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IMPORTANT NOTICE — April 2011

GUIDANCE ON THE CHANGES TO THE DEFAULT RETIREMENT
AGE

The Employment Equality (Repeal of Retirement Age Provisions)
Regulations (Northern Ireland) 2001 came into operation on 6 April
2011. Prior to this date, the default retirement age (DRA) of 65
enabled employers to make staff retire at 65 regardless of their
circumstances. However, from 6 April 2011, employers will be unable
to compulsorily retire employees using the DRA.

A transitional period will operate from 6 April to 1 October 2011. Only
those employees who have received a notice of retirement from their
employer prior to 6 April 2011 and retire by 30 September 2011 can
be retired under the DRA. Under the DRA, employers must provide a
minimum of six months’ notice of retirement but no more than twelve
months. However, an employee can request an extension to their
notice of up to six months.

After the complete cessation of the DRA on 1 October 2011, all
references to the National Default Retirement Age (NDRA) of 65 in
the Equality Commission’s age equality publications are no longer
valid.

View the Addendum to Equality Commission guidance on the
Employment Equality (Age) Regulations (Northern Ireland) 2006



http://www.equalityni.org/archive/word/ageguidanceaddendumApril11.doc

This Guide was developed by the Equality Commission for Northern
Ireland (“The Commission”) with assistance from Acas (Advisory,
Conciliation and Arbitration Service). The Commission gratefully
acknowledges the substantial contribution made by Acas to this
publication.

On request, the Guide is available in a range of accessible formats
from the Commission. If you would like a copy in an alternative
format please contact us and state the format you require.

The Equality Commission for Northern Ireland

The Commission is an independent public body established under the
Northern Ireland Act 1998. The Commission has a general duty to
keep equality legislation in Northern Ireland under review. The
Commission promotes equality of opportunity and provides advice
and guidance in relation to:

» age discrimination;

« disability discrimination;

« equal pay;

« religious belief or political opinion discrimination;
* race discrimination;

» sex discrimination;

» sexual orientation discrimination; and,

« the public sector equality duty (Section 75 of the Northern
Ireland Act 1998), which includes the promotion of equality
of opportunity between persons of different ages.

Equality Commission for Northern Ireland
Equality House

7-9 Shaftesbury Square

Belfast BT2 7DP

Enquiry Line: 028 90 890 890
Telephone (switchboard): 028 90 500 600
Textphone: 028 90 500 589
Fax: 028 90 315 993
Email: information@equalityni.org

Website: www.equalityni.org



The Guide provides general guidance only and should not be
regarded as a complete or authoritative statement of the law.
This Guide is not a Code of Practice and does not of itself
impose legal obligations. Authoritative interpretation of the law
is a matter for Industrial Tribunals and Courts.

Note: This Guidance applies only to Northern Ireland

The Employment Equality (Age) Regulations (Northern Ireland) 2006
(the “Regulations”) apply to all employers, training providers and
institutions of further and higher education.

This Guidance explains the duties placed upon employers, vocational
training providers and institutions of further and higher education
(including universities).

The Guidance explains how the Regulations make it unlawful for
employers, regardless of size, and all vocational training providers
(including institutions of further and higher education), to discriminate
against or harass employees (and former employees in certain
circumstances) job seekers or and applicants, and all vocational
trainees and students (and former trainees and students in certain
circumstances) across all ages.

This Guidance explains the special provisions in the Regulations for
those about to retire. The Regulations set a National Default
Retirement Age (the “default retirement age”) of 65. The Regulations
allow employers to either retire employees or set retirement ages in
their company at or above 65. The Regulations also allow employers
to retire employees, or set retirement ages, below the default
retirement age, but they will need to satisfy the test of objective
justification. Employers must comply with the fair retirement
procedure as set out in the Regulations whereby employers must
notify their employees of their intended retirement date and of their
right to request not to retire.

