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This completion guide for the Retirement Form HR107(a) has been designed to streamline your 
retirement application process. Each question of the six pages of the Retirement Form HR107(a) is 
thoroughly explained to provide clarity. As you work through the form, you can refer to this guide 
for assistance in accurately completing each section.

Note to members of the Single Public Service Pension Scheme:
If you are resigning before your vested period of 24 months is complete and you have no previous 
public service benefits, there is no need to complete the HR107(a).
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Sample pages have been provided with a numbered identifier next to it for example            This number 
can then be used to find an explanation to the question being asked.

Before you begin completing the form, please take note of the following important guidelines:

It is essential that you sign and date all relevant sections and respond to every applicable question. 
Incomplete forms will be returned, which will cause delays in the processing of your pension benefits.

The specific pages requiring a signature and date are as follows:
• Page 3 requires an employee declaration signature, a Line Manager’s signature and a General 

Manager or Assistant National Director of HR or Regional Director of People signature.
• Page 4 requires an employee section 51 declaration signature.
• Page 5 requires an employee pension declaration signature.
• Page 6 requires an employee pension declaration signature. In total, six signatures and dates are 

required.

To ensure the proper completion of this form, it is essential to collaborate with your Line Manager who 
will verify its accuracy.

Once the form is completed, your Line Manager will arrange for the General Manager or the Assistant 
National Director of HR or Regional Director of People signature to sign the appropriate section.

Please ensure that the completed Retirement Form HR 107(a) is submitted to your local pensions 
section no later than 3 months before your retirement date. Failure to meet this deadline may result in 
a delay in processing your pension benefits.

!

General Guidelines

Question
Explanation

1

1

To ensure clarity, use block capitals when completing this form.

1

You can tick this checkbox when you have completed the question


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Sample form 

JOE BLOGGS



0 2 0 1 2 0 2 2 1 2 3 4 5 6

0 1 0 1 1 9 6 2 1 2 3 4 5 6 7 A





HSE SOUTH

CORK UNIVERSITY HOSPITAL

PORTER



1 NEW STREET

CORK A1 AB22 IRELAND

NEWTOWN

021 4800000 086 1111111

JOEBLOGGS@GMAIL.COM

NEW BANK MAIN STREET CORK

I E 2 1 E W B 9 9 0 0 1 1 1 2 3 4 5 6 7N 8

N E W B 2 D X X X JOE BLOGGSI E

7 8

2
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Title
Tick the appropriate title.

2

First Name/Surname 
Enter your first name and surname.

3

Pension Start Date
Enter your pension start date. Ensure that this date accounts for any remaining 
annual leave, as all leave must be taken before your pension commences. Payment 
for annual leave owing is only available if you are retiring on the grounds of ill health. 
It is mandatory to include your retirement date on your form, as it is required to 
calculate your pension benefits.

4

Personnel Number
Enter your personnel number. This can be found on your payslip.

5

Date of Birth
Enter your date of birth.

6

PPSN
Enter your PPSN number. This can be found on your payslip.

8

Contract
For the contract type, please indicate whether you are an Officer or Non-Officer by 
ticking the appropriate box.

Examples of Officer Grades include nursing, clerical/administration, medical, dental 
and health & social care professionals.

Examples of Non-Officer Grades include Porters, Attendants, Healthcare Assistants, 
EMTs and maintenance staff.

7

Gender
Tick as appropriate.

3
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Former Health Board / Area Name
Enter your HSE area, for example HSE South.

10

Service Area / Hospital Name
Enter your current workplace, for example Cork University Hospital.

11

Employed as / Grade
Enter your current role, for example Porter.

Reason for Retirement
Please note if you are applying for preserved benefit you can skip this section and 
continue to the correspondence section below.

i

12

Reached Minimum Retirement Age
If you started in public service employment before 01 April 2004 and you have not 
had a break in public service employment of 26 weeks or more since, the minimum 
retirement age is 60 years and the maximum retirement age is 70 years.

