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Retirement Policy

This policy sets out the agreed procedure for managing the retirement of employees who reach the age determined for retirement by xxx School’s. The school is required to follow a statutory process for employees approaching the retirement age, in line with the Employment Equality (Age) Regulations 2006. 
Support Staff - the retirement age for support staff is the day of their 65th birthday and their last day of employment will be their actual birthday. 
Teaching Staff – the retirement age for teaching staff is the last day of the school term in which the teachers’ 65th birthday falls.  This is in accordance with the national conditions of service.  It is also worth noting that for teachers reaching their 65th birthday during the spring term the actual retirement date is the 30 April.  The teacher can, if they so wish, request leave of absence with pay for any period after the Easter break to the end of April in accordance with the Authorised Leave of Absence Policy.
The school is required to follow a statutory process for employees approaching the retirement age, in line with the Employment Equality (Age) Regulations 2006. For employees other than teachers, retiring at 65, their last day of employment should be their 65th birthday.
Relief workers do not meet the definition of employee under the Regulations and therefore the statutory process does not apply to them. This policy can however be applied to relief workers where considered appropriate.  Any relief employee will not be included in this process unless a written request is made by the Headteacher to the Schools’ Personnel Team.  This needs to be made a minimum of 8 months prior to the retirement date.  
1.0  Duty to Inform
The Schools’ Personnel Team will give at least 6 months (but not more than 12 months) written notice of the normal date of retirement. The notice informs employees of their right to request not to be retired on the normal date of retirement.  
2.0  Employee’s Right to Request

Employees wishing to use this right should make a written request, sending the employee request form to the Headteacher at least 3 months (but not more than 6 months) before the intended date of retirement. 

If no request is made by 3 months before the retirement date, the employee can be retired on the intended date. There is no duty to consider late requests.

Employees, in requesting to continue employment beyond the intended date of retirement, must be allowed to state whether the extension should be for a stated period, until a specified date or indefinitely.  
3.0  Duty to Consider 
Where a request for an extension is received, the headteacher/appropriate committee must arrange a meeting with the employee to discuss the request.  The employee has the right to be accompanied.  Where reasonably practicable, the meeting should take place within 14 days of receipt of the request. If this is not practicable (for example due to school closure periods), the request must still be considered as soon as possible after the 14 day period.
4.0  Decision

The headteacher/appropriate committee must take the following into account when making a decision:
4.1 Approvals
Any extension to employment beyond the retirement age must be:

· Based on sound workforce planning considerations.

· Approved by the appropriate committee, if the meeting is with the Headteacher.
If the request is granted, the Schools’ Personnel Team need to be informed and will in turn notify the employee of the revised retirement date. This may be for a shorter time period than the employee requested.
4.2 Length of Extensions

Where extensions are agreed, it is the school’s policy not to agree to indefinite continuation of employment unless there are exceptional circumstances.  However, the employee will have the right to request a further extension to the continuation of employment at the expiry of the extension. Any extension agreed should normally be for a maximum of 12 months and a minimum of 6 months and one day. 

Where the intended retirement date is extended, the schools’ Personnel Team will start the notification and appeals provisions of the Regulations at the appropriate time.  
There may be good reason, for example time-limited funding of 18 months/2 years, to commit to an extension of employment for a longer fixed period. 

Extensions, by agreement, for periods of 6 months or less are considered to be an extension of the retirement date.  Therefore employment ceases on the new extended date, without the notification and appeals provisions of the Regulations being triggered.
  4.3 Appeals

Employees have a right of appeal against rejection of the request or against the extension being for a shorter period than requested.  

Employees wishing to appeal should make a written application to the Chair of Governors within 14 days of receiving the notice, setting out the grounds of appeal. The appeal will be heard by the appeals committee/remainder of the Governing Body.

4.4 Refusals
If the request is refused and after the appeals process has been exhausted, the school will inform the Schools’ personnel team.  The team will in turn confirm with the employee the date of their retirement. Whilst there is no legal obligation to give reasons for this decision, it is considered good practice to do so.  
Reasons would normally be based on workforce planning considerations.  Other considerations in responding to requests for continued employment beyond 65 may be attendance, performance or discipline. Decisions made based on these considerations would need to be supported by appropriate records of ongoing monitoring and review.

