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No
Recorded in Forward Plan:
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Inside Policy Framework

Title:
FLEXIBLE RETIREMENT POLICY

Report of:
Head of Personnel and Development Services

Report reference:
PPP 66/07

Summary:

Recent changes to the Local Government Pensions Regulations require the Council to produce and publish a policy on flexible retirement.

As appropriate within the Constitution the Employment Panel is overseeing the development of this policy and, because there may be financial implications arising from it, the Executive are being consulted. 

A final draft policy will be presented to the Employment Panel on 3 September 2007 who will make a recommendation to Council at its meeting on 11 September.

This report comprises a copy of the report that went to the Employment Panel on 9 August 2007, plus a draft flexible retirement policy.  The draft policy has been amended to include amendments requested by the Employment Panel. 

Recommendations:

Executive to note and comment upon progress with the development of this new policy.

Contact Officer:
Jean Cross
Ext:
7081

1. BACKGROUND INFORMATION AND OPTIONS

1.1
Recent legislative changes have necessitated the City Council reviewing its policies on the payment of pension benefits. Where an employee requests flexible retirement the employer must respond but the regulations allow the Employing Authority to set their own terms for consenting to such requests. The Council needs a policy on Flexible Retirement that contains these terms. At present we do not have such a policy.

1.2
A draft policy has been presented to the Employment Panel for consideration.  It will form part of an overarching policy on retirement, redundancy and early release when these have been finalised.  This section of the policy has been brought to Members at this stage as it is relatively straightforward (the proposals will not compromise any other policies around early retirement) and some employees have made enquiries about flexible retirement.

1.3
This draft has received support from the trade unions.

1.4
Following formal consultation, a final draft will be presented to a further meeting of the Employment Panel, when it will be asked to agree a recommendation to full Council on 11 September 2007.

2. CONSULTATION

2.1 Consultation to Date.

The draft policy has been consulted upon thus:

· Senior Management Team

· Formally with the trades unions at the Corporate Joint Consultative Committee (CJC) on 15 August 2007

· Formally with employees – started immediately after the CJC and will close on 24 August

· Employment Panel at its meetings of 2 July and 9 August

2.2 Consultation proposed.

· Executive 28 August

· Employment Panel on 3 September.

3. RECOMMENDATIONS

The Executive to note and comment upon progress with the development of this new policy.

4. REASONS FOR RECOMMENDATIONS

The Executive need to be briefed about policy developments that may have significant financial implications for the authority.

5. IMPLICATIONS

· Staffing/Resources – The authority is unable to estimate in advance the likely demand that there will be for this policy, but clearly it will be seen by employees as a welcomed component of our work-life balance provision.

· Financial – There could be financial implications arising from the introduction of this policy though they can not be quantified at this stage as they depend upon individuals’ circumstances. These costs could arise as a result of the early release of pension benefits by the employer as a result of granting flexible retirement. Cost would be a consideration, though not the only one, in determining whether or not to grant a request for flexible retirement. The policy does state, however, that the Council will not agree to flexible retirement terms that are not in its best interest. Any financial implications will be considered through the normal processes depending upon relevant amounts.

· Legal – The legislative provisions relating to the operation of executive arrangements provide that matters relating to the appointment of staff, including terms and conditions and superannuation matters, are not functions to be dealt with primarily by the Executive but need to be addressed through other means. For that reason, this policy is being directed through the Employment Panel who will make appropriate recommendations to full Council regarding its adoption. However, given that the proposals could have long term budgetary implications which it would be legitimate for the Executive to comment on, they are presented to the Executive for any view it may wish to express on financial implications
· Risk Management – There is a risk generated by the changed legislation that 

the authority could face increased costs, however the new policy and its procedures are designed to mitigate this risk as far as is possible.

