
PP022.7 Retirement Planning Owner: Pensions Manager

Date: 30
th
 March 2022  

Business Objective: To ensure employees due to retire and their HoD/Dean/Division are notified of their mandatory latest 
retirement date for recruitment plans and to support employee’s retirement planning. 

PP022.7 Retirement Planning Owner: Pensions Manager

Date: 30
th
 March 2022  

Business Objective: To ensure employees due to retire and their HoD/Dean/Division are notified of their mandatory latest 
retirement date for recruitment plans and to support employee’s retirement planning. 

PensionsPensions

Pensions identifies employees who will reach 

the retirement age of 65 - 70 during the coming 

academic year and those who must retire

Pensions advises in writing the 

relevant HoD/ Dean / Division 

Director of impending retirees 

(within coming year).

Copy of notification 

filed on employee’s 

personal file

Employees due to retire in the 

forthcoming year are advised in writing 

of their latest retirement date (PT044) 

and estimated pension benefits.  They 

are invited to participate with their 

spouses/partners in the next retirement 

planning sessions to be held.

Retirement Planning Session is 

arranged with relevant provider and 

details are communicated to campus 

via HR Notices

A review of the course evaluation 

sheet is completed by members and 

feedback is acted on as appropriate

On completion of course, participants 

are requested to complete & return a 

programme evaluation sheet

Commence 

‘Processing 

Retirements 

Checklist’.

Commence 

‘Processing 

Retirements 

Checklist’.



PP022.7 Processing Retirements Checklist Owner: Pensions Manager

Date: 30
th
 March 2022

Business Objective: To ensure a consistent and accurate approach to processing retirements. 

PP022.7 Processing Retirements Checklist Owner: Pensions Manager

Date: 30
th
 March 2022

Business Objective: To ensure a consistent and accurate approach to processing retirements. 

HRHR

Pensions Office receive notice of intention to retire/ employee is identified through 

Retirement Planning Process as reaching  Latest retirement date. 

Issue Retirement Confirmation Pensions Response Template (PT044) updating as

necessary

1. Process retirement as per Retirement Checklist PF011

2. Check service details including any temporary service, transferred service, Notional 

Service or Professional Added Years.  If PAY award was calculated prior to changing 

of PAY formula, re-submit details to Pensions Committee. Ensure any deductions 

owing are reflected on Benefit Statement.

3. Check if actuarial reduction applies and if so, confirm correct rates are used in line 

with Circular10/2005.

4. Confirm salary to be used against salary details screen on Core & relevant scales at 

time when calculating 3 year average salary. If there is a ‘Grace Period’ in effect, 

ensure appropriate salary is used.

5. Generate estimate benefit calculation on Core as at date of retirement.

6. If lump sum is over €200k, calculate tax due and note on benefit statement. 

7. Send estimate statement to employee and also inform employee that they must 

complete PF005 Pension Declaration Form & PF008 Section 51 Declaration and return 

this to the Pensions Office before benefits will be paid.

When completed forms PF005 & PF008 is received from employee, use it to calculate 

if any tax is owing due to the Standard Fund Threshold. If tax is owing calculate as per 

Budget 2014 and Finance (No. 2) Act 2013, note on final benefit statement and 

prepare retirement pack.

Once final benefit statement is completed, prepare a retirement pack:

1. Run appropriate retirement letter from Core (PT007/PT013). 

2. Run Presidents letter from Core and send to President’s PA for signature (PT005).

3. Run Emeritus Letter if appropriate (PT045).

4. Run Pension Gratuity Deduction Receipt if appropriate (PT046). 

5. Enter Pension End Date on Core.  Delete all other benefit statements on Core for 

this employee.  Record pension on screen ‘Record Pension Option’ on Core.

6. Include the Retired Members of Staff Protocol (HRX003), Retirement Information 

Factsheet (PD005), Sample Affidavit (PF002) & Emeritus Procedure (HRX004) if 

appropriate.

7. Once all documentation is together, send retirement pack to employee.

8. Send Retirement Memo (PT020) to Salaries Office. 

Retirement 

Planning 

Process

Retirement 

Planning 

Process



PP022.7 Normal Retirement (Latest Retirement Date, Owner: Pensions Manager

or post 70
th
 Birthday for Model Scheme Members) Date: 30

th
 March 2022 

Business Objective:  To ensure retirements are calculated as per the appropriate retirement option, processed and approved correctly and all relevant 

parties (Retiree, Salaries, Compensation & Benefits and HR Director) are notified of appropriate actions to be taken in order to ensure employee receives 

retirement benefits.

PP022.7 Normal Retirement (Latest Retirement Date, Owner: Pensions Manager

or post 70
th
 Birthday for Model Scheme Members) Date: 30

th
 March 2022 

Business Objective:  To ensure retirements are calculated as per the appropriate retirement option, processed and approved correctly and all relevant 

parties (Retiree, Salaries, Compensation & Benefits and HR Director) are notified of appropriate actions to be taken in order to ensure employee receives 

retirement benefits.

Pensions OfficePensions Office HR Director HR Director Compensation & BenefitsCompensation & Benefits SalariesSalaries

Rejected Approved

HR Director 

sets Task to 

Approved

EMS sent to 

pensions@ul.ie 

HR Director Review 

Retirement & Updates 

Task in Process 

Administration

Check service details. 

Use Processing 

Retirements Checklist 

to prepare and 

generate benefits as 

at date of retirement

Record Normal 

Retirement for 

Employee in 

CorePension

EMS sent to HR 

Director outlining 

retirement details

Pensions Office 

identifies those due to 

retire as per 

Retirement Planning 

Process OR Pensions 

Office receives notice 

of retirement from 

Model Scheme 

member.

EMS sent to 

Compensation & Benefits. 

