant employees. 

 
1.3  What if my new employer wants me to start sooner than my contractual notice 
allows? 
Sometimes a new employer may ask you to start your new job with them as soon as possible.  It is 
important that you advise them of your contractual notice, and that you will need to agree a leave date 
with your manager, who may be able to agree an earlier date with you, depending on operational 
requirements. You need to have a discussion with your manager at the earliest opportunity to discuss 
your reasons for leaving and agree your notice period and leaving date. 

 
1.4 What must be considered if an employee requests to retract their notice? 
A colleague has no legal right to retract notice of ending their employment with NHSBT, although this 
is usually required in writing, verbal notice is recognised by NHSBT and currently under legislation.  

 
However, if an employee has stated they are leaving or had a conversation or argument where they 
have said they are leaving this may be regarded as heat of the moment and a short amount of time 

https://nhsbt.service-now.com/sp?id=sc_cat_item&sys_id=27d998356fe39d00dbe55dd16e3ee472
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may be given for them to cool down. However, they must be aware that if they have walked off the job 
unannounced this could result in disciplinary action.  
 
While it is totally the responsibility of the employee to reach out to their manager, it is important that 
their manager follows up with them as soon as practicable or appropriate. Consider contacting them 
later in the day is the right thing to do, or sometimes the next day is possibly better, depending on the 
situation. 
 
On discussion, if the employee feel they did it in haste, then it may be appropriate that a retraction 
verbally is permitted, if given in the next 24 hours.  It is important that the following is considered and 
discussed: 

• What were the reasons leading up to the event? 

• Are there any personal circumstances at home which may have led to this? If so, what support 
can we offer? 

• Does the individual already have a Tailored Adjustment Agreement in place around a 
condition, for example a mental impairment or health issue. 

• Why did it result in them walking away? 

• Were there other parties involved – if so, there may be some work to do on that relationship. 

• We need to be clear that while notice is normally required in writing, verbal notice is acceptable 
and will be processed. 

• We need to be clear that in this situation, notice will not be paid. 
 

There may be some actions on both parties, depending on the above, which should be documented 
and shared. 

 
If management are unable to contact the employee, or contact is not made by the employee within 24 
hours, management must write to the employee (see template).  This sets out the next steps, giving 
an opportunity to contact within a given period, before we terminate employment, with no notice.  After 
24 hours, retraction will not be accepted, unless in extreme circumstances, such as hospitalisation. 

 
1.5  How do I return any NHSBT property? 
Anything issued to you by us will need to be returned on your last day. Using a leaver’s checklist, your 
manager will make arrangements with you for this, including returning lease car, IT equipment, passes 
etc. 
 

1.6  What should I do if I am thinking of resigning my post? 
Where possible, you should talk to your manager as soon as you are thinking about resigning. Your 
manager will want to discuss with you your reasons for leaving and will encourage you to participate 
in the Leavers Questionnaire, which you will receive once they notify Pay Support. 
 
You will need to consider your notice period and agree your leave date.   
 
Your manager will re-calculate your annual leave up to your leave date, to establish if you have any 
accrued leave to take or whether you will need to re-pay us for any taken. 
 
If you are owed annual leave, where possible this should be taken prior to leaving.  Your manager will 
have to consider operational requirements when agreeing this.  Should this not be possible, this will 
be paid in your last salary. 
 
If you have any outstanding Time Off In Lieu (TOIL) or Flexi, you should agree with your manager that 
this is also taken before you leave us. 

 

2.  Leaving work and claiming an NHS Pension 

2.1  Where can I find out about my NHS Pension options when I leave NHSBT? 

For information about the options available to you go to  NHS Pensions member’s page  

http://www.nhsbsa.nhs.uk/Pensions/4189.aspx
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2.2  At what age am I expected to retire from the organisation? 
From November 2011, the default retirement age (DRA) was removed by the Equality Act 2010. 
Unless an organisation can ‘objectively justify’ a specified retirement age, employers no longer have 
the right to compulsorily retire employees when they reach 65 years of age.  It will therefore be for 
you to decide when it is the right time to retire, provided you are still able to fulfil your duties. 

 
2.3  What is ‘the normal pension age’ in relation to my NHS Pension? 
This will vary depending on the NHS Pensions Scheme and section you are in.  It is the minimum age 
at which a member can retire and have their pension paid without reduction.  

 
2.4  How much notice should I provide, if I wish to leave and claim my NHS pension? 
You should provide your contractual notice as a minimum; however you are advised to provide a 
minimum of 16 weeks notice to enable you to receive payment of your NHS Pension when you leave.   