· Corporate – None directly

· Equality and Disability –  None directly

· Environmental – None

· Crime and Disorder –  None

· Impact on Customers – None. 
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EMPLOYMENT PANEL

Committee Report

Public



Date of Meeting:   9 August 2007

2 July 2007

Title: Flexible Retirement Policy

   

Report of: Head of Personnel and Development Services



Report reference: PPP 62/07


Summary:

· Recent legislative changes have necessitated the City Council reviewing its policies on the payment of pension benefits. Where an employee requests flexible retirement the employer must respond but the regulations allow the Employing Authority to set their own terms for consenting to such requests. The Council needs a policy on Flexible Retirement that contains these terms. At present we do not have such a policy.

· A draft policy is presented to the Employment Panel for consideration.  It will form part of an overarching policy on retirement, redundancy and early release when these have been finalised.  This section of the policy has been brought to Members at this stage as it is relatively straightforward, the proposals will not compromise any other policies around early retirement and some employees have made enquiries about flexible retirement.

· The policy proposed is similar, to that drawn up by Cumbria County Council 

· This draft has received informal support from the trade unions.

· Following this meeting, and formal consultation, a final draft will be presented to a further meeting of the Employment Panel when you will be asked to agree a recommendation to full Council.

Recommendations:

· Comment on the proposed policy.
· Agree that formal consultation can take place.
Contact Officer:
David Williams
Ext:
7082

Producing a Flexible Retirement Policy 



1.       Background

1.1
Recent legislative changes have necessitated the City Council reviewing its policies on the payment of pension benefits. Where an employee requests flexible retirement the employer must respond but the regulations allow the Employing Authority to set their own terms for consenting to such requests. The Council needs a policy on Flexible Retirement that contains these terms. At present we do not have such a policy.

1.2 Carlisle City Council now needs to agree such a policy.

1.3 A draft policy is attached as Appendix 2 for Members’ consideration. It will form part of an overarching policy on retirement, redundancy and early release once these aspects have been finalised.  The Flexible Retirement policy is relatively straight forward, some employees have already made enquiries about the issue and the policy proposed will not compromise the other aspects of a retirement policy.

1.4 Informal discussions on this proposed policy with the trade unions have taken place and their views have been considered in the drafting. Although formal endorsement will still need to be sought there appears to be broad support for these proposals among the unions.

1.5 The policy applies to all staff, however, only those aged 50 years or more and members of the Local Government Pension Scheme are eligible to draw immediate pension benefits.

1.6 A Glossary of Terms is also provided at Appendix 1.

2. Benefits for both employer and employee

2.1      Flexible Retirement can be both a useful tool to support change management and can provide employees with a way to achieve an acceptable work/life balance.  Benefits of flexible retirement include:

· Assist employees to ease into retirement: to make a gradual adjustment to full retirement. 

· Assist  reduce capacity if required, and help avoid redundancies (and associated costs)

· Help achieve and retain a balanced age profile within the workforce

· Aid retention of required skills/knowledge/experience and enable transfer of skills/knowledge for when the employee does fully retire

· Offer an acceptable solution to staff who are currently a blockage to promotion or re-organisation

· Help alleviate ‘burn out’ and ‘stress’ and to improve morale

· May assist a return to work after a medical related absence where ill health retirement is not appropriate

2.2
It is acknowledged that the terms agreed for individuals requesting Flexible Retirement should be those that are in the best interests of the Council. 

3.        Costs

3.1 There may be costs associated with Flexible Retirement :

3.1.1 If the employee is under 60 years and already meets the ’85 year rule’ (see appendix 1), or does not meet the ’85 year rule’, there will be the cost of paying the pension benefits early. There are no costs to the employer of releasing pension benefits early for employees aged over 60 years who meet the ‘85 year rule’.  If the employee is under 60 years and does not meet then’85 year rule’ there may be costs to the Council depending on individual circumstances.

3.1.2 If the employee would suffer a reduction in pension because of their age/service when they drew their pension, and the Council agreed to waive it in whole or in part, then we would need to pay this cost. Whether or not to waive this reduction is an issue addressed by the proposed policy.

