Retirement Policy [NO FIXED AGE]

The organisation recognises and values the contribution of all employees including the skills and experience of older workers.  As an organisation we are committed to employing individuals of varying ages and we do not operate a fixed retirement age. This means that retirement will generally be the choice of the individual unless we have an objective business reason for implementing a retirement.

The aim of this policy is to ensure that employees are not discriminated against due to their age and where practicable the organisation will consider applications for alternatives roles or flexible working patterns.

Responsibility for this policy rests with the [Board of Directors/Partners] with day-to-day responsibility for the policy, its implementation and any queries relating to it resting with [INSERT NAME OF SOMEONE SUFFICIENTLY SENIOR].  The policy will be regularly reviewed by [INSERT NAME OF PERSON RESPONSIBLE FOR IMPLEMENTATION]

Scope of the policy

The policy applies to all employees but does not extend to casual workers, consultants, volunteers, agency workers, contractors or any other person associated with us via any of our subsidiaries.   

This policy does not form part of your contract of employment, and it may be amended if we consider appropriate.

Retirement Procedure

Employees wishing to voluntarily retire from work should apply in writing to [INSERT NAME/DEPARTMENT] giving [[INSERT NUMBER] of months/weeks notice] OR [as much notice as possible].  The minimum notice period the organisation can accept is the notice period set out in an employee’s individual terms and conditions of employment.    

The organisation will acknowledge the employee’s notice and then arrange a meeting to discuss the administration of their retirement including the proposed retirement date, pension provisions, succession and handover arrangements and any other related matters.

[OPTIONAL Where an employee has given written notice of retirement (up to a maximum of one year in advance of their planned retirement date) or is contemplating retirement in the foreseeable future, the organisation will offer them the opportunity of attending a pre-retirement training course.  Details of courses can be obtained from [INSERT NAME/DEPARTMENT]]

[OPTIONAL The organisation may from time to time, depending on business requirements, consider allowing an employee to undertake a phased retirement.  Requests for phased retirements will be considered on a case-by-case basis.  If an application for phased retirement is accepted the employee will be required to agree to a corresponding change in terms and conditions to reflect changes their working patterns.]

[OPTIONAL]
Employer Justified Retirement**
Whilst the organisation does not operate a compulsory retirement age there are certain job roles [INDICATE JOB TYPES] where we retain a policy of fixed retirement at age [INSERT NUMBER].  

For these particular job roles, the company believes that a planned retirement is justifiable for the following reasons:

[DELETE AS APPROPRIATE]
· Due to the physical demands of the work

· Due to health and safety risks to others

· Due to the need to ensure succession planning in key job functions

· To create career progression opportunities for all employees

· [INSERT ANY OTHER SPECIFIC ORGANISATIONAL REASONS THAT APPLY]

If an employee falls into one of the specified job roles the organisation will write to the employee to let them know their intended date of retirement [INSERT BIRTHDAY APPLICABLE] and giving them as much notice as possible, but in any event a minimum notice period equivalent to their contractual notice provision.

Employees wishing to work on beyond their retirement date, either in their current job role or in a different role or on a different working pattern, may apply to do so by writing to [NAME/DEPARTMENT] at least [INSERT NUMBER] of weeks before their retirement is due to take effect.  The organisation will consider any requests but reserves the right not to grant the facility to work on beyond [INSERT AGE].

The employee will be invited to a meeting prior to their retirement to discuss the administration of their retirement including the proposed retirement date, pension provisions, succession and handover arrangements and any other related matters, such as applications to work on or change their job role or working patterns.  

At the meeting the employee may be accompanied by a work colleague or accredited trade union official.  

If the decision of the organisation is to enforce the retirement the employee will be permitted to appeal by writing to [NAME/DEPARTMENT] with five working days of the decision being made.

If the decision of the organisation is to allow the employee to work on, this will be confirmed in writing together with any provisions that apply.  If the employee is to work on in a different role or on a different working pattern they will be required to agree to any corresponding changes to their terms and conditions to reflect any variation in rates of pay and working hours.

OPTIONAL All employees subject to potential compulsory retirement will be offered pre-retirement training in the final year before their [INSERT FIGURE] birthday.]

Workforce Planning

The organisation [will facilitate workplace discussions on a [INSERT TIME SCALES IF APPLICABLE] basis] OR [will use the current regular appraisal process] as an opportunity for all employees to express their views about possible future retirement plans and to assist the business with succession planning.  These discussions will be viewed as informal opportunities for the employee and their line manager to discuss a wide range of topics, for example, training and development needs, identification of areas for improvement, future plans and expectations in the short medium and long term, including possible retirement plans if applicable.  

Employees are not obliged to disclose their retirement plans but if they do so this will not be interpreted adversely or used to pressurise the employee into making a decision regarding their retirement.  

Employees who are due to retire may be asked to assist with the following:

· Ensuring that the job description and job requirements are fully up to date

· Providing information to their line manager of current work commitments and planned future activities

· Assist in the recruitment/appointment of a successor (if appropriate)

· Assist in the induction and training of, and handover to, any successor if appropriate.
Pension Provision

The organisation operates a contributory/non-contributory* pension scheme and the rules of the scheme allow for employees to draw their pension at [INSERT DETAILS OF AGE] as defined in the scheme rules.

Applications for retirement benefit advice and information should be made to [INSERT PENSION CONTACT DETAILS].

[*delete as appropriate]
[**Employers planning to use a fixed retirement age for some or all employees should seek advice from their HR Rely Advisor before implementing this provision as the justification for doing so can be very limited, and supporting evidence will usually be required.] 
