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RETIREMENT POLICY

INTRODUCTION

The purpose of this policy is to ensure that all employees of Kaizen Workforce Solutions, those who are approaching
retirement, are advised of company policy in relation to managing their final year of employment.

The company values employees of all ages and is committed to supporting and encouraging a culture that does not
tolerate discrimination on any grounds.

The company believe that a clear policy will assist employees in planning for their retirement, or an extension of their
working lives, and will allow for effective succession planning within the company.

Scope of the Policy

The policy covers all permanent employees of the company and all employees during the term of their contract
assignment on behalf of the agency.

Retirement Age

The company’s contractual retirement age is the last day of the month in which the employee reaches their 65th birthday.
The company have set a contractual retirement to achieve certain aims such as workforce planning, creation of
promotional opportunities, health & safety, and innovation. This is a non-exhaustive list and may be reviewed by the
company at any stage in line with operational demands.

Procedure

Human resources will communicate with employees within 6 months of their contractual retirement date to assist with
the transition to retirement.

HR will also engage with the employee to finalise any outstanding annual leave accrued or other issues outstanding.
Where applicable, arrangements for the return of company equipment will also be finalised.

The process for the handover of duties will be discussed and finalised at this time. Employees are required to co-operate
with any company requests regarding the transfer of duties linked to succession planning arrangements.
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Request to work beyond the company retirement age

Not less than 3 months before the contractual retirement date, an employee may request, in writing, for an extension to
the retirement date indicated.

Should senior management decide to offer the employee an extension of work beyond the contractual retirement age this
may be facilitated in circumstances of specific skills or knowledge required to fulfil a project, particular roles which are
pivotal to the company and require effective planning for departure/training, in the case of employees on contract
assignment where such a request is aligned to the retirement policy of the Hirer in line with health and safety
considerations, or for a variety of reasons which contribute to the continued function of a specific role through a post-
retirement fixed-term contract or such other agreement that the company in its sole discretion may consider.

In the event of an extension for employees on contract assighment, as the agency do not act as the Hirer, the agency must
engage the Hirer to ensure agreement to facilitate any extension to working age in the environment in which the employee
is deployed/engaged.

The duration and any terms and conditions of the extension will be specified in any such agreement, as will the legal basis
underpinning the extension provided.

Whether a contract is issued as a result of this request will be considered on an individual basis having regard to the
expressed wishes of the employee and having taken into account the considerations as set out above on a case-by-case
basis.

The granting of a request for an extension beyond the contractual retirement age does not indicate a universal policy of
Kaizen Workforce Solutions nor does it affect the mandatory retirement age of Kaizen Workforce Solutions which remains
at 65 years of age.

Should a decision be made to refuse the request of any employee to work beyond the contractual retirement age, the
grounds for this decision will be communicated to the employee in writing. All requests will be reviewed and decisions
made on an individual basis.

Appeal process

An appealin relation to a decision not to grant a request to work beyond the contractual retirement age can be appealed
through the company grievance procedures which is located our website, or as requested from Human Resources.

An employee may be accompanied by a work colleague to any meeting at which the request to work longer is being
discussed, including any appeal meeting.

Review

The company reserves the right to review this policy from time to time, considering the practical impact of the policy in the
workplace, developments in relevant legislation and case law and the business needs of the company.
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