If you started in public service employment on or after 01 April 2004, for the first 
time, or after a break in service of 26 weeks or more, the minimum retirement age is 
65 years and there is no maximum retirement age.

If you started on or after 01 January 2013 as a new entrant to the public service, or 
after a break of more than 26 weeks from previous public service employment, you 
are a member of the Single Public Service Pension Scheme. The minimum retirement 
age is in accordance with the contributory state pension age, which is currently 66 
and the maximum retirement age is 70.

13

Reached Compulsory Retirement Age
Retirement upon reaching maximum retirement age. This is the mandatory 
retirement age of 70. If however you commenced in public service employment for 
the first time between 01 April 2004 and 31 December 2012 or after a break in 
service of 26 weeks or more, there is no maximum retirement age applicable in your 
case.

4
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7066

65

If you started in public service employment before 01 April 
2004 and you have not had a break in public service 
employment of 26 weeks or more since, the minimum 
retirement age is 60 years and the maximum retirement 
age is 70 years.

60 70

If you started in public service employment on or after 01 
April 2004, for the first time, or after a break in service of 
26 weeks or more, the minimum retirement age is 65 
years and there is no maximum retirement age.

If you started on or after 01 January 2013 as a new entrant 
to the public service or after a break of more than 26 
weeks from previous public service employment, you are a 
member of the Single Public Service Pension Scheme. The 
minimum retirement age is in accordance with the 
contributory state pension age which, is currently 66 and 
the maximum age retirement is 70.

Minimum and Maximum ages for retirement

HSE Employee Superannuation Scheme 
(Old Entrant Scheme)

HSE Employee Superannuation Scheme 
(New Entrant Scheme)

Single Public Service Pension Scheme

5

Minimum Age Maximum Age 

Minimum Age Maximum Age 

Minimum Age Maximum Age 
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Permanent Infirmity
If you wish to retire on the grounds of ill health, you must be referred by your Line 
Manager to your local Occupational Health Department for assessment. Your 
application will be reviewed by an occupational health doctor, who will require 
written medical evidence from your GP and/or treating Consultant in order to carry 
out an assessment. Following the assessment, if you meet the criteria to retire on the 
grounds of ill health, the Occupational Health Department will issue a report to 
management for approval, before your retirement on the grounds of ill health can be 
actioned.

15

Cost Neutral Early Retirement
Cost neutral early retirement allows eligible employees to retire with pension 
benefits from age 50 for non-new entrants, or from age 55 for new entrants and 
members of the Single Public Service Pension Scheme, subject to Line Manager 
approval. Under the cost neutral scheme, you can opt for early retirement with 
pension payments, though both your pension and lump sum will be actuarially 
reduced. This reduction reflects early access to your lump sum and the extended 
period over which your pension will be paid. If you choose the cost neutral scheme, in 
addition to the Retirement Form HR107(a) you must also complete the Cost Neutral 
Early Retirement Form. 

16

Job Sharing Retirement Initiative 
This was a scheme for nurses who were approved to work on a job sharing basis for 5 
years before retirement and receive the benefit of 5 full years’ pensionable service.  
Full service will be credited for the job share period where the employee complies 
with the terms of the scheme. Please note this only applies to nurses who applied and 
were approved for the scheme and is no longer open to new applications.

17

Early Retirement Scheme Nurses 
This scheme enabled nurses aged 55 or over and who had 35 years or more 
pensionable service to retire and receive immediate payment of pension benefits 
without percentage reduction.  Please note this only applies to nurses who applied 
and were approved for the scheme and is no longer open to new applications.

6
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Correspondence Address
You are required to provide your contact details for written communication from the 
HSE. Please ensure that this information is accurate, as it is essential for receiving 
important updates such as annual pension declaration forms. Be sure to include an 
email address, as this is necessary to register you for online pay slips.

19

Bank Details
In this section you must provide the SEPA Reachable bank account details for the 
account where you would like your benefits to be paid. It is crucial that this section is 
filled out as clearly and accurately as possible to avoid any delays in processing your 
payments.