 
2.5  How do I claim my NHS Pension? 
When you leave you should advise your manager that you are retiring from the NHS Pension Scheme.  
This will initiate the claim process and you should expect to receive the retirement benefits claim form 
(AW8) within 2 weeks of handing in your notice.  If you do not receive it within 2 weeks, contact the 
Pensions Department. 

 
2.6  When will I receive my pension? 
It is most important that your manager advises of your resignation immediately following the 
submission of your resignation selecting the option of ‘Retirement’ as reason for leaving. Once this is 
received by Pay Support, you will be sent your retirement benefits pension claim form (AW8).   You 
must complete and return the AW8 as quickly as possible to avoid any delay in processing your 
pension.  Unless the above actions are carried out promptly, there is a risk that you will not 
receive your Pension/Lump Sum on time. 

 
2.7  What happens if I am unable to take any outstanding annual leave before my leave 

date? 
Any accrued annual leave must be taken wherever possible, and your manager must ensure this is 
supported. In any extreme cases where this is not operationally possible, leave will be paid.  However, 
should this be the case, this will result in your retirement date being extended and your NHS Pension 
being recalculated, which may delay the payment of your NHS Pension. 

 

3.  Leaving work prematurely and claiming an NHS Pension due to ill health 

3.1  What is the process for applying for ill health retirement? 

If you are a member of the NHS Pension Scheme you can make an application for ill health retirement. 
However, this would need to be supported by medical evidence, which is usually obtained via 
Occupational Health. You should therefore obtain advice from HR as to how to take this request 
forward. 

 
If you wish to pursue an ill health application, you will be given written notice that your employment 
is being terminated at the point when the application is submitted.  
 
NHS Pension scheme administration for NHSBT is provided by University Hospital Birmingham 
(UHB). Any queries about your NHS pension should be directed to the UHB email address 

 
3.2  How long does an ill health retirement application normally take? 
This will depend on the complexity of your case. Average timescales from submitting your application 
to the point of outcome notification is 4 months. However, this can sometimes be longer if the NHS 
Pensions Agency requires further medical advice/information prior to making a decision.  

 

http://www.nhsbsa.nhs.uk/Pensions/4189.aspx
https://peoplefirst.nhsbt.nhs.uk/Pay-Benefits-and-Pensions/nhs-pension-scheme.htm
https://nhsbt.service-now.com/sp?id=sc_cat_item&sys_id=9f5bd8cbdb54a340660670d9bf961931&sysparm_category=51a6c89237ed130080f519a543990e3c&catalog_id=e0d08b13c3330100c8b837659bba8fb4
mailto:918pensions@uhb.nhs.uk
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3.3  What process is followed for my ill health retirement application? 
When you have made the decision that you wish to apply for ill health retirement, you will need to 
inform your manager and local HR Consultant. You will be referred to Occupational Health (OH) and 
then a meeting will be arranged with you to discuss your request and OH outcome report. 

 
You should, however, note that once you have advised us that you intend to pursue an ill health 
retirement application, you will be invited to a meeting where your employment will be terminated at 
the point your application is submitted regardless of whether that application is approved or not. The 
outcome will be confirmed in writing. 

 
Following this meeting, the HR Consultant will request an AW33E form from the Pensions 
Administrator. This form will be sent to you for completion and to be returned back to the HR 
Consultant. Once received and all parts are completed by yourself, this will be sent to our Occupational 
Health provider, who will complete the medical section of the application. At this point, your manager 
and Human Resources will arrange your dismissal with notice. Your application form will then be sent 
to the NHS Pensions Agency for consideration. 

 
It is important to note that once an application form is submitted to the NHS Pensions Agency for 
consideration, NHSBT or the Pensions Administrator will not have any control over the decision 
making or timescales of this process. You will need to contact the NHS Pensions Agency directly to 
obtain any further information. 

 
3.4  What happens if I have been dismissed and my ill health application has not been 

approved? 
Once your application is complete and it has been sent to our Occupational Health provider to complete 
the medical section, your manager and Human Resources will arrange your dismissal with notice. 
Should your application not be approved by the NHS Pensions Agency you will have the following 
options: 

• You can appeal to NHS Pensions through their appeal process of which you will be notified 

• If you are above the Minimum Pension Age (MPA) for the NHS Pension Scheme/section you are 
in, you may request a pension estimate from the  Pensions Administrator for a reduced pension 
under Voluntary Early Retirement 

• You will need to wait until you reach the Normal Pension Age (NPA) in your NHS Pension scheme 

 
3.5  What are my options if I have been diagnosed with a terminal illness? 
Your manager will work with your HR Consultant supporting your situation to offer appropriate advice 
on the support available to you. The option of ill health retirement (as detailed above) will be discussed 
with you. 