4.        Issues to consider

4.1      During your deliberation on the proposed policy Members may wish to consider the following issues :

4.1.1 Whether or not to specify a minimum reduction in hours/grade. Legislation does not specify any limits and so technically a reduction of one hour per week would qualify for flexible retirement. However, as there would be costs involved, we may wish to specify a minimum reduction.

The proposed policy states:

Requests for Flexible Retirement will normally only be considered where the request is for a reduction of at least 20% in hours and/or one grade reduction (4 spinal column points for those on PO/CO grades)
4.1.2 
Whether or not Flexible Retirement will only be granted where the reduction occurs in the same job or whether they can have that facility if they move to a job elsewhere in the Council on less hours/pay.

The proposed policy states:

Requests for Flexible Retirement will be considered from any employee wishing to reduce their hours/grade where the reduction relates to the employees’ current position or any other position within the Council.
4.1.3 Whether or not we require an employee to commit to remaining in our employment for a minimum period once Flexible Retirement is granted to prevent employees using it as a mechanism to secure early release of their pension benefits.  In reality this will be hard to enforce in most cases. 

The policy states:

Once Flexible Retirement has been agreed, the Council will not normally allow the employee to work additional hours (temporarily or permanently) or be appointed to a higher grade post or a post with higher contractual hours within the Council for a minimum period of at least twelve months.  Any exception to this must be agreed by the Deputy Chief Executive or Chief Executive.

Cumbria County Council policy is not to allow an increase in hours/grade at any time after flexible retirement takes effect.  It is felt that this may not always be in the Carlisle City Council’s best interests to leave no provision for exceptional circumstances.

4.1.4 Whether or not we wish to limit the combined salary and pension to the same level as the employee earned prior to taking flexible retirement. In reality this will not be easy to enforce. 

The policy proposed states:

Employees’ earnings, including pension payments, under the flexible retirement scheme are not permitted to be more than their earnings before flexible retirement (excluding any cost of living awards).

4.1.5 The impact of the requirements placed on the Local Government Pension Scheme as a result of being contracted out of the State Second Pension which may have the effect of increasing the pension at a later date to meet these requirements.  This is something over which there is no control, but something Members need to be aware of.

4.1.6 Decide whether or not we will waive, in whole or in part, any reduction in pension to the employee because they are drawing it early (see 3.1 above).  If any reduction were to be waived, this would incur a cost to the Council and it has not been our practice to do this when pensions have been drawn early in the past.

The proposed policy states:

Any reduction in pension benefits for an individual arising as a result of their Flexible Retirement will not normally be waived, in whole or in part, unless there is a strong business case for doing so.
4.1.7
Whether or not to allow an appeal against the decision made in response to a request for flexible retirement.  Good practice and the principles of natural justice suggest that there should be an appeal mechanism.

The proposed policy and accompanying procedure provides for an appeal to the Chief Executive.

4.2
The proposed policy is similar to that adopted by Cumbria County Council.  The only difference in policy is that discussed in 4.1.3 above.  There are minor differences in procedure between Carlisle City Council’s proposed policy and that of Cumbria County Council, to take account of different ways of operating within the Council.

5
Risk management

5.1
The key risks to this policy lie with the charge that we could be misusing public funds or that we are discriminating on grounds of age (age discrimination is now unlawful unless objectively justified).

5.2 The authority to grant Flexible Retirement will rest with the Staffing Forum and therefore costs can be controlled.  This minimises the risk of challenge on the grounds of not using public funds wisely.  We would be required to pay for early release of pension benefits as a one off sum or over five years.

5.3 Provided that decisions are made on objective grounds (of which cost will only be one part) the risk of challenge on the grounds of age should be minimal.  

6. Consultation

6.1
The Senior Management Team has endorsed this draft policy.

6.2 The Trades Unions have been consulted informally on this proposed policy and their views have been incorporated into the draft.  The final draft will be presented at the Corporate Joint Consultative Committee on 15 August for formal endorsement (subject to Council decision) and consultation with employees will take place after that.

6.3
Members of the Executive will receive a copy of the report for information when it is presented to JMT on 16 August.
6.4
Advice on this policy has been taken from an expert in the Local Government Pension Scheme and his comments have been taken into consideration when drawing up the proposals.

