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Circular No:  2007/05
January 2007
To:
Principals of Controlled, Maintained and Controlled Integrated Nursery, Primary, Secondary, Grammar and Special Schools

Dear Principal
RETIREMENT PROCEDURE (TEACHING AND NON-TEACHING STAFF)

New legislation effective from 1 October 2006, Employment Equality (Age) Regulations (Northern Ireland) 2006, gives employees the statutory right to request to work beyond the normal retirement date.  Human Resources will issue all employees with a retirement letter not more than one year and not less than 6 months prior to the normal retirement date, ie the end of the month in which his/her 65th birthday falls (except where this has been increased by local agreement, ie School Crossing Patrols aged 75 or for teachers who are required to retire at the end of the school year in which their 65th birthday falls, ie 31 August).  Those teachers who intend to retire at 31 August should notify the Principal no later than 1 April each year so that the necessary recruitment arrangements can be put in place.
The retirement letter referred to above will advise staff that they can continue working beyond the normal retirement date:

(a)
until a certain date;

(b)
for a stated period; or

(c)
indefinitely.

The attached guidance outlines the procedure to be followed in dealing with employees who are due to retire.  Should you require further advice and guidance please contact me or the Human Resources officers detailed below:
Teaching and Non-Teaching Staff at Schools

Geraldine Hannigan
Tel: 02837 512328 – direct line
E-mail: geraldine.hannigan@selb.org
Teaching Staff

Bert Traylen

Tel: 02837 512529 – direct line
E-mail: bert.traylen@selb.org
Non-Teaching Staff
Michelle Corrigan
Tel: 02837 512492 – direct line
E-mail: michelle.corrigan@selb.org 
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Yours sincerely
J Carson (Mrs)

HUMAN RESOURCES OFFICER

Tel:
028 3751 2416 – direct line
E mail:
janette.carson@selb.org
/KG
[image: image2.png];on and Library Boa
rg

souther? educat





SOUTHERN EDUCATION AND LIBRARY BOARD

RETIREMENT PROCEDURE (Teaching and Non-Teaching Staff)

1 INTRODUCTION

1.1
The normal retirement date for employees is the end of the month in which their 65th birthday falls (except where this has been increased by local agreement, ie School Crossing Patrols age 75).  It should be noted that teaching staff may remain in post until the end of the academic year in which their 65th birthday falls (ie 31 August).  New legislation effective from 1 October 2006, Employment Equality (Age) Regulations (Northern Ireland) 2006, gives employees the statutory right to request to work beyond the normal retirement date.  This guidance outlines the procedures to be followed in dealing with employees who are due to retire after 1 October 2006.

(With regards to posts Trawled or Advertised, Job Applicants must not be more than 6 months from the normal retirement date by the closing date for receipt of applications.  The exception to this relates to School Crossing Patrols, with applications being welcomed from persons under 70 years of age by the closing date).
2 NOTIFICATION OF RETIREMENT 

2.1
Human Resources will issue all employees with a letter not more than one year and not less than 6 months prior to the normal retirement date, ie the end of the month in which their 65th birthday falls (except where this has been increased by local agreement, ie School Crossing Patrols age 75, or for teachers who are required to retire at the end of the school year in which their 65th birthday falls, ie 31 August).

2.2
The letter to the employee will:

· specify the normal retirement date;

· advise of the statutory right to work beyond his/her normal retirement date;
· advise that if he/she wishes to continue working beyond the normal retirement date, he/she is required to complete the Request To Work Beyond Normal Retirement Date form (RET1) and return it to the Human Resources Branch 3 months before the normal retirement date stating if he/she wishes to continue working: 
(a)
until a certain date;


(b)
for a stated period; or

(c)
indefinitely.  

(RET1 form will be enclosed with the retirement letter issued to the employee).
Due to the Review of Public Administration, no employee shall have his or her employment extended beyond 31 March 2008 other than Non-Teaching staff in schools appointed under Article 88 of the Education and Libraries (NI) Order 1986 (Board of Governors appointments) or Teaching staff appointed under the Scheme for the Appointment of Teachers (Schedule 2).

2.3
Human Resources will forward any request received (RET1 form) along with the ‘Decision – Request to Work Beyond Normal Retirement Date’ form (RET2) to the Principal/Head of Branch for completion.
2.4
The Principal/Head of Branch will consider the request and:

(a) approve the request;

(b) approve a compromise extension of the employment; or

(c) refuse the request.

Please note the legislation does not require a reason to be given for the decision.

(In line with current practice under the terms of the Attendance Policy and Procedure for all employees, Principals/Heads of Branch will continue to exercise their duty of care in terms of employees’ health and well being to undertake the full range of duties.  This may take the form of an Occupational Health Assessment).

Where the decision is to:

2.5
(a)
Approve the request
-
If the Principal/Head of Branch approves the request, he/she should complete form RET2 and return it to the Human Resources Branch (attaching the request from the employee which is detailed on form RET1).
-
On receipt of form RET2, Human Resources will issue the employee with a letter confirming the new retirement date.

2.6 (b)
Approve a compromise extension of the employment

(c)
Refuse the request
-
If the Principal/Head of Branch decides to offer a compromise extension of the employment or to refuse the request, he/she should:

· write to the employee advising them of their decision;

· arrange to meet with the employee within 10 working days; 

· advise the employee that they may be accompanied at the meeting by a Trade Union representative or a colleague; and
· meet with the employee to give him/her an opportunity to present their case for continuing in employment beyond the normal retirement date. 

-
Following the meeting with the employee, the Principal/Head of Branch, in consultation with Human Resources, will reach a final determination.  The Principal/Head of Branch should notify the employee in writing of their decision.