 
We would like to draw your attention to the confidential Employee Assistance Programme service, 
who are able to provide independent support.   

 
You can access the EAP service, via the following details 

• Call 0800 716 017  

• Call (outside the UK) +44 (0) 800 716 017  

• www.employeecare.com (access code and password: 72992)  

 
The NHS Pensions Administrator will need to be informed of the urgency of your case and to enable 
you to make an informed decision as soon as possible. 

 

4.  Leaving work and claiming a non-NHS pension 

4.1  When should I submit my intention to leave? 

If you do not have an NHS pension, but have other provision, you will need to ensure that all of the 
necessary paperwork has been completed for your pension provider, to ensure the payment of your 

https://peoplefirst.nhsbt.nhs.uk/employee-assistance-programme.htm
http://www.employeecare.com/
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pension is timely. You are advised to contact your pension provider at the earliest opportunity to 
discuss this. Normal resignation with contractual notice will apply. 

 

5.  Death in Service 

5.1  What do I do if I am notified that one of my employees has died? 

You are advised to notify HR Direct as soon as practicable so that you may be referred to an HR 
consultant for support. You will be sent a checklist containing all aspects you will need to consider at 
this difficult time for you and your team. 

 
5.2  What arrangements should I consider for colleagues to attend a funeral of a 

colleague who has died? 
Managers should firstly consider the wishes of the family in relation to attending a funeral.  This is also 
contained in the ‘Death in Service’ checklist . Depending on the circumstances in which the employee 
died, you should consider who could attend. This could be a representative of the department, or a 
particular work colleague who they were close to.  This would depend on operational requirements. 
However, in particularly tragic circumstances, operational requirements, where possible, may be 
changed by management to allow more people to attend.  Any time taken should be considered in 
line with the Time off Work Policy.?? 

 
6.  Bank Personnel 
 

6.1 What happens if a Bank colleague remains inactive? 
Managers will monitor the frequency that a Bank worker is available for work. Should they not work 
on a regular basis, and remain inactive for 12 months or more, a letter must be issued advising that 
their Bank Agreement will be terminated, unless they wish to remain with NHSBT and are able to 
commit to the work patterns expected within the role. 
 
See Leaver Templates for this letter. 
 
6.2 What happens if I no longer wish to continue in a Bank role? 
Should you wish to leave us, advise your manager, who will process a Termination/Leavers Form.   
This process is the same as substantive colleagues.   
 
6.3 What do I need to do if an honorary colleague leaves us? 
If they appear on ESR or EASY, then it is important that they are processed as a leaver in the normal 

way. If in doubt, process them as a leaver anyway to ensure that Pay Support are able to close their  
ESR record.  

 
7.  Leavers Questionnaire 

 
7.1 How will my manager respond to my resignation? 
Should you resign from your post, your manager will discuss with you your reasons for leaving, 
including: 

• Why you are leaving 

• Where you are going to work or what you are going to do next 

• And could we have done anything different to have encouraged you to stay 
 

You will also be encouraged to take part in our online leaver’s questionnaire. You will receive a link 
to this from Pay Support when they receive notification of your resignation from your manager. 
 
The survey is confidential and will be assessed by HR Direct. 
 
 
 

https://nhsbt.service-now.com/hr_knowledge/query.do
https://peoplefirst.nhsbt.nhs.uk/NHSBT-DOCUMENT-LIBRARY/PoliciesandSupportingDocs/Checklist-Managers-checklist-for-Death-in-Service-LEA2-Checklist.docx
https://peoplefirst.nhsbt.nhs.uk/NHSBT-DOCUMENT-LIBRARY/PoliciesandSupportingDocs/FAQ-Leavers-FAQ.pdf
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7.2 How will my data from the leaver’s questionnaire be used? 
Your responses are confidential and will be read by HR Direct to help us understand the reasons why 
you are leaving, what you think we do well and any improvements we need to make. 
 
It is used to gather types of experiences and strongly encourage our leavers to share their 
experiences. 

 
We will use your answers and data received to reflect and improve any policies or practices, where 
this is considered appropriate. 

 

8.  References 

8.1  Can the organisation provide a reference for me? 

This is our standard practice and will only be in response to your future employer, and therefore you 
would have provided NHSBT as your referee at the time of application/offer. Should you not wish us 
to provide a reference, you must notify HR Direct in writing immediately to HRDirect@nhsbt.nhs.uk 

 
8.2  What is a personal reference? 
This may be provided by an addressed individual. However, they are not duty bound to provide this.  
It would normally be about a person, such as their character, interests, etc and not anything work 
related. Therefore, it will contain the opinion of the individual only and not that of NHSBT. This must 

not be provided using our headed paper. 
 