7.       Recommendations

7.1
It is important that the Council adopts a policy on Flexible Retirement as quickly as possible as until this happens we will not be fully in compliance with the law nor are we able to respond to such requests from our employees. 

7.2
The Employment Panel is therefore asked to:

· Consider the draft policy 

· Agree that formal consultation on the proposals should begin.

8. Decision on the policy

8.1 The Employment Panel will meet again in a few weeks (date to be arranged) when you will be asked to agree a final draft of the policy for recommending to Council for approval. 

8.2 It is anticipated that Council will be asked to make the decision to adopt this policy at its scheduled meeting on 11 September 2007.

Appendix 1

Glossary of Terms

Employing Authority: Each council with employees in the LGPS

Administering Authority:
   The Authority that administers the pension scheme for each employer within the Scheme.  Cumbria County Council is the Administering Authority for Carlisle City Council.  

Rule of 85:
This facility allows members between the age of 50 and 60 to apply for early retirement under the “rule of 85” if their service (in whole years) and their age (in whole years) adds up to 85. However, as in all cases of early retirement the employer must make restitution to the Pension Fund for early payment of benefits. Therefore all applications for payment of retirement benefits under this provision will be considered on an individual basis and normally will only be approved if it can be demonstrated to be in the employers’ interest to do so. It should be noted that this facility does not replace the Early Retirement and Voluntary Redundancy Schemes. It is merely an additional provision.

Staffing Forum:
An Officer Group with a membership of Deputy Chief Executive, Director of Corporate Services (or nominee) and Head of Personnel and Development Services (or nominee) who approve changes to the agreed establishment.
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CARLISLE CITY COUNCIL

FLEXIBLE RETIREMENT

POLICY, GUIDANCE AND PROCEDURES

INTRODUCTION

Flexible retirement has a number of benefits to the employee and the Council.

It can provide a useful tool for employees nearing retirement age to ease into retirement  and achieve an acceptable work/life balance.  In some circumstances it can be useful for employees with health difficulties but who do not meet the requirements for ill health retirement. 

It can also assist the Council manage change more effectively, achieve a more balanced workforce and retain the key skills and knowledge of valuable and experienced employees and enable this to be passed on to newer staff.  

Current legislation allows employees in the Local Government Pension scheme to take flexible retirement and draw their pension benefits which can then be supplemented by earning either through working less hours or by taking a less responsible job, or a combination of both.

Clearly any such arrangement must be acceptable to both the employee and the Council and no-one will be forced to take flexible retirement against their will.  Equally, the Council cannot grant flexible retirement where it would have an adverse impact on its operations.

However, used sensible, flexible retirement may be an option that benefits both the employee and the Council.

CARLISLE CITY COUNCIL

PART 1

FLEXIBLE RETIREMENT

POLICY 

1 Purpose

The purpose of this policy and associated guidance and procedures is to detail the circumstances under which flexible retirement will be considered and the process for making requests for flexible retirement.

2.
Aim

2.1 To provide more choice and flexibility to employees who wish to ease into retirement or stay in work beyond retirement and make their transition from working life to retirement an enjoyable one.

2.2 To enable the Council to retain the skills and knowledge of employees who are considering retirement.

2.3 To support the Council’s work/life balance activities.

3. Scope 

3.1 This procedure applies to all employees of Carlisle City Council covered by the National Joint Council for Local Government Employees (NJC) and The Joint Negotiating Committee for Local Authority Craft Workers.
 The same policy also applies to Chief Officers and Chief Executive although the method for determining any requests will be different according to the needs of the constitution. 

3.2 It is primarily aimed at those in the Local Government Pension Scheme and who would be eligible for immediate payment of pension benefits.  Other employees may also make such requests and they will be considered equally.   More guidance is given in part two of this document .

4 Policy

4.1
That the terms agreed for individuals requesting Flexible Retirement are those that are beneficial to the Council and the employee.  The Council will not agree to terms that are not in their best interests.  Equally, employees will not be expected to agree to flexible retirement if they do not wish to.

