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LETTER NOTIFYING EMPLOYEE OF THEIR INTENDED RETIREMENT DATE AND OF THEIR RIGHT TO REQUEST TO CONTINUE WORKING

Dear (name),  

Retirement

As you know, the Company’s policy as set out in your contract of employment is that all employees will retire at the age of [65]. We are therefore writing to inform you that your intended retirement date will be (date). Your employment with the Company will terminate on this date. 

We are also writing to advise you that you have a statutory right to request to continue working beyond your intended retirement date. If you wish to make a request to continue working, you should do so in writing in accordance with the statutory requirements.  You must state whether you would like to continue working indefinitely, for a specified period or until a specified date. Your request should be sent to (name) at least three months, but not more than six months, before your intended retirement date. Failure to submit your request on time would mean that you lose your statutory right to have your request considered and you would then retire on your intended retirement date. 

We will give careful consideration to any request you may make to work beyond your intended retirement date. However, you should be aware that the Company is not obliged to agree to your request and neither are we required to give reasons for any refusal of your request. However, before taking any decisions, we will invite you to a meeting to formally discuss your request with you. 

Finally, we would like to take this opportunity to thank you for your hard work and efforts during your employment with the Company. 

Yours sincerely, 

(name)

On behalf of the Company
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LETTER INVITING EMPLOYEE TO MEETING TO DISCUSS WORKING BEYOND RETIREMENT

Dear (name), 

I refer to your letter dated (date) in which you have requested not to retire on your intended retirement date on (date) and to continue working (indefinitely beyond that date) (OR) (for another (number) (months/years)) (OR) (until (date)). You are now invited to attend a meeting to discuss your request, to be held on (date) at (time) at (place). 
The meeting will be chaired by (name), and (name) will also be present to take notes of the meeting.   

You are entitled to be accompanied to this meeting. Your companion may be either a work colleague or a trade union official of your choice. Your companion will be permitted to address the hearing and to confer with you during the hearing but they will not be permitted to answer any questions on your behalf.  Please confirm in advance who your companion will be. 

After the hearing, you will be informed in writing of the Company’s decision. Please note that the decision made following this appeal hearing will be final and there will be no further right to appeal against it. 

If you are unable to attend the meeting, you are asked to contact (name) as a matter of urgency so that an alternative date and time can be arranged. 

After the meeting, you will be informed in writing of the Company’s decisions as soon as it is reasonably practicable to do so. If it is decided to continue your employment beyond your intended retirement date, you will receive written notification confirming this and reflecting any agreed changes to your contract of employment. If it is decided that you will still retire on your intended retirement date, you will receive written notification confirming your intended retirement date and informing you of your right to appeal against the decision not to agree to your request to continue working. 

Yours sincerely, 

(name)

On behalf of the Company
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NOTIFICATION OF RETIREMENT APPEAL MEETING 

Dear (name),

I am writing to invite you to attend an appeal hearing to be held in (place) on (date) at (time).

The purpose of this hearing is to consider your appeal against the termination of your employment on the grounds of retirement and against the Company’s decision to decline your request to continue working beyond your intended retirement date as confirmed to you in our letter dated (date). 

The appeal meeting will be conducted by (name –this should be a senior manager or director not previously involved in the procedure, if possible) and (name) will also be present to take a note of the meeting. 

You are entitled to be accompanied at the appeal hearing. Your companion may be either a work colleague or a trade union official of your choice. Your companion will be permitted to address the hearing and to confer with you during the hearing but they will not be permitted to answer any questions on your behalf.  Please confirm in advance who your companion will be. 

After the hearing, you will be informed in writing of the Company’s decision. Please note that the decision made following this appeal hearing will be final and there will be no further right to appeal against it. 

Please confirm that you have received this letter and that you will attend at the time stated above.  If for any unavoidable reason you or your companion cannot attend at that time please contact me as soon as possible.  If you fail to attend without good reason it could result in the hearing being held, and a decision being taken, in your absence.

Yours sincerely, 

(name)

On behalf of the Company
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CONFIRMATION OF OUTCOME OF RETIREMENT APPEAL MEETING 

Dear (name), 

I am writing to confirm the outcome of the appeal hearing held on (date) with (name).  

(EITHER)

We are pleased to inform you that your appeal has been successful and the Company has now agreed to your request to continue working (indefinitely beyond your intended retirement date) (OR) (for another (number) (months/years)) (OR) (until (date)). As a result, you will now not be required to retire on (date) and instead you will continue to be employed by the Company (for the next (number) (months/years)) (OR) (until (date)). 

(OR)

We regret to inform you that unfortunately your appeal has been unsuccessful. As a result, you are still required to retire on (date) as originally notified to you in our letter dated (date). 

You have now exercised your right to appeal and this decision is final. 

Finally, we would like to take this opportunity to thank you for your hard work and efforts during your employment with the Company and we wish you all the best for your forthcoming retirement. 

Yours sincerely, 

(name)

On behalf of the Company

