Retirement reminder model letter ML3 
EJRA reminder for academic staff with an individually agreed retirement date. Those who have: 
· passed the EJRA date; AND
· have an extended EJRA date agreed by the EJRA Committee since the introduction of the EJRA procedures on 1 October 2011.
 
This letter is to be sent by Head of Division (or equivalent) to the employee 2.5 years before their retirement date or, if that is not possible, at the earliest opportunity.

[A signed and dated copy of this letter should be kept on file]

STRICTLY PRIVATE AND CONFIDENTIAL
[Title and Name]
[Department]
[Address or Email]

Delivered via email

Dear [Name],

RE: Reminder of retirement date

I am writing to you to remind you of your retirement date and share with you more information that may help you prepare for retirement and how to continue to keep in touch with the University when you retire.

Firstly, I would like to thank you for the significant and valuable contribution you have made to both the [Department/Faculty], the Division and the University during your time at the university and thank you for your ongoing contribution until your retirement date. 

As set out in Statute XIV, the retirement age for all academic staff is the 30 September preceding their 70th birthday. As you successfully received an extension to your EJRA date to [date], I would like to remind you that you that that date is your retirement date. Your employment will terminate automatically on that date by reason of retirement.
This reminder is to ensure that you have ample time to prepare for your retirement, including discussion and planning with your [department/faculty], [for joint appointments: with your college] [where applicable: and with the NHS]. 

The University’s normal expectation is that you will retire on your extended retirement date, in accordance the rules of the pension scheme to which you belong and subject to provision of the appropriate notice. You can contact the University’s Pensions Office as they can provide pensions estimates and other pension information which may help with your decision making and planning. They can be contacted by email at uss@admin.ox.ac.uk and by phone on 01865 616144. More information can be found on the Pensions webpages. Please note the Pensions Office require at least three months’ notice of your retirement date in order to process benefits for some pension schemes and they cannot provide financial advice.  
Exceptions procedure: extension of employment beyond the Employer Justified Retirement Age (EJRA)
As you are aware, your retirement date is set in accordance with the University’s EJRA  policy for academic staff and staff at grade RSIV and equivalents. The EJRA is in place in order to support the Aims of the EJRA. There is, however, an option to make a request to continue to work beyond your EJRA date for a limited period in exceptional circumstances, for example, if an extension is necessary in order to ensure completion of a specific project. However, please be aware that, in accordance with Section VII of the Procedure, a further extension for staff with a retirement date later than the Employer Justified Retirement Age will only be granted in the extremely rare event that it is required to address unforeseeable circumstances that have frustrated the purpose for which the original extension was granted. 
If you wish to apply for an extension of your employment beyond the EJRA retirement date, the deadline for making the application is 24 months before your retirement date i.e. 30 September [year]. There is a process by which you can seek permission to submit a later request, if the circumstances that have delayed the completion of your work arose within 24 months of your extended retirement date. Please discuss your intention with your Head of Department before submitting an application and we can have an informal discussion too. 
If you are to be granted a further extension in employment and if you have not already stepped out of your substantive post, you will be expected to do so and to take up a newly-created, fixed-term post, on a grade appropriate to the duties to be delivered, which would allow the refilling of your substantive post.
Requests to work beyond the EJRA are considered by the EJRA Committee, which is comprised of senior representatives from across the University. The EJRA Committee will decide whether to approve your request. [For joint appointments: In the case of joint appointments, the college will make its decision according to its own regulations and procedures].  
Full details of the EJRA policy and procedure for making such an extension request, including the expectations of prior discussion and consideration of other options before an application for extension is made in addition to the matters that will be considered by the EJRA Committee when making their decision can be found on the EJRA webpages.
Retaining an involvement with the University after retirement
In preparation for your retirement, you may wish to consider the ways that you could retain involvement with the University other than through employment when you retire. More information can be found on the retirement support for University Staff webpages.
There is also support and advice on welfare issues for retirees available through the University’s Pensioners’ Welfare Officer. More details and how to contact them can be found on the Information for Pensioners webpage.

Your Head of Department/faculty, local HR contact or I would be happy to discuss anything detailed in this letter with you and any other support that you think you may need between now and your retirement date. 

I am copying this letter to [Head of Department/Faculty Board Chair], HAF, Local HR contact, [for joint appointments: and to [Head of House/Senior Tutor at college]].

Once again, I would like to take this opportunity to thank you for your ongoing contribution to the department.

Yours sincerely,
[Head of division]


Cc: [Head of Department/Faculty Board Chair], [for joint appointments: [Head of House/Senior Tutor at college]], [HAF/local HR contact].
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