4.2
Requests for Flexible Retirement will normally only be considered where the request is for a reduction of at least 20% in hours and/or one grade reduction (4 spinal column points for those on PO/CO grades).

4.3 Requests for Flexible Retirement will be considered from any employee wishing to reduce their hours/grade where the reduction relates to the employees’ current position or any other position within the Council. 

4.4 Employees who wish to take up a lower grade post and/or one with less hours in other parts of the Council must apply for advertised vacancies in the normal way.

4.5
Any reduction in pension benefits for an individual arising as a result of their Flexible Retirement will not normally be waived, in whole or in part, unless there is a strong business case for doing so.  The Staffing Forum will be responsible for making a recommendation relating to this.  

4.5
Flexible Retirement may be considered where ill health retirement is not an option but where, for medical reasons, a reduction in hours and/or the level of work would be mutually beneficial to the employee and to Carlisle City Council.

4.6
Once Flexible Retirement has been agreed, the Council will not normally allow the employee to work additional hours (temporarily or permanently) or be appointed to a higher grade post or a post with higher contractual hours within the Council.  Any exception to this must be agreed by the Staffing Forum.

4.7
Employees’ earnings, including pension payments, under the flexible retirement scheme are not permitted to be more than their earnings before flexible retirement (excluding any cost of living awards).

4.8
The decision on whether or not to grant a request for flexible retirement will rest with the Staffing Forum, with the opportunity to appeal to the Chief Executive, and a final appeal to the Employment Panel. (See part 3 – procedures for more details).

4.9 Any employee granted Flexible Retirement will not be entitled to any salary protection if this would otherwise normally apply.  (There will be an exception when Job Evaluation is initially implemented – see guidance in part 2, paragraph 8).

5 Responsibilities

5.1 Employees are expected to:

· Apply in writing in accordance with this procedure

· Explain the effect that this change may have on their role, and that of their colleagues and the Council, including how the change could be accommodated

· Establish the financial implications that such a change would have on their pay including, where applicable, their pension benefits

· Work with their manager and colleagues to ensure that the change is as smooth as possible if agreement is reached to change their working arrangements.

5.2 Managers are expected to:

· Follow the procedure detailed in part three of this document

· Consider employee’s applications for reduced hours and flexible retirement sympathetically

· Advise employees of the need to consider the financial impact that such changes may have on them

· Advise employees of their rights to be represented at any discussions

· Consider the implications for the service and the Council of the changes associated with employees’ applications under this policy

· Base recommendations on business needs whilst endeavouring to accommodate employees’ requests.

6 Links to Other Policies

· Flexible working

· Redeployment

· Job Share

Monitoring and Reviews
The Final version of this policy was completed…………. It will be monitored on an on-going basis, and reviewed:

Date


Reviewed


Amended

2008

2009

2011

CARLISLE CITY COUNCIL

PART 2

FLEXIBLE RETIRMENT

GUIDANCE

1
Flexible Retirement 

Employees who have reached their normal retirement age or who attained the age of 50 have the following options, subject to the agreement of their employers, to request:

· To work beyond their normal retirement date

· Partially retire, thereby easing into retirement gradually.  This would involve reducing the hours worked and/or taking a job at a lower grade in either their current job or another job within the organisation.

Employees reaching their 65th birthday (normal retirement age) are reminded in writing six to twelve months before their birthday of their right to request this and the procedure to follow.

Flexible retirement means reducing the hours worked and/or the grade of work.   

Employees who are members of the Local Government Pension Scheme and who are eligible for pension immediate payment of pension benefits will, if their request is granted, receive pension benefits based on their service in the pension scheme up to the point of flexible retirement, and also receive pay in accordance with their new working arrangements.  The employee may build up a new pension entitlement in respect of their new working arrangements if they wish to.