4.5
Record Keeping
The Schools’ Personnel Team will maintain a record of all retirement decisions including agreements to extend beyond 65 and their review dates.
5.0  Appointment at 65 and Above
Workforce planning considerations should determine whether applicants are considered for posts when they are beyond the school’s retirement age of 65. It is however lawful to refuse to consider applicants aged 64½ and above, on the grounds of the Council’s retirement age. 
For those appointed after the age of 65, policy on the length of contract is the same as for those existing employees allowed to work beyond 65 (see section 4.2).
6.0  Employees already over the age of 65
Employees who are already over the age of 65 on indefinite contracts will need to be brought into the above process so they are also employed under time limited provisions.  The procedure for this should take a similar format to that for employees approaching 65.  Once the notification has been sent to the employee informing them of the policy and the need for them to make a formal request to continue working then the initial meeting structure and that for the appeal can be as for those employees nearing age 65.

7.0  Flow Chart and Draft Letters

A flow chart showing the retirement process is on page 5.
Draft letters are attached as follows:

1. Notice of Retirement + Employee Confirmation/Request Form (to be sent out by Schools’ Personnel Team).  Letter 1a support staff & letter 1b teaching staff.
2. Request to Work beyond Retirement Date - Meeting

3. Notice of Extended Retirement Date

4. Confirmation of Retirement at Intended Date
5. Notification Form to confirm outcome of process

6. Letter to employees over 65 on indefinite contracts (to be sent out by Schools’ Personnel Team)
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Letter 1a  – Support Staff – Schools’ Personnel Team
Private and Confidential

Name and address of employee

Dear

Notice of Retirement

As you are approaching the school’s normal retirement age for support staff of 65 years of age, I am writing to inform you that your retirement date will be (insert date)
In accordance with the Employment Equality (Age) Regulations 2006, you have a right to request not to be retired and to work beyond the normal retirement age.

So that I know your intentions, please complete and return the Employee Confirmation/Request Form (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 XXX, Headteacher, soon as possible, but not more than six months and not later than three months before your retirement date. If you do not make a request within the timescales, you will lose your statutory right to have your request considered and you will be retired on the retirement date above. 

In accordance with the procedure if you request to continue working you will be invited to attend a meeting at school at which your request will be discussed. 

Yours sincerely

Retirement at 65 - Employee Confirmation/Request Form

Private and Confidential

Headteacher

Dear 

Retirement Intentions

Section 1 

In reply 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 after (insert retirement date) under the Employment Equality (Age) Regulations 2006.    

Section 2 

In line with my request not to be retired, I request that my employment continues:

Please specify: 

	For a stated period
	
	Please give details supporting your request _________________________ 

	Until a stated date    
	
	Please give details supporting your request _________________________

	Indefinitely
	
	Please give details supporting your request


If you have any questions on the pension implications of your request, please contact the Pensions Section, Corporate Finance Division, County Hall, Matlock. 

Yours sincerely

(Employee) **

Date ___________

* Delete as applicable 

** Please sign and date

 Instructions for Completion of the Employee Confirmation/Request Form 

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).      

If you wish to request not to be retired -  
Using Section 2, please indicate whether you wish for employment to continue:

1. For a stated period or; 

2. Until a specified date or. 

3. Indefinitely.

If choosing options 1 or 2, please provide specific details/ dates and other supporting information. 

Letter 1b – Teaching Staff – Schools’ Personnel Team

Private and Confidential

Name and address of employee

Dear

Notice of Retirement

As you are approaching the school’s normal retirement age, which for teaching staff, is the end of the term in which you reach the age of 65, I wish to inform you that your retirement date will be (insert date)
However, in accordance with the Employment Equality (Age) Regulations 2006, you have a right to request not to be retired and to work beyond the normal retirement age.

So that I know your intentions, please complete and return the Employee Confirmation/Request Form (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 XXX, Headteacher, soon as possible, but not more than six months and not later than three months before your retirement date. If you do not make a request within the timescales, you will lose your statutory right to have your request considered and you will be retired on the retirement date above. 

In accordance with the procedure if you request to continue working you will be invited to attend a meeting at school at which your request will be discussed. 

Yours sincerely

Retirement at 65 - Employee Confirmation/Request Form

Private and Confidential

Headteacher

Dear 

Retirement Intentions

Section 1 

In reply 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 after (insert retirement date) under the Employment Equality (Age) Regulations 2006.    

Section 2 

In line with my request not to be retired, I request that my employment continues:

Please specify: 

	For a stated period
	
	Please give details supporting your request _________________________ 

	Until a stated date    
	
	Please give details supporting your request _________________________

	Indefinitely
	
	Please give details supporting your request


If you have any questions on the pension implications of your request, please contact Teachers’ Pensions (www.teacherspensions.co.uk). 