The single euro payments area or SEPA is a mechanism that facilitates the 
standardisation of electronic payments in euro across Europe. Under SEPA, all bank 
accounts must be identified by an international bank account number, known as IBAN 
and a bank identifier code known as a BIC. To make a payment into your account both 
the IBAN and BIC numbers must be used.

7
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Sample form 



 123456

BILL BLOGGS 1 0 1 2 0 0 00

8
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Marital Status
Please indicate your marital status

Page 2

1

The following documents will be required when submitting your HR107(a) to your 
pensions department:

• *Civil State Marriage Certificate (if applicable).
• *Registered Civil Partnership Certificate (if applicable).
• *Death Certificate of Spouse or Civil Partner (if applicable).
• Judicial Separation/Decree of divorce/Pension Adjustment Order (if applicable).

*You can request copies of certificates from lifeevents@hse.ie (In the case of 
marriage certificates, you can only request certificates for marriages that took place 
in the Irish state)

Specify you Birth Name (Maiden Name) if applicable
Enter name.

2

i

Spouses Name & Date of Marriage / Registered Civil Partnership
Enter your spouse’s name and the date of marriage or registered civil partnership.

3

Dependant Children Details
Complete this section if you have any one of the following:

• Children under the age of 16.
• Children up to the age of 22 who are in full time education or apprenticeship.
• Adult dependent children who are unable to support themselves due to a 

medically certified permanent infirmity.

4

9

mailto:lifeevents@hse.ie
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Third Party Deduction
Additionally, deductions can be made from your pension to the following companies, 
but you must contact them directly after receiving your first pension payment. Be 
sure to quote your new pension or personnel number from your pension pay-slip.

6

Third Party Deduction
The National Pensions Management can facilitate deductions from your pension to 
the following third-party companies:

• VHI
• Hospital Saturday Fund
• New Ireland Assurance
• Irish Life Assurance

Please ensure the company’s policy number is included on the form.

5

10

AXA Insurance 1890 600 600

Health Service Staff Credit Union 1890 677 864

Laya Healthcare 
(New Group Number 24508) 

1890 700 890

Aviva Healthcare 091-586500
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Sample form 

0 1 0 9 2 0 2 1Joe Bloggs

Jane Doe 0 5 0 9 2 0 2 1

1 0 0 9 2 0 2 1

JANE DOE

PORTERING SERVICES MANAGER

021 9876543 JANE.DOE@HSE.IE

N/A

Ann Barry

ANN BARRY

GENERAL MANAGER

085 3456789 ANN.BARRY@HSE.IE

Page 3 

1

2

3

11
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Employee Declaration
Employee signature.

Before submitting the form to your local Pensions Department, your Line Manager 
must ensure that all sections of the form are fully completed and that the General 
Manager or Assistant National Director of HR or Regional Director of People has 
signed the relevant section.

If you are applying for preserved benefits, then no Line Manager, General Manager/ 
Assistant National Director of HR or Regional Director of People signatures are 
required and should be left blank. These sections will be completed by the pension’s 
office.

i

To be Completed by the Line Manager
Line Manager signature.

To be Completed by the General Manager / Assistant National Director of HR/
Regional Director of People 
General Manager or Assistant National Director of HR or Regional Director of People 
signature.

Page 3 

1

2

3

12
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Sample form 

YES

NO

CURRENT PENSION

€20,000

€N/A

IRISH DEFENCE FORCES

NO

N/A

N/A

N/A

Joe Bloggs JOE BLOGGS

01/09/20211234567A

1

2

3

4

Page 4 

13
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Employee Declaration
You must declare any pension benefits accrued under a public service pension 
scheme. This includes benefits that are either currently in payment or preserved, 
excluding the HSE pension that you are now applying for.

This information must be submitted to the HSE in compliance with Section 51 of the 
Public Service Pensions (Single Scheme and other Provisions) Act 2012.

You do not need to declare the Contributory State Pension formerly known as the Old 
Age Pension or Widow’s Pension, if applicable.