2
Conditions under which immediate pension benefits can be paid under flexible retirement

Under current legislation the criteria for receiving immediate pension benefits are:

· Employee must be at least age 50 years (55 years after  31 March 2008 for new employees and March 2010 for existing employees)



and
· Have their employer’s consent







and
· Have been a member of the Local Government Pension Scheme for a

minimum of three months.

3
Impact of flexible retirement on an employee’s local government pension

NOTE: It is important that any employee considering making a request for flexible retirement that involves taking pension benefits early seek independent financial advice.  The following are broad guidelines only.

· Employees who meet the ’85 year rule’ (see below)  can draw their full pension benefits accrued

· Employees who do not meet the ’85 year rule’ will receive a reduction in the pension payable unless the Council agrees to ‘waive’ this.  Council policy is not to waive this reduction except in exceptional circumstances.

4
Costs to the Council when an employee takes flexible retirement with pension benefits

If the Employee is aged 60 years or older and meets the ’85 year rule’ there will be no cost to the Council of them drawing their pension early.

If the employee is under 60 years and does not meet the ’85 year rule’ there may be a  strain on the pension fund that the Council must meet.  This will depend on individual circumstances.

If the employee is aged 60 years or older and does not meet the ’85 year rule’ there will be no cost to the Council unless it agrees to waive any reduction in pension benefits payable to the employee.

5
‘85 year rule’

This facility currently allows members of the Local Government Pension Scheme between the age of 50 and 60 to apply for early retirement under the “rule of 85” if their service (in whole years) and their age (in whole years) adds up to 85. However, as in all cases of early retirement the employer must make restitution to the Pension Fund for early payment of benefits. Therefore all applications for payment of retirement benefits under this provision will be considered on an individual basis and normally will only be approved if it can be demonstrated to be in the employers’ interest to do so.  

It should be noted that further changes to the Local Government Pension Scheme will mean result in:

a) the ’85 year rule’ is being gradually phased out and employees who are interested in this provision should seek advice from a personnel officer

b) the age at which pension benefits can be drawn will rise to 55 years in April 2008 (see paragraph 2 of this guidance).

6
Employees who are not members of the local government pension scheme

Employees who are not Members of the Local Government Pension scheme may also request flexible retirement.  If their request is agreed the change to their terms and conditions will implemented in the normal way.

7
Employees who wish to take a post in another section of the Council under the ‘flexible retirement conditions’

Employees wishing to do this should

· Speak to their Service Head in the first instance advising them of their wish to do this

· Speak to a personnel officer who will advise them on their options

· If the employee is in circumstances where redeployment would apply, the personnel officer will arrange for the employee to be placed on the ‘at risk’ register and co-ordinate re-deployment activity

· If the employee does not fall into the situations where redeployment would apply, they should apply for vacancies in the normal way.  If/when successful, the option for flexible retirement will be considered.

8
Redeployment and Salary Protection 
Council Policy on re-deployment is that, under certain circumstances, an employee’s pay will be protected for a period of a year.  However, when re-deployment is part of a flexible retirement package, salary protection will not apply.  There will be an exception at the point job evaluation is implemented in that, if an employee is re-deployed to a position of a lower grade which is subsequently re-graded as a result of the 2006/7 Job Evaluation exercise, the results of Job Evaluation will apply.

CARLISLE CITY COUNCIL

PART 3

FLEXIBLE RETIREMENT

PROCEDURE

1 Informal Action

1.1 Prior to making any formal request for flexible retirement, the employee may, if they wish, discuss the matter informally with their line manager and ask a personnel officer to get an estimate of their retirement benefits.

2 Formal Action

2.1 The employee must make a request for flexible retirement.  It must be:

· In writing

· Addressed to their Service Head

· Made between three and six months prior to the date they wish flexible retirement to start

· Contain details of the change to hours and/or grade they wish 

· Contain the date on which they would like their arrangements to start

· Contain the effect they anticipate the change may have on their role, their colleagues, service delivery and the Council and how this could be accommodated

· Signed and dated.

