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The Council recognises the importance of preparing for retirement. To assist employees with retirement planning, the Council also provides a pre-retirement workshop. 
The Council’s normal retirement age for employees is 68.  However, employees may choose to retire before their 68th birthday, or they can apply to continue working beyond age 68.   
Information about retiring and the pre-retirement workshop are provided below.
1.
Is there a difference between retirement age and pension age?

Yes.  Retirement age is the age at which the Council generally expects employees to retire, which is 68.  Pension age is the age at which you can access your occupational and / or state pension. 

2.
Will the Council help me prepare for retirement?

Yes.  The Council provides a pre-retirement workshop to help you plan ahead.    You can find information about the workshop on Enfield Eye, under the Learning tab.  Or alternatively you can click on the link below:

Learning and Development Directory


3.
Can I retire before my 68th birthday?

Yes.  You can choose to leave the Council on grounds of retirement from age 60 onwards.  If you plan to retire before age 68, you must give your manager notice as explained in the Leaving the Council Policy
If you are a member of the Local Government Pension Scheme and you choose to retire before the age of 65 this may reduce your pension and lump sum.  For more details, contact the Pensions Team.  
4.
I would like to work fewer hours in the months leading up to my 
retirement – can I do this?
You can apply to do this and your manager will decide, depending on the needs of the service, whether this is possible.  How to apply is explained in the Part-time Working and Job-Sharing Policy - FAQ, which is on Enfield Eye, under the Staff tab.  
5.
Can I carry on working beyond age 68?
It is expected that generally employees will retire at age 68 or before and that retiring beyond 68 will be the exception.  However, you have the right to apply to carry on working beyond age 68, as follows  
· Around seven months before the date the Council proposes you retire, Human Resources will write to you to confirm your retirement date and that you can, if you wish, apply to continue working beyond this date

· To apply to continue working beyond the proposed retirement date you complete an Extended Date of Retirement (EDR) Form.  Then give the form to your manager 3-6 months before the retirement date stated in  Human Resources’ letter  
· You must state how long you wish to continue working and if you would like to change your working pattern.  You may apply to continue working for a period of up to 12 months after the retirement date stated in Human Resources’ letter.  The Extended Date of Retirement (EDR) form can be found on Enfield Eye under ‘HR/Payroll Forms and Letters’
6.
What happens after I request an Extended Retirement Date?

Within two weeks of receiving your form:
· Your manager and Service Manager will consider your request.  If they are able to agree to it, your manager will let you know.  Where your manager has agreed a requested change to your working hours / days you work your manager will notify Payroll Services by completing the relevant electronic form on Enfield Eye which can be found by clicking on the link below:
Payroll Forms



· If your request has not been agreed your manager and Service Manager will meet with you to discuss this.  You have a right to be accompanied at the meeting by a trade union representative or by a work colleague.  If they are still unable to agree to your request, having discussed this with you, they will confirm this within 7 days   
· In either case, your manager will complete the decision section of the EDR form, give you a copy of the completed form, and send it to Human Resources
· Human Resources will write to you to confirm your managers’ decision and your retirement date and notify Payroll services of your retirement 
· You can appeal to the Assistant Director of Human Resources (HR), if your request to extend your retirement is refused altogether, or your manager agrees to extend your retirement for a shorter period than you requested
7.
What should I do, as a manager, if I get an Extended Date of Retirement request? 
Retirement is a dismissal in law and a manager must be able to show, if for example there is an appeal, that the decision to retire an employee on whatever date (whether an extension has been agreed or not) was a fair one.  You would demonstrate this by taking the steps stated in Question 6, including fully, reasonably and objectively considering each request. 

8.
What factors should I, as a manager, take into account when considering an Extended Date of Retirement request?

The factors you should consider when deciding, with your Service Manager, whether there is a business case for extending the date of retirement include (these are examples – there may be other business reasons):

· The post being hard to fill and it can be confidently predicted that this will remain the case up to the proposed extended retirement date
· The need to retain and successfully transfer knowledge and skills.  If you agree to extend retirement for this reason, transfer of his/ her knowledge and skills should be included in workforce planning arrangements, and should take place as soon as possible
· Where the retirement will have a notable impact.  For example, where his / her retirement would hold up the imminent completion of a project 
· Any current or anticipated budget and / or operational change that may be introduced in the near future, for which there is a short term need to retain his / her skills to implement the change

· Each request for an extension must be considered individually, whether or not a request has been made previously by another employee who is doing the same or a similar job.  However, there should be consistency of treatment where the business case for allowing or refusing an extension is the same
· A retirement decision may not be based on such factors as unsatisfactory work performance, conduct and / or attendance.  Any concerns of this nature should be dealt with as stated in the relevant policies, which are available on Enfield Eye, under the Staff tab
· Your decision should not be based on health factors and therefore Occupational Health Service have no involvement in the decision-making process   
9.
My original date of retirement has been extended.  Can I apply for 
another extension?

It depends on the length of the extension.  
If an extension has been agreed by your manager for less than 6 months, you cannot apply for another extension and you retire on the date stated in your letter from Human Resources.   However, you may appeal if the extension to your retirement date is for a shorter period than you requested.
If the extension is for six months or more, Human Resources will write to you again re-confirming the date that your retirement was extended to and advising you of your right to apply for a further extension to your retirement date.  You can apply to extend your retirement by up to 12 months.  If you wish to re-apply, you should do so as explained in Question 5.  Your manager will then take action as in Questions 6 - 8.
10.
How do I appeal if my request to extend my retirement date is turned down?

You can appeal as follows:

· Your appeal must be in writing using the Extended Date of Retirement (EDR) Appeal Form received within 5 working days from your being notified of the decision.  Your appeal should state clearly why you disagree with the decision
· Your appeal will be considered at an Appeal Hearing by the Assistant Director of Human Resources, or a person the Assistant Director nominates who will have had no involvement in your case.  You will have the right to be accompanied at the hearing by a trade union representative or a work colleague  
· You will be advised of the decision in writing within 10 working days, including confirmation of the date of retirement.  If it is not possible to reply within this timeframe, you will be given an explanation for the delay and told when you can expect a response 
· You will have no further right of appeal.  However, if your retirement date has been extended for at least six months you will be able to apply for a further extension, if you wish, as explained in Question 9
· There is an Appeal Decision Letter that the Assistant Director can use on Enfield Eye under ‘HR/Payroll Forms and Letters’  
11.
What do I need to do, as a manager, in the lead up to an employee’s 
retirement?

You should take the following steps:

· If the employee works flexible hours, check that the employee’s flexi credit / debit will be reduced to zero by the date the employee retires 

· Recalculate the employee’s holiday entitlement based on the employee’s service from the commencement of the leave year until the date s/he is due to retire. There is a spreadsheet to assist you with this on Enfield Eye, under the Staff tab.  Alternatively, please click on the link below:
Annual Leave Calculator



· Arrange for leave entitlement to be taken prior to the retirement date
· Arrange for the return of Council property and take all other appropriate steps as explained in the Action for Managers section of the Leaving the Council Policy
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