If you answered ‘yes’ to question 1 or 2, fill in the required details in section

If you answered ‘yes’ to question 3, fill in the required details in section

If you answered ‘yes’ or ‘no’ to any questions, then you are still required to sign and 
complete this section. Failure to do so will result in the form being returned, which 
will delay the payment of your pension benefits.

i

Page 4

2

3

4

5

1

14
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Joe Bloggs

JOE BLOGGS

x

x

x

x

x

1234567A

1 NEW STREET, NEWTOWN, CORK

0 1 0 9 2 0 2 1

Sample form 

15

i

Page 5

7

6

2

3

4

5

1

2

1
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Employee Declaration
The HSE is required to obtain information on any additional pension arrangements 
that you may have and which came into payment on or after the 07 December 2005 
and prior to the drawdown of your HSE occupational pension.

You are required to provide details of any additional pension arrangements you have 
outside of the HSE. The most common type of private pension arrangement is an 
Additional Voluntary Contribution or AVC. You are not required to provide details of 
the Contributory State Pension paid by the Department of Social Protection.

Question 1 
Have you received or are you receiving any pension-related payments since 
07 December 2005? This excludes the HSE pension benefits for which you are 
currently applying for.

Question 2 
Have you made a payment or transfer to an overseas pension scheme?

Question 3
Are you entitled to any pension related payments from a private pension 
arrangement or other public service bodies, outside of your HSE pension?

Question 4
Do you intend to make a payment or transfer to an overseas pension scheme?

i

16

Page 5

1

2

3

4
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Question 7
Even if you do not have additional pension entitlements, you must still sign and 
complete the bottom section of this page. Failure to do so will result in the form being 
returned, which will delay the payment of your pension benefits.

You do not need to declare the Contributory State Pension formerly known as the Old 
Age Pension or the Widow’s Pension, if applicable.

17

i

Question 5
Rank your pension benefits which fell or fall due for payment between 07/12/2005 
and up to and including the date of your retirement from the HSE in the order that 
they will become payable, for example, 1 for the pension you will receive first, 2 for 
the second, and so on. In cases where two or more pension benefits fall due on the 
same day, it is up to you to choose which comes into payment first, and you need to 
indicate which pension is paid first, second, etc.

Question 6
For high earners or those with multiple pension arrangements: If the capital value of 
your combined pensions benefits exceeds €2 million, you must provide a certificate 
from the Revenue Commissioners indicating your Personal Fund Threshold. 

Page 5

7

5

6



Retirement Form HR107(a) v1.3  Completion Guide

Scan Me

https://healthservice.hse.ie/staff/pensions/

Page 6

1

2

3

4

5

9

6

7

8

10

Joe Bloggs

JOE BLOGGS 1234567A

1 NEW STREET, NEWTOWN, CORK

0 1 0 9 2 0 2 1

X

DEPARTMENT OF DEFENCE
021 1112233

9876543

0 1 0 2 2 0 0 6

N/A

N/A

€20,000

€45,000

X

Sample form 

18
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If you have answered 'no' to questions 1 to 4 on page 5 and you have confirmed that 
you do not have any additional pension arrangements or you have answered yes, but 
the additional pensions arrangements that fall due for payment are after your HSE 
occupational pension scheme, draw a line through this page and add N/A.

If you answered 'yes,' to any of questions 1 to 4 on page 5 and the additional pension 
arrangements due for payment are before your HSE occupational pension scheme, 
please review and answer the questions below. If you have multiple pensions 
arrangements to declare you can create multiple copies of page 6 and provide details 
of each arrangement separately. 

Question 1
Provide details about the type of additional pension arrangements you have. You can 
obtain this information from your additional pension arrangement provider.

Question 2
Enter the name of your additional pension arrangement provider.

Question 3
Enter the contact details of your additional pension arrangement provider.

Question 4
Enter your additional pension arrangement provider's policy or reference number.

Question 5
Indicate the date you become entitled to payment from your additional pension 
arrangements. For AVC cases, this is usually the date of retirement from the 
employment associated to the pension arrangement.