Compensation and 

Benefits amend salary

EMS sent to 

Compensation & Benefits. 

Compensation and 

Benefits amend salary

EMS Sent to Salaries. 

Salaries process lump 

sum and pension



PP022.7 Early Retirement including Cost Neutral Early Retirement Owner: Pensions Manager
 

Date: 30
th
 March 2022

Business Objective:  To ensure retirements are calculated as per the appropriate retirement option, processed and approved correctly and all relevant parties (Retiree, Salaries, 

Compensation & Benefits and HR Director) are notified of appropriate actions to be taken in order to ensure employee receives retirement benefits.

PP022.7 Early Retirement including Cost Neutral Early Retirement Owner: Pensions Manager
 

Date: 30
th
 March 2022

Business Objective:  To ensure retirements are calculated as per the appropriate retirement option, processed and approved correctly and all relevant parties (Retiree, Salaries, 

Compensation & Benefits and HR Director) are notified of appropriate actions to be taken in order to ensure employee receives retirement benefits.

Pensions OfficePensions Office HR Director HR Director 
Compensation & 

Benefits

Compensation & 

Benefits
SalariesSalaries

Rejected Approved

HR Director 

sets Task to 

Approved

EMS sent to 

pensions@ul.ie 

HR Director Review 

Retirement & Updates 

Task in Process 

Administration

Check service details. 

Use Processing 

Retirements Checklist 

to prepare and 

generate benefits as 

at date of retirement.

Record Early 

Retirement for 

Employee in 

CorePension

EMS sent to HR 

Director outlining 

retirement details

Pensions Office 

receives notice of early 

retirement. 

Is retirement subject to 

an actuarial reduction

NoYes

Check service details. Use 

Processing Retirements Checklist 

to prepare and generate benefits as 

at date of retirement.

Confirm correct actuarial reductions 

are applied as per Circular 10/2005 

(Pre-2013 Scheme Retirements) or 

Circular 18/2017 (SPS CNER 

Retirements)

Record Actuarially 

Reduced Early 

Retirement for 

Employee in 

CorePension

EMS sent to 

Compensation & 

Benefits. 

Compensation and 

Benefits amend 

salary.

EMS Sent to 

Salaries. Salaries 

process lump sum 

and pension



PP022.7 Ill Heath Retirement Owner: Pensions Manager

Date: 30
th
 March 2022

Business Objective:  To ensure retirements are calculated as per the appropriate retirement option, processed and approved correctly and all relevant parties (Retiree, 

Salaries, Compensation & Benefits and HR Director) are notified of appropriate actions to be taken in order to ensure employee receives retirement benefits.

PP022.7 Ill Heath Retirement Owner: Pensions Manager

Date: 30
th
 March 2022

Business Objective:  To ensure retirements are calculated as per the appropriate retirement option, processed and approved correctly and all relevant parties (Retiree, 

Salaries, Compensation & Benefits and HR Director) are notified of appropriate actions to be taken in order to ensure employee receives retirement benefits.

Pensions OfficePensions Office HR Director HR Director Compensation & BenefitsCompensation & Benefits SalariesSalaries

Rejected Approved

HR Director 

sets Task to 

Approved

EMS sent to 

pensions@ul.ie 

HR Director Review 

Retirement & Updates 

Task in Process 

Administration

Check service details. 

Use Processing 

Retirements Checklist 

to prepare and 

generate benefits as 

at date of retirement.

Record Ill Health 

Retirement for 

Employee in 

CorePension

EMS sent to HR 

Director outlining 

retirement details

Pensions Office receives 

notice from Employee 

Relations/Business Partner 

that employee has undergone 

medical assessment with UL 

occupational physician and is 

retiring on grounds of ill health. 

Copy of signed medical report 

placed on employee file EMS sent to 

Compensation & Benefits. 

Compensation and 

Benefits amend salary.

EMS Sent to Salaries. 

Salaries process lump 

sum and pension



PP022.7 Preserved Pension Benefits Owner: Pensions Manager 

Date: 30
th
 March 2022  

Business Objective: To ensure retirements are calculated as per the appropriate retirement option, processed and 

approved correctly and all relevant parties (Retiree, Salaries, Compensation & Benefits and HR Director) are notified of 

appropriate actions to be taken in order to ensure employee receives retirement benefits.

PP022.7 Preserved Pension Benefits Owner: Pensions Manager 

Date: 30
th
 March 2022  

Business Objective: To ensure retirements are calculated as per the appropriate retirement option, processed and 

approved correctly and all relevant parties (Retiree, Salaries, Compensation & Benefits and HR Director) are notified of 

appropriate actions to be taken in order to ensure employee receives retirement benefits.

EmployeeEmployee PensionsPensions

Individual contacts 

Pensions regarding 

Preserved pension 

entitlement

Pensions issue PF012 and 

reviews HR files (Core/

Docuware/DSM) to determine 

pension entitlement

HR record Available

Pensions writes to employee 

confirming if there is an 

entitlement to preserved pension 

benefits
Upon receipt of 

(1) Department of Social Protection 

information 

(2) All required outstanding information not 

already obtained 

(3) Affidavit 

Pensions will determine if there is an 

entitlement to preserved pension benefits 

and will write to the employee.

Pensions Issue PT015 requestIng 

employee to: 

(1) write to Department of Social Protection 

to determine if UL was employer and PRSI 

Class paid 

(2) Complete a questionnaire regarding 

previous service 

(3) complete affidavit.

Yes

No

Person has entitlement to 

preserved benefits

Yes

No

HR generate benefits as per 

‘Processing Retirements Checklist’ 

and ‘Normal Retirements Process’

No further action following 

letter to confirm there is no 

entitlement to benefits. 
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