-
Where the decision is to retire the employee on the normal retirement date or to offer them a new retirement date which is shorter than the date/period sought by the employee, the employee must be advised of their right of appeal by the Principal/Head of Branch.  Employees who wish to appeal must do so in writing to the Chair of the Board Governors (for Teaching and Non-Teaching staff in schools)/Human Resources (for HQ, Outcentres and HQ related staff) within 5 working days from the date of notification of the decision.

-
The Principal/Head of Branch should complete form RET2 indicating the decision reached and forward it to Human Resources (along with form RET1).
3
APPEALS PROCEDURE

3.1
On receipt of the employee’s letter of appeal, the following arrangements will be made for an appeal hearing:

· In the case of school based employees, the Appeals Panel will be a sub committee of the Board of Governors.

· In the case of non school based employees, the Appeals Panel will be the Head of Department accompanied by the Head of Human Resources or his/her nominee.

· The Appeals Panel will arrange to meet with the employee within 10 working days from the date of the request for an appeal.

· The employee may be accompanied to the appeal hearing by a trade union representative or a colleague.

3.2 The Appeals Panel will consider the employee’s request and reach a decision to either:

· accept the appeal; 

· reject the appeal; or

· offer a compromise solution.

3.3 The Appeals Panel will notify the employee of their decision in writing.

3.4 Where the decision is to accept the employee’s request, the letter will specify any new employment pattern and the new intended retirement date.

3.5 Where the decision is to reject the appeal or to offer a compromise solution, the letter will specify the effective date of retirement.

3.6 In the case of school based employees a copy of the decision must be forwarded to Human Resources.
3.7 The decision of the Appeals Panel will be final.
4
EXTENDED EMPLOYMENT – REPEAT NOTIFICATION
4.1
Employees who have been permitted to work beyond the normal retirement date will be notified by Human Resources 6 months prior to it (unless the new date is less than 6 months from the normal retirement date).

5
TRANSITIONAL ARRANGEMENTS

5.1
Employees who are due to reach the age of 65 between 1 October 2006 and 
31 March 2007 will receive notification of their proposed retirement from Human Resources at least 3 months before their normal retirement date.

5.2
The letter to the employee will:

· specify the proposed retirement date;
· advise that if the employee wishes to continue working beyond the normal retirement date, they must complete form RET1 4 weeks before their normal retirement date stating if they wish to continue work until a certain date, for a stated period, or indefinitely.  
Due to the Review of Public Administration, no employee shall have his or her employment extended beyond 31 March 2008 other than Non-Teaching staff in schools appointed under Article 88 of the Education and Libraries (NI) Order 1986 (Board of Governors appointments) or Teaching staff appointed under the Scheme for the Appointment of Teachers (Schedule 2).

5.3
Thereafter the employee’s request will be dealt with as appropriate in accordance with paragraphs 2.3 to 3.5 of this procedure. 
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REQUEST TO WORK BEYOND NORMAL RETIREMENT DATE
The normal retirement date for employees is the end of the month in which their 65th birthday falls (except where this has been increased by local agreement, ie Schools Crossing Patrols age 75).  It should be noted that teaching staff may remain in post until the end of the academic year in which their 65th birthday falls (ie 31 August).  New legislation effective from 1 October 2006, Employment Equality (Age) Regulations (Northern Ireland) 2006, gives employees the statutory right to request to work beyond their normal retirement date.  If you wish to remain in employment beyond your normal retirement date you must complete this form (RET1) and return it to Human Resources at the address below at least 3 months before your normal retirement date (ie date specified in retirement letter).

	NAME: __________________________________
EMPLOYEE NO: ___________________

JOB TITLE: _________________________________________________________________

EMPLOYMENT LOCATION:

School _______________________________________________________________________

or

Branch/Location ________________________________________________________________

NORMAL RETIREMENT DATE ____________________________________________________

(ie date specified in retirement letter)

PURSUANT TO SCHEDULE 5 PARAGRAPH 5 OF THE EMPLOYMENT EQUALITY (AGE) REGULATIONS (NORTHERN IRELAND) 2006, I REQUEST NOT TO RETIRE ON THE NORMAL DATE OF MY RETIREMENT AND WISH TO CONTINUE WORKING BEYOND THIS DATE AS FOLLOWS:

(a)
until

_________________________ (specify date)*


or
(b)
for a period of
_________________________ (specify period)**


or
(c)
indefinitely

_________________________ (please ( if you wish to choose this option)***

*
specified date must be no later than 31 March 2008 other than for Non-Teaching staff in schools appointed under Article 88 arrangements (Board of Governor appointments) and Teaching staff appointed under the Scheme for the Appointment of Teachers (Schedule 2).
** 
specified period must be no later than 31 March 2008 other than for Non-Teaching staff in schools appointed under Article 88 arrangements (Board of Governor appointments) and Teaching staff appointed under the Scheme for the Appointment of Teachers (Schedule 2).
*** 
this option only applies to Teaching and Non-Teaching staff appointed by Boards of Governors.
Signed: _______________________________________     Date: __________________________



	Please direct queries as follows:

	Type of Staff
	Contact
	Tel No
	E-mail Address

	Teaching
	Mr Bert Traylen
	02837 512529 
	bert.traylen@selb.org

	Non-Teaching at Schools
	Miss Michelle Corrigan
	02837 512492 
	michelle.corrigan@selb.org

	HQ, Outcentres, & HQ related staff
	Mrs Joanne Coleman
	02837 512439
	joanne.coleman@selb.org

	
	
	
	

	Please return this form (RET1) to:

	Human Resources Branch, Southern Education and Library Board, 3 Charlemont Place, The Mall, ARMAGH  BT61 9AX
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