
 

 

 

FRAMPTON COTTERELL PARISH COUNCIL 
 

 LEAVERS POLICY  
 

 Frampton Cotterell Parish Council is committed to managing leavers effectively as 

handling of an exit process can have a lasting impact on an employee’s view of the 

council.  

 The Leavers Policy and procedure is legally compliant and covers notice period, long 

service awards for eligible employees, retirements and associated processes. 

 Notice periods are explicit for both the council issuing notice to employees and 

employees when giving notice to resign or retire. 

 The Council has a policy on providing references for all departing or former 

employees. 

 The Council issues leavers questionnaires and offers exit interviews to all departing 

employees. 

 For employees leaving non-voluntarily as a result of redundancy, long term illness, ill 

health retirement, termination of a limited term contract and performance 

processes, the Clerk or Staffing Working Group/Committee should seek HR advice as 

other policies and procedures will apply. 

1. Scope 

This policy applies to all employees who are leaving the council; including retiring, resigning 

or being dismissed.   

2. Notice periods 

2.1 Employer  

The Council must give notice to dismiss employees in line with their contract or the 

Employment Rights Act 1996 – whichever is longer. 

The statutory notice periods, based on length of continuous service are as follows:-  



 Employees with one month to two years service – not less than one week’s notice for each 

completed year of service.  

 For employees with two years or more service – not less than one weeks’ notice for each 

completed year of service up to a maximum of 12 weeks’ notice. 

2.2 Employee 

Employees resigning or retiring must give the following notice: 
 

Employees in probation 1 week 

H13-H9 1 month 

H6 & 7 2 months 

H5 and above 3 months 

 
3. Leaver Notification 
 
3.1 On receiving notice of resignation or retirement in writing, the council should write to 
the employee to confirm the leaving arrangements and ensure the necessary payroll 
arrangements are made. 
 
3.2 Before an employee’s last day, the Clerk, or Staffing Working Group/Committee in the 
case of the Clerk, should ensure any council property has been returned e.g. keys, mobile 
phones, IT equipment and uniform, in reference to the employee contract. 
 
3.3 The Council should check annual leave owed or excess taken and ensure the payroll 
adjustments are made accordingly. 
 
4. Retirement 
 
4.1 There is no default retirement age and employees can resign/retire (with or without 
pension) when they choose.   There is flexibility about when you can take your pension with 
the option to take it at any age from 55 to 75.  In the new scheme your Normal Pension Age 
(NPA) is linked to your State Pension Age (SPA).  If you take your pension before your NPA, 
it will normally be reduced and if you take your pension after your NPA it will normally be 
increased (see Avon Pension Fund for more information regarding your personal 
circumstances and pension policies as well as the State Pension Age Calculator to calculate 
your SPA). 
  
4.2 Early retirement  
 
There are three early retirement scenarios that could apply to council employees – speak to 
the Clerk for more information (who can contact HR or payroll services):  
 

 Early retirement - employees aged 60 and over Employees born before 1 April 1956 and 
who meet "the rule of 85" can retire and have immediate access to their accrued pension 
benefits. Employees born on or after 1 April 1956 or who do not meet the "the rule of 85" 
can retire and receive reduced pension benefits.   



 

 Voluntary early retirement - employees aged between 55 and 59 From April 2014 there is 
a new option in the LGPS where you can choose to voluntarily draw your pension on or 
after age 55 and before age 60 without the need for employer’s permission.  
 

 Early retirement in the interests of the efficiency of the service - employees aged 55 and 
over – initiated by the council  - Such cases are infrequent and need to reflect special 
circumstances. Each case is considered on an individual basis.  
 
4.3 Ill health retirement  
Ill health retirement (where recommended by Occupational Health) requires confirmation 
from an independent Doctor, and is based on the definitions provided under The LGPS 
Regulations. This will be managed in accordance with the Managing Ill Health Policy.  
 
4.4 Flexible Retirement  
With council consent, you can reduce your hours and/or your pay grade when aged 55 or 
over and draw some or all of your pension (provided you have met the 2 years vesting 
period in the Scheme) whilst remaining in work.  Contact the Staffing Working 
Group/Committee. 
 