8.3  What is a corporate reference? 
HR Direct will provide a written reference containing the criteria indicated in the Policy. We are 
therefore bound by the content of that reference.  All corporate references will be ‘open’ so marking 
references ‘private’ or ‘confidential’ will not affect this. Should your future employer request additional 
information, this will be sought from the person who managed you before you left. 

 
8.4  How do I request a reference? 
All reference requests must be directed to HRDirect@nhsbt.nhs.uk   

 
8.5  Who will provide a reference for me? 
HR Direct will provide a corporate written reference in the first instance. Should your new employer 
request additional information, this will where possible be directed to the person who managed you 
prior to you leaving us. 

 
8.6  When are you likely to be asked for a reference? 
You are most likely to be asked to act as a referee by an employee seeking work outside NHSBT or 
promotion or transfer within NHSBT, and from former employees. There may be occasions that you 
will be asked to provide a reference for a former employee/work colleague from your previous 
employment or a personal reference for a friend. 

 
8.7  Am I obliged to provide a reference? 
No. However, it is unusual for us to refuse a request, as it is an established practice and also a refusal 
may damage the individual’s opportunity of gaining employment.  Therefore, we honour all reference 
requests.  Please refer all reference requests to HR Direct. 

 
8.8  Do I have any specific obligations to the individual or organisation requesting the 

reference? 
Yes. You have a ‘duty of care’ to both the organisation requesting the reference, and the current or 
ex-employee the reference is written for. This means that we must not give a misleading impression 
to the organisation seeking the reference. The reference must be true, accurate and fair.  This not 
only relates to what you provide in the reference, but also what you do not.  For example, it would be 
misleading to provide a glowing reference for an individual dismissed for misconduct.  The reference 

mailto:HRDirect@nhsbt.nhs.uk
mailto:HRDirect@nhsbt.nhs.uk
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must be fair to the individual and should not contain any matters that have not previously been 
addressed with that person.  For example, it would not be fair to refer to complaints made about that 
individual if a thorough investigation had not been concluded and addressed with them. Individuals 
have rights to request access to references written about them. You should also be careful to ensure 
that you do not say anything that could impact our reputation or cause NHSBT to be subject to any 
unnecessary complaint. If you are unsure, you may wish to discuss this with HR Direct. 

 

8.9  Can I protect myself by disclaiming liability for the information provided in the 
reference? 

A disclaimer will be standard on all written NHSBT references. However, there is no guarantee that it 
will not be challenged, and managers must not rely on this. 

 
8.10  What if I get asked for an unsolicited reference? 
You are not advised to provide an unsolicited reference addressed “to whom it may concern”, unless 
the person/organisation requesting a reference can give a clear reason for asking someone who the 
candidate has not cited as a referee (i.e. “we always ask for a reference from all employers over the 
last 5 years”). 

 

8.11  What do I need to check before I write a reference? 
References must only be given when the identity of the person/organisation requesting the reference 
can be established. 

 
8.12  What do I do if I am telephoned and asked to provide a verbal reference? 
When providing a telephone reference, you must consider the following: 

• You must make every possible effort to ensure this is a genuine request i.e. ask for an email etc 
or directions to a website to establish if this is a genuine company and contact 

• All Information that is provided should be factually accurate and relevant to the employee/former 
employee, not excessive and be up to date.  It may also include a balanced assessment of the 
individual’s character and abilities and, where you are expressing an opinion rather than fact, this 
should be stated.  You must have reasonable grounds on which to base your statements. 

• Information on Sickness Absence may include the number of absences and length of absences; 
however you must not disclose confidential medical information. Therefore, you must not outline 
the reason for the absence. 

• Reference to current disciplinary sanctions should, as a duty of care to the prospective employer, 
be included.  Only matters that have been properly investigated and which you have reasonable 
grounds to believe are true should be mentioned if the employee resigned before a hearing was 
held. 

• Care should be taken not to refer to spent convictions in references, except where the 
organisation requesting the reference is exempt from the Rehabilitation of Offenders Act (most 
NHS organisations), in which case the referee will need to disclose all known offences, whether 
spent or unspent, including driving offences. 

 

8.13.  If I am applying for an internal job, will my manager be asked for a reference? 
Yes, they may be asked. However, the same considerations need to be given as if providing a 
reference externally. 

 

8.14  Can I provide a reference to another manager if an employee has applied for an 
internal vacancy? 

Yes. However, the same considerations need to be given as if providing a reference externally.  If 
you are unsure of the information you may provide, please contact HR Direct. 

 

8.15  Can the person I have provided the reference for ask to see what I have written? 
Yes. An employee or ex-employee may request to see this and should make their request to HR 
Direct. 
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