
[image: image1.jpg]


[image: image2.jpg]













RETIREMENT POLICY

This policy is intended to provide guidance on your statutory entitlement on retirement.  It does not form part of your contract of employment.

1.
Request to work beyond retirement

1.1
Notifying an Employee of retirement

1.1.2
If the employee is about to turn 65 (or 70 in the case of minibus drivers and cleaners), and is due for retirement, the school will inform the employee of their retirement date and rights in the following way:

· In writing;

· No more than one year but no later than six months before the intended retirement;

· That you have a right to request to work beyond the retirement age.

1.2 Responding to School’s notification
1.2.1 Where the employee wants to request working beyond retirement age, they must do so to their school in the following ways:

· In writing;

· No less than three months before the intended retirement date;

· State whether you wish to continue working either indefinitely, for a stated period of time or until a certain date

1.2.2 Where the school has failed to give notice of the intended retirement date the employee can still make a request not to retire at any time before they do retire.

1.3 Responding to Employee’s request
1.3.1 When the school receives a request, a meeting must be with the employee to discuss the request.

1.3.2 The employee must be informed of the right to a meeting, and the right to be accompanied at the meeting by a companion.

1.3.3 The companion can only be:

· Chosen by the employee;

· A worker or trade union representative employed by the employee or the school;

1.3.4 The companion can only:

· Address the meeting but not answer questions on behalf of the employee

· Confer with the employee during the meeting

1.3.5 The meeting must be held within a reasonable period after the request has been received from the employee.

1.3.6 Where it has not been possible to have the meeting within a reasonable time, the employee must be informed of the decision in writing so long as any representations made by the employee are considered.

1.3.7 The employee must take all reasonable steps to attend the meeting.

1.3.8 Where an employee’s request cannot be accepted by the school, it is acceptable to consider alternative work patterns and retirement dates.

1.4 Accepting the Employee’s request

1.4.1 The school must inform the employee that it agrees to accept the request in writing and be dated.

1.4.2 The school must then state the new employment pattern and when the new intended retirement date will be and amend the employee’s contract of employment to reflect this change.

1.4.3 Where both parties agree to the request and that a meeting is not required, a meeting can be dispensed with and the employee’s contract of employment must be amended to reflect the new intended retirement date, and if required, the new employment pattern.

1.5
Refusing the Employee’s request
1.5.1
The school must inform the employee as soon as is reasonable that it wishes to retire them on either the original retirement date or an alternative later date if agreed upon.

1.5.2
The decision to refuse the request must be given in writing and be dated.

1.5.3
The employee must be informed that he has the right to appeal the school’s decision or a decision on a new intended retirement date if it is shorter than the intended retirement date proposed by the employee in the employee’s initial request.

1.5.4
If the employee is not offered an appeal meeting, then he can ask for one from his school.

1.6
Appeal

1.6.1
At the appeal meeting the employee can make final submissions regarding their request to the school.

1.6.2
If the school agrees to accept the employee’s request then the procedure should be followed as outlined in 1.4

1.6.3
If the school rejects the request after the appeal the employee must be informed within reasonable time of the rejection in writing.  This must be dated and give the retirement date.

1.6.4
When rejecting the request the school does not have to give a reason why the request has been rejected.
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