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RETIREMENT PROCEDURE 

Scope of the Procedure

This procedure is written in accordance with the Statutory Retirement Procedure as laid down in the Employment Equality (Age) Regulations 2006 and should be followed for all retirements including situations where an employee has continued to work beyond the default retirement age of 65 years.
Definitions

For Methodist employing bodies the normal retirement age for employees is 65 years.  This is also referred to as the intended date of retirement.  The default retirement age as contained in the Employment Equality (Age) Regulations 2006 is 65 years. 
Pension age is the date from which employees can receive their pension.  In many, but not all cases, this is also the time when an employee can retire.
Stages of the Retirement Procedure

Stage 1: Notifying the Employee

An employer who intends to retire an employee is required to write to the employee to notify them of the following:-

· The intended date of retirement.

· The employee’s right to make a request to continue to work after their normal retirement age.  (This can include proposals to change their working hours and/or pattern of work).

The letter must be sent at least six months but not more than twelve months before the employee’s intended date of retirement (eg the date of the employee’s 65th birthday).  If a later retirement date has already been agreed, the notification should be sent between six and twelve months before the revised retirement date.  

The notification procedure applies even if the contract of employment or any other documentation provided to the employee states the retirement date.  There is no qualification period for an employee to have the right to request to continue to work.

Failure to inform the employee before the 14th day before the retirement is due to take effect will mean that the dismissal due to retirement is unfair.  
Stage 2: Employee’s Right to Request to Continue to Work
If the employee wishes to request to work beyond their retirement date, they must write to the employer at least three months before the intended retirement date.
The employee should state that their request to continue to work is made under Schedule 6 paragraph 5 of the Employment Equality (Age) Regulations 2006.  
The letter should also advise whether the employee wishes to continue to work:-

· Indefinitely or

· For a stated period or

· Until a certain date.
The employee can also propose a different working pattern or working hours as part of their request.
If the employer has failed to notify the employee of their intended retirement date six months before their retirement date, the employee can still make a request not to retire.
Stage 3: Employer’s Duty to Consider the Request

The employer must consider the employee’s request and this is normally by arranging to meet with the employee within a reasonable period of receiving the written request.
The meeting is an opportunity for the employee to explain the reasons for their request to continue to work beyond the normal retirement date and, if applicable, any proposed adjustments to their working pattern.
Upon receipt of the letter, if the employer is able to agree to the employee’s request without the need for a discussion, there is no need to hold a meeting. In such circumstances the employer can confirm the new arrangements in writing and amend the employee’s contract as applicable.
Right to be Accompanied 
The employee has the right to be accompanied at the meeting by a work colleague or trade union representative, who works for the same employer.  Where this is not practicable for small employing bodies the employee may, at the employer’s discretion, be accompanied by a friend.  A solicitor, legal representative or family member is not permitted.
The person accompanying the employee can address the meeting and confer with the employee during the meeting; they cannot answer questions on behalf of the employee.
The employee must take all reasonable steps to attend the meeting.  If the person accompanying the employee is not available at the time of the retirement meeting, the employee can select an alternative date within seven days of the date originally agreed.  The revised date must be convenient for all parties.  
If it is not possible to hold a meeting within a reasonable time period, the employer can inform the employee of their decision in writing.
Stage 4: Outcome of the Meeting
The employer can decide one of the following:-

· To accept the employee’s request.  

· To propose an alternative retirement date and/or working pattern.

· To reject the request and therefore confirm their wish to retire the employee and the date on which the retirement will take effect.
The employer’s decision must be confirmed in writing and dated.  If the employer has been unable to agree to the proposals, the employee should be informed of their right of appeal.  The employer is under no obligation to provide reasons for their decision.
Right of Appeal
The employee has the right of appeal against the employer’s decision.  An appeal must be made in writing within a reasonable period after the date of the letter notifying the employee of the employer’s decision regarding their request.  

Stage 5: Appeal Meeting

An appeal meeting should be arranged within a reasonable period after the appeal is received from the employee. 
The employee has the right to be accompanied at the appeal meeting as outlined above.

Outcome of the Appeal Meeting

The employer can decide one of the following:-

· To accept the employee’s appeal. 

· To propose an alternative working pattern and/or retirement date.

· To refuse the appeal and confirm the date of retirement.
The decision of the appeal meeting is final and must be confirmed in writing and dated.

Future Retirements
If the new retirement date is more than six months after the previous intended date of retirement, the procedure will apply again and the stages outlined above should be followed.
It is the intention that the Retirement Procedure will be reviewed periodically, in light of developments in employment legislation or good employment practice, and if necessary, revised to ensure continuing relevance and effectiveness.
� Model letters and a retirement pro-forma are provided as Appendices 14





