Appendix 1

Letter 1a 

Private and Confidential

Name and address of employee

Dear

Notice of Retirement

In line with you reaching the School’s normal retirement age of 65 years of age, I write to inform you that your retirement date will be (insert date).

However, in accordance with Paragraph 5 (3) of Schedule 6 of The Employment Equality (Age) Regulations 2006, you have a right to request not to be retired and instead; work beyond the normal retirement age.

So that I understand your intentions, please complete and return Form 1b (see instructions attached and form enclosed) and advise whether you intend to retire on the above date or wish to request not to be retired.* 

Requests not to be retired must be returned to me as soon as possible, but not more than six months and not later than three months before your retirement date. Failure to do so may result in you losing your statutory right to have your request considered and you may be retired on the retirement date above. 

I will give careful consideration to any request you make to work beyond the standard retirement date and following a meeting with you, will inform you of my decision. 

Yours sincerely

(Headteacher)

* Instructions for Completion of Form 1b 

All employees

Please complete Section 1, indicating whether you intend to retire on the stated date or wish to request not to be retired (and to continue in employment).      

Employees requesting not to be retired only 

Using Section 2, please indicate whether you wish for employment to continue:

1. Indefinitely or;

2. For a stated period or; 

3. Until a stated date. 

If opting for options two or three, please provide specific details/ dates. 

Form 1b

Private and Confidential

Headteacher

Dear 

Form 1b: Retirement Intentions

Section 1 

Further to your letter dated (insert date) I confirm that I do/ do not* wish to retire on (insert date).  Consequently, I do/ do not* wish to request continued employment post (insert retirement date) under Paragraph 5 (3) of Schedule 6 of The Employment Equality (Age) Regulations 2006.    

Section 2 

In line with my request not to be retired (and to continue in employment), I request that my employment continues (please specify): 

	Indefinitely                
	
	

	For a stated period
	
	Please give details _________________________ 

	Until a stated date    
	
	Please give details _________________________


Yours sincerely

(Employee) **

Date ___________

* Delete as applicable 

** Please sign and date 

Letter 2

Private and Confidential

Name and address of employee

Dear

Request to work beyond the retirement date

Following your request not to be retired, I write to inform you that there will be a meeting to discuss your request.

The meeting will be held on (insert date) at (insert time) at (insert location).

You have a right to be accompanied at the meeting by a colleague or a trade union representative. 

After the meeting if it is decided to continue your employment beyond the retirement date of (insert date) you will receive written notification reflecting those agreed changes to your contract.

If no agreement is reached you will receive further notification confirming your intended retirement date and informing you of your right to appeal.

Yours sincerely

Headteacher

Letter 3

Private and Confidential

Name and address of employee

Dear

Notice of New Retirement

Following our meeting on (insert date) to consider your request not to be retired, I write to inform you that I have agreed that your new intended retirement date shall be (insert date).

As agreed at the meeting to discuss your request not to be retired, your new working pattern will be as follows (delete this paragraph if no new working pattern is agreed).

Yours sincerely

Headteacher

Letter 4

Private and Confidential

Name and address of employee

Dear

Notice of Retirement

Following our meeting on (insert date) to discuss your request not to be retired, I must inform you that your retirement date will be (insert retirement date).

You have a right to appeal against this decision. If you wish to appeal you must write to the Chair of Governors within fourteen days of receiving this notice. Failure to do so may result in you losing your statutory right to an appeal meeting. 

Yours sincerely

Headteacher