4.5 Former employees – release of Pension Scheme benefits on compassionate grounds 
The council has approved a scheme to consider claims from former employees for the 
release of their deferred pension on compassionate grounds, in accordance with the LGPS 
Regulations. These allow councils to pay the full pension to those over the age of 55 who 
joined the LPGS on or after 1 April 2008 (or 50 for those who are existing scheme members 
as at 31 March 2008) on compassionate grounds. Each case is treated on its merits in view 
of the very individual nature of the ex-employee's circumstances. The council's policy is that 
ex-employees need to be able to show that the early payment of pension is justified on the 
basis that they cannot continue or resume employment as a result of their circumstances. 
(It should be noted that financial hardship on its own is not a sufficient reason). Requests 
for early pension payments from former employees on compassionate grounds should be 
made in the first instance to the Staffing Working Group/Committee.  
 
4.6 For advice and support in managing any of the retirement scenarios please contact HR 
(in liaison with the Staffing Working Group/Committee as HR Services are provided on a 
charging basis).  
 
4.7 The Council seeks to assist employees to prepare for retirement by making available a 
pre-retirement course – please contact the Staffing Working Group/Committee for details.  
 
5. Long Service Award 

5.1  Staff whom have completed more than 25 years continuous local government 
service will be awarded a cash payment on leaving Frampton Cotterell Parish 
Council, in recognition of their service (of which the last 20 years must be with the 
Parish Council).  The payment will be based on the number of years times the annual 
rate*, minus a deduction for Income Tax and National Insurance. The amount to be 



reviewed every 4 years as part of the rolling programme of policy reviews.  The Clerk 
or Staffing Working Group/Committee in the case of the Clerk, should complete and 
send the employee the long service leaver letter and form. 

5.2 The conditions which will apply are:- 

 No-one can have more than one award. 

 If an employee dies in service, an award related to service at the date of death will 
be made to the surviving partner or in appropriate circumstances to the closest 
family member of the employee.  

 The policy allows payment to all leavers from the council (whether they are taking up 
a pension or not) as long as they satisfy the service criteria as specified above.  

*Annual amount to be advised by South Gloucestershire Council HR & payroll 
department (currently £16.01). 

6. Leaving Questionnaires and Interviews 

6.1 When employees leave it is important to provide them with an opportunity to comment 

on their reasons for leaving. The council’s policy is to offer leavers questionnaires and 

interviews so that feedback can be used to assess what we are doing well and how we can 

improve as an employer.  

6.2 The council should encourage all employees who are leaving the council to complete a 

leaving questionnaire. However, leaving questionnaires and interviews are voluntary and 

the council needs to be mindful to exercise discretion where an employee is not leaving 

voluntarily, for example as a result of long-term illness, disciplinary or redundancy.  

 

7 Providing References 

7.1 There is no legal duty on an employer to provide references. There is a legal duty 

concerning the content of references for both the employee it relates to and the employer 

to whom it is provided. A reference must be true, accurate and fair, and not misleading. The 

person providing the reference could be held liable if any misleading statements are made.  

7.2 References should be completed by someone who has had direct knowledge of the 

employee and experience of working with them.  

7.3 References should provide factual details on all relevant information; subjective or 

personal opinions should be avoided.  

7.4 Employee information should be checked, such as job title and dates of employment.  

7.5 The reference must not contain any information the employee would not be aware of 

but could include details on criminal convictions. However the council must not disclose any 

'spent' convictions, unless the employee has applied for a position which is excluded under 



the Rehabilitation of Offenders Act 1974. For further advice contact HR (after speaking to 

the Clerk as HR services are chargeable). 

7.6 Only current disciplinary offences should be included, if the job they are applying for is 

not working with children or vulnerable adults.  Details of current or expired disciplinary 

offences can be included if a job is working with children or vulnerable adults, where 

expired ones involved any safeguarding concerns, stating clearly if the allegations were 

investigated or not. Only where an offence has resulted in formal disciplinary action and the 

case against the employee has been ‘proven’ in line with council policy and/or a sanction 

has been issued should this be disclosed.  

7.7 References should not include information on sickness absence. The Equality Act 2010 

states that details of sickness should not be revealed until a job offer has been made.  

7.8 References should not be provided in cases where a settlement agreement has been 

reached, or if an employee is currently bringing a claim against the council. In most cases a 

reference will be agreed as part of the settlement.  

7.9 It is important to note that references can be viewed by the employee concerned in 

accordance with the Data Protection Act.  

7.10 All completed references should be kept on personal files. 

 

8. Policy Review 

This policy will be reviewed periodically. The Parish Council reserves the right to review and 

amend the Retirement Policy in the light of operational experiences and any changes to 

employment or pension legislation or to the Local Government Pension Scheme.   

 

 
  



 

 

 


