
RETIREMENT PROCEDURE – RIGHT TO REQUEST & DUTY TO CONSIDER    

Your employee is approaching 65. They are given details of intended date of
retirement in writing within 6 months of the retirement date. The letter informs

them of their 'right to request' to continue working beyond 65.

Employee confirms
in writing that they do
not wish to continue
working - proceed

with retirement

Within 3 - 6 months
of the intended

retirement date the
employee makes a
written request to
continue working

Manager must hold face to face meeting with
employee in a reasonable timframe to

discuss and consider their request

Manager to advise employee
as soon as reasonably

practicable of the decision

NOT AGREEDAGREED

Employee carries on working
towards new intended retirement

date

Employee retires at original
intended retirement date OR

appeals the decision as soon as
reasonably practicable after

recieving the decision

Process to be repeated each
time the employee nears
their new retirement date

Only one appeal stage - request
either agreed OR retirement

confirmed

APPENDIX a 