Yours sincerely

(Employee) **

Date ___________

* Delete as applicable 

** Please sign and date

  Instructions for Completion of the Employee Confirmation/Request Form 

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).      

If you wish to request not to be retired -  
Using Section 2, please indicate whether you wish for employment to continue:

1. For a stated period or; 

2. Until a specified date or. 

3. Indefinitely.
If choosing options 1 or 2, please provide specific details/ dates and other supporting information. 

Letter 2 – Headteacher/Chair of appropriate committee
Private and Confidential

Name and address of employee

Dear

Request to Work Beyond Retirement Date - Meeting
Following your request not to be retired, I am writing 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. 

If you are not able to attend the meeting, your request may be considered in your absence.

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 the intended retirement date and informing you of your right to appeal.

Yours sincerely

Headteacher/Chair of appropriate committee
Letter 3 – Headteacher/Chair of appropriate committee
Private and Confidential

Name and address of employee

Dear

Notice of Extended Retirement Date
Following our meeting on (insert date) to consider your request not to be retired, I am writing to inform you that XXXX (is not able to agree to your request to work indefinitely beyond the age of 65 but) has agreed that your new intended retirement date will be (insert date).

You have a right to appeal against this decision. If you wish to appeal you must write to the XXXX (insert name) within fourteen days of receiving this notice. You may lose your statutory right to an appeal meeting if you do not write within this timescale. (Delete this paragraph where the employee’s request has been agreed in full.)
Your new agreed working pattern will be as follows (delete this paragraph if no new working pattern is agreed).

Yours sincerely

Letter 4 – Headteacher/Chair of appropriate committee
Private and Confidential

Name and address of employee

Dear

Confirmation of Retirement at Intended Date
Following the meeting on (insert date) to discuss your request not to be retired, I am writing to inform you of the decision to confirm your retirement date as (insert intended retirement date).

The reasons for this decision (insert grounds for decision)
You have a right to appeal against this decision. If you wish to appeal you must write to the County Secretary (insert name) within fourteen days of receiving this notice. You may lose your statutory right to an appeal meeting if you do not write within this timescale. 
Yours sincerely

Retirement at age 65
Notification of outcome

This form should be returned as soon as possible after the retirement at age 65 process has been completed.  
Name of employee    ……………………………………………………………………..

School                       ……………………………………………………………………..

Actions undertaken (delete as appropriate*)
Meeting held with employee*   
Date                …………………………………………………………..

Decision          ……………………………………………………………

Appeal meeting held with employee*
Date               ……………………………………………………………

Decision         ……………………………………………………………

Any changes agreed to contract of employment* 
…………………………………………………………………………….

…………………………………………………………………………….

No representations made by employee*
Signed      …………………………………………………………………

Position    …………………………………………………………………

Date          …………………………………………………………………

Form to be returned to the School’s Personnel Team, John Hadfield House, Dale Road, Matlock,  DE4 3RD. 
If an extension to the retirement date has been agreed a letter confirming this along with any contractual changes will be sent to the employee upon receipt of this form.
Approval/refusal decided after consideration of all relevant information/in accordance with retirement policy.





Appeal refused. Complete and return notification form to Schools’ Personnel Team.





If the employee makes a request, the Headteacher/chair of appropriate cttee should write to arrange a meeting to be held within fourteen days of receipt of the request.  The employee has the right to be accompanied. (See letter 2)





If not possible to meet employee within 14 days due to school closure period request should be considered as soon as possible after that date.








If the employee intends to continue working, they must return a written request to the Headteacher at least three months before their retirement date. (See employee confirmation/ request form) 





Request refused, letter 4 to be sent to employee by headteacher/chair of panel. Employee has a right to appeal against decision.





School Personnel Team to notify employee at least six months before normal retirement age, informing them of their right to request to work beyond the retirement age.  (See letter 1)





If the employee wishes to appeal, they must write to the Chair of Governors within fourteen days of date of decision letter.





Request agreed, school to send letter to confirm new retirement date (letter 3).   Once appeal process has been exhausted Notification of Outcome form to be sent to Schools’ Personnel Team.


Schools’ Personnel Team to confirm extension of retirement and repeat notification of new retirement date as appropriate.





Appeal agreed. Complete and return notification form to Schools’ Personnel Team.





No written request received three months prior to the retirement date, complete notification form and send to school’s personnel team





Flowchart - Retirement at 65 Process 
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