1

2

3

4

5

19

Page 6

i
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Question 7
This question applies only if the payment is for a defined contribution pension 
scheme, an AVC, or PRSA. If applicable, enter the amount. If not, write N/A.

Question 8
This question applies only if the payment is for a defined benefit pension scheme. 
If applicable, enter the amounts into boxes 8a and 8b. For question 8c you should 
contact your pension scheme administrator for the factor used.

If the above is not applicable, write N/A in boxes a, b, c and d.

Question 9
Indicate if you wish to grant the HSE permission to contact your pension provider for 
further information about your private pension arrangement.

Employee Declaration
This is your final signature. Even if you do not have additional pension entitlements, 
you must still sign and complete the bottom section of this page. Failure to do so will 
result in the form being returned, which will delay the payment of your pension 
benefits.

20

Page 6

7

8

9

10

Question 6
Question 6. This question applies only if you have paid or transferred funds to an 
overseas pension arrangement. If applicable, enter the amount. If not, write N/A.

6
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Before submitting your Retirement Form HR107(a) please use this checklist to ensure that you 
have completed the form correctly:

Page 1 
Entered your retirement date.
Entered all of your personal information.
Ticked the reason for your retirement.
Provided your bank details.
Included a personal email address.

Page 2 
Marital status indicated.
Listed any dependent children (if applicable).
Included any relevant third party deductions (if applicable).

Page 3 
You have signed the employee declaration.
Obtained a signature from your Line Manager.
Obtained a signature from your General Manager or Assistant National Director of HR.

Pages 4, 5 and 6 
Check that you have filled out all sections regarding additional pension entitlements (if 
applicable).
Signed and completed  each page (even if no additional pension entitlement applies). 
All necessary certificates required by the pensions department have been included.

21

Checklist
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HSE Pension Website

https://singlepensionscheme.gov.ie/for-members/ 

Single Public Service Pension Scheme

https://assets.hse.ie/media/documents/Grade_

statements_2025.pdf

Grade Statement

https://nss.hse.ie/PensionsEstimator/modellers.asp

HSE Employee Superannuation Member 

Pension – Online estimate tool

https://healthservice.hse.ie/staff/pensions/getting-an-

estimate/

Pension Benefit Estimate Form

https://healthservice.hse.ie/staff/pensions/retirement-

planning/#how-to-apply-for-your-pension

Leaving form HR106 and Retirement Form HR107(a)

22

Resources
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www.newireland.ie

New Ireland Assurance

www.cornmarket.ie

Cornmarket

www.gov.ie

Department of Social Protection

www.revenue.ie 

Revenue

https://healthservice.hse.ie/staff/pensions/pension-

schemes/

Change of Personal Details Form HR104

http://lifeevents.hse.ie/

Life Events

23

Resources
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Any queries regarding your pension benefits, contact your local Pensions Department 

by email at the relevant address below:

South East (Carlow, Kilkenny, Waterford, Wexford, 

South Tipperary): 

PensionSouthEast@hse.ie

North East (Cavan, Louth, Meath, Monaghan): Pensions.DNE@hse.ie

South West (Cork, Kerry): Pensions.South@hse.ie

Dublin (CHO areas 6, 7 and 9, Kildare and West 

Wicklow CHO area 7, Wicklow CHO area 6): 

Superann@hse.ie

West (Galway, Mayo, Roscommon): Pensions.West@hse.ie

Midlands (Laois, Offaly, Longford, Westmeath): Pensions.Tullamore@hse.ie

Mid-West (Limerick, Clare, North Tipperary): Pensions.Limerick@hse.ie

North West (Sligo, Leitrim, Donegal): service.verification@hse.ie

When your pension benefits are in payment, if you have any queries in relation to your tax 

credits, voluntary deductions, e.g. VHI,  AXA, Irish Life, etc., or your online pension 

payslips, contact the National Pensions Management Unit by email at: Pensions@hse.ie

or by post at: National Pensions Management Unit, Áras Sláinte Chluainín, 

Manorhamilton, Co. Leitrim, F91 AP57 

24

Contacts
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We wish you a long 
and happy retirement


