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Retirement Policy

The University recognises that all staff have the right to request working beyond the University’s default retirement age and that the University has a duty to consider such requests. In order to comply with this requirement, as detailed in the Employment Equality (Age) Regulations 2006, the University has adopted the procedure described below. 

General Principles

For the purposes of this procedure an ‘intended date of retirement’ is either the 30th September after the 65th birthday (the default retirement age for all staff) or a date after that where a request to work beyond the default retirement age has been agreed. 

The University will consider every request to work beyond the ‘intended date of retirement’ on a case by case basis and each decision will be dependent on the circumstances however, as guidance, factors that may be taken into account include:

· An individual working in an area or discipline identified as having strategic importance to the School/ Professional Service or University where retirement would impact on the strategic aim 

· Individuals holding posts that are classed by the University as difficult to recruit to or where retention is a concern 

· The individual is important to have in post on a census date for the research assessment exercise which falls after their ‘intended date of retirement’ 

· Where there is a grant application outstanding 

· Where a research funded or other significant project is nearing completion or 

· Where the individual is important to education, teaching, or service quality 

· The reasons given by the employee for wanting to work beyond their intended date of retirement e.g. financial need 

The intention of the procedure is to ensure that the University and its staff understand their respective rights and responsibilities under the regulations related to age. It is not intended to prevent or replace discussion between managers and staff about retirement which can happen at any time. Staff can still chose to retire prior to the ‘intended date of retirement’ and it can be agreed that a member of staff works beyond that date prior to the duty to consider procedure commencing. Any such agreements should be notified to Human Resources to enable the relevant changes to be made to contracts of employment.

An employee may only make one request in respect of each ‘intended date of retirement’. However, where an extension to an ‘intended date of retirement’ is made for less than 6 months an employee has no right to make a further request to work beyond that retirement date.

The University will send letters as required under the procedure once and will not send reminder letters. Staff are encouraged to retain any letters sent to them with regard to their ‘intended date of retirement’ and take any necessary action, especially where they wish to request to work beyond their ‘intended date of retirement’. 

Requests to work beyond the ‘intended date of retirement’ should always be made in writing to the line manager.

The importance of a companion is recognised in this procedure where a request to work beyond the ‘intended date of retirement’ results in a meeting or an appeal. The companion should be a fellow employee or trade union official and will be able to address the meeting, confer with the person they are accompanying, but not act as an advocate. 

The University, where meetings are not possible either at the initial or appeal stages, undertakes to consider any representations made by a member of staff in respect of their request to continue working beyond their ‘intended date of retirement’ where these are made within a reasonable time period.

The Procedure

1. Notification of Intended Retirement Date

Between the period 1st October and 30th March each academic year, the University, via Human Resources, will write to every member of staff due to retire on the 30th September of that academic year. In that letter, the University will state its intention to retire the member of staff on the 30th September and that the member of staff has the right to request working beyond that ‘intended date of retirement’.

For staff who have already had a request to work beyond the default retirement age agreed (for 6 months or more), this letter will be sent by Human Resources not more than one year and no later than six months prior to their ‘intended date of retirement’. 

2. Making a Request

Staff wishing to make a request to work beyond the 30th September should do so between 1st April and 30th June of that academic year i.e. at least 3 months before but no sooner than 6 months before the ‘intended date of retirement’.

For staff who have already had a request to work beyond the default retirement age agreed, this request should be made at least 3 months before but no sooner than 6 months before their agreed ‘intended date of retirement’.

Requests must be made to their line manager:

· in writing, 

· stating that the request is being made under Paragraph 5 of Schedule 6 to the Employment Equality (Age) Regulations 2006, and 

· proposing that they work indefinitely, for a stated period or until a stated date. 

3. Consideration of the Request

If the line manager approves the request, the Head of School/Professional Service should be informed for their approval. Once approval has been obtained from the Head of School/Professional Service the line manager should inform Human Resources who will issue an appropriate letter to the member of staff, detailing the change to their retirement date. Where the line manager does not approve the request, wishes to discuss the proposal, or where the Head of School/Professional Service does not approve the request to retain the member of staff beyond their intended date of retirement, a meeting must be arranged within a reasonable time period. It is recommended that the meeting should normally occur no more than two weeks after the written request has been received. The member of staff may be accompanied (see the general principles) and if the companion is not available the meeting should be rearranged and held within seven days of the date after the original meeting date.

The line manager and the member of staff should take all reasonable steps to attend the meeting. However, where it is not practicable to hold a meeting within the reasonable time period, the line manager may consider the request without holding a meeting but must consider any written representations made by the member of staff.

Following the meeting or consideration, the line manager should inform Human Resources of the outcome who will write to the member of staff informing them of the School/Service’s decision.

If the decision is to refuse the request or to agree that the employment will continue beyond the ‘intended date of retirement’ but for a period shorter than that proposed by the member of staff, Human Resources will inform the member of staff of the reason(s) for the decision and their right to appeal.

4. Right of Appeal

Where a member of staff wishes to appeal they should submit a notice of appeal, in writing, to the Head of School/Professional Service stating their grounds of appeal. The grounds of their appeal may be based on either the procedure and/or the substantive decision. The notice must be submitted as soon as is reasonably practicable after receiving the initial decision.

If the Head of School/Professional Service is the line manager then the appeal should be directed to the appropriate dean/Secretary and Registrar.

The Head of School/Professional Service, on receipt of the notice of appeal, may allow the appeal without holding a meeting. In this circumstance the line manager and Human Resources will be informed of this decision. Human Resources will issue a letter detailing the change to the retirement date.

Where the appeal is not allowed on initial consideration by the Head School/Professional Service, a meeting must be organised within a reasonable time period between the Head, the HR Client Partner for that School/Professional Service and the member of staff. It is recommended that this normally be held within two weeks of receiving the appeal notice. The member of staff has the right to be accompanied and if their chosen companion is not available the meeting should be rescheduled within seven days of the date after the original meeting date. 

The Head of School/Professional Service, HR Client Partner and the member of staff should take all reasonable steps to attend the meeting. However, where it is not practicable to hold a meeting within a reasonable time period the Head of School/Professional Service and the HR Client Partner may consider the appeal without holding a meeting but must consider any written representations made by the member of staff.

Following the meeting or consideration, the Head of School/Professional Service should inform Human Resources of the outcome of the appeal. Human Resources will inform the member of staff in writing. The letter will state whether the member of staff will be retired on the ‘intended date of retirement’ stated in the original notification from the University under (1) above, or continue indefinitely or for a period of time whether that is a specified period or to end on a particular date. 

The policy will be reviewed after the first year in order to assess the impact of the policy.
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