2.2 The Service Head will obtain necessary information to enable consideration of the request.  Such information may include:

· Operational business needs

· Individual circumstances of the employee including, where appropriate, medical evidence

· Any costs to the pensions fund (see guidance in part 2)

· Any other risks to the service/Council

2.3 The Service Head (or nominated deputy) will meeting with the employee within 28 days of receiving the request.  At that meeting:

· The employee may be accompanied by a trades union representative of a co-worker

· The Service Head may, if they wish, ask a manager more familiar with the detail of the job of the employee and/or a personnel officer to be present at the meeting

· The Service Head and the employee will discuss the request

· If the Service Head has any doubts about the arrangements, they should explore alternative ideas with the employee.

2.4 If the employee, or their representative or co-worker is unable to attend the meeting, they should advise the Service Head and another meeting will be arranged, within seven days if possible.  If the employee fails to attend a re-arranged meeting without a reasonable explanation, it will be assumed the request is withdrawn.

2.5 Following the meeting with the employee, the Service Head will make a formal request to the Staffing Forum to consider the request.  This will include:

· Details of the employee’s request

· His/her recommendation

· Impact on service delivery and how this will be dealt with

· Any costs/savings involved

The factors to be taken into consideration by the Service Head will include:

· Additional costs involved and the impact of this

· Whether or not there would be a detrimental effect on service delivery

· Whether or not suitable additional staff can be recruited

· Whether or not there will be an impact on the quality of the service

· Any planned structural changes required.

2.6 The Staffing Forum will consider the request.

2.7 The Personnel Manager will advise the employee of the decision of the Staffing Forum.  

2.8 If the Staffing Forum agrees to the request, Personnel & Development Services will make the necessary arrangements to amend the employee’s contract of employment and, if applicable, release pension benefits.

2.9 If the decision is to refuse the request, or the arrangements agreed are different from those the employee originally requested, the employee has the right to appeal.  Any appeal must be made within 14 calendar days of receiving formal notification of the decision.

3 Appeals

3.1 An appeal must be made in writing giving reasons why the employee feels the decision of the Staffing Forum was not reasonable.

3.2 The Chief Executive will arrange a meeting with the employee and their representative or co-worker 

3.3 In considering the employee’s appeal the Chief Executive will:

· Take account of the employee’s views

· Consider the papers relating to the request and appeal

· Obtain any further information he/she feels necessary to reach a decision (this make take place during the meeting, or subsequent to it, as appropriate)

· Reach a decision and advise the employee in writing.

3.4 If the Employee is dissatisfied with the decision of the Chief Executive they may appeal to the Employment Panel.  Any such appeal must be made in writing within 14 calendar days of receiving formal notification of the Chief Executive’s decision.

3.5 The procedure for the appeal hearing by the Employment Panel will be:

· Employee can be accompanied by a trades union representative or co-worker

· Employee to explain why they believe the Chief Executive’s decision was wrong

· Chief Executive, or other management representative, to explain the reason for the decision

· Panel to ask questions of employee and Chief Executive/management representative as they wish

· Panel to make their decision in private

· If possible, Panel to advise employee and Chief Executive/management representative verbally

· Employee to be advised formally of the decision.

3.6 This is the end of the appeal process and no further requests can be made within twelve months, unless the employee’s circumstances change significantly.

Appendix A:

Flow chart of procedure for requesting flexible retirement



Employee requests flexible retirement 





Request denied





Employee Informed 





Request accepted





Employee Informed by


Personnel who make arrangements





Appeal Meeting


with Chief Executive





If request cannot be agreed, employee advised of right of appeal within 14 calendar days from the date of the notification





Service Head


Considers request





Is the person in the pension scheme?





No





Denied





Accepted





Pensions advised at least 4 weeks prior to commencement





 Personnel 


write to the employee 


Update HR/Payroll database





Service Head makes recommendation to Staffing Forum





Manager should obtain estimate (via Personnel) of benefits from Pensions on behalf of employee and estimate of any costs to Council





Yes 





Meeting within 28 days of request between employee and Service Head





Further appeal heard by Employment Panel





Request denied – Personnel inform employee





Request agreed – Personnel make arrangements
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