The Regulations came into operation on 18t October 2006.
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1 Introduction

The Employment Equality (Age) Regulations (Northern
Ireland) 2006

1.1 The Employment Equality (Age) Regulations (Northern Ireland)
2006 (the “Regulations”) came into operation on 1st October
2006, making it unlawful for employers and others to
discriminate on grounds of age in the areas of employment and
occupation. The Regulations also cover vocational training and
further and higher education.

1.2 The Regulations implement Northern Ireland’s obligations under
European Council Directive 2000/78/EC also known as the
Framework Employment Equality Directive 2000 (“the Framework
Directive”) in relation to discrimination on the grounds of age.
The Framework Directive establishes a general framework for
equal treatment in the field of employment and occupation and
vocational training.

1.3 The Regulations prohibit age discrimination and harassment
by:
« employers - including those who engage contract workers;
« employment agencies;
» persons who appoint office holders;
» persons with statutory power to select employees for others;

« trade organisations - including trade unions and professional
organisations;

» partnerships (in business/es);
* barristers;

» the Police Service of Northern Ireland and other police
bodies;

 trustees and managers of occupational pension schemes;

* The Crown - which includes government departments and
agencies;

« career/training guidance providers who assist others in
accessing work and training;

 organisations which confer professional and trade
qualifications;

 vocational training providers; and,

* institutions of further and higher education (including
1 universities).



1.4 The Regulations grant protection against discrimination and
harassment to:

 job applicants/seekers - including those seeking appointment
to or membership of the positions cited below;

« employees - including civil servants, police officers and
former employees;

 self-employed workers;

 contract workers;

» persons using the services of employment agencies;

« office holders;

» partners (in business);

* barristers;

* members of occupational pension schemes;

» members of trade organisations;

» persons seeking and undergoing vocational training;

» persons seeking professional or trade qualifications; and,

 students, potential students and past students of institutions
of further and higher education.

1.5 The Regulations grant protection from discrimination and
harassment to all of the above regardless of age. However,
there are special provisions for those about to retire. Please
refer to Chapter 4: “Retirement”.

1.6 The Regulations cover the areas of:

* recruitment and selection;

« terms and conditions of employment;
 opportunities for promotions, transfers and training;
« working environment (conduct and harassment);

» access to (employment-related) benefits;

« the termination of employment such as dismissal and
redundancy;

« post-employment and post-training situations such as the
provision of references; and,

« admission to, and attendance at, institutions of further and
higher education.



Workers & employees

1.7

1.8

1.9

1.10

“Workers” often undertake roles similar to “employees” but unlike
employees do not have “contracts of employment”. Workers
may include office holders, police officers, barristers and
partners in business.

A “contract of employment” means a contract of service or
apprenticeship, whether express or implied, and (if it is express)
whether oral or in writing. Just because a person does not have
a contract of employment, this does not mean that they are not
an employee.

For the purposes of this Guide, the term “employee” is
used to cover all workers. However, the “Exception for the
provision of certain benefits based on length of service” (see
Chapter 3: “Exceptions & exemptions”) uses a narrower
definition of worker, and the “Exception for retirement” and the
“‘Retirement procedure” (see Chapter 4: “Retirement”) only apply
to employees.

The term “contract worker” is used to describe an individual
employed by an employer (often known as an Agent) but who is
supplied, under a contract, to another employer (often known as
a Principal).



Children & young people

1.11

1.12

1.13

1.14

For the purposes of this section “children and young people” are
deemed to be persons who are not over the upper limit of
compulsory school age.

In Northern Ireland, children and young people are entitled to a
wide range of employment rights; although their employment is
regulated by the law to a large degree.

The main law that regulates the employment of children is the
Children (NI) Order 1995 (as amended). In general, this law
provides that no child under the age of 13 years may engage in
employment; although, there is an exception that permits
children aged less than 13 years to participate in public
performances in certain circumstances. This law also prohibits
the employment of children in dangerous occupations and in
street trading (including hawking, newspaper- or flower-selling).
It also regulates the hours in which children may work; for
example, a child may not work for more than 2 hours on a
school day.

The Employment of Children Regulations (Northern Ireland)
1996 (as amended) further regulates the employment of
children. These regulations impose restrictions on the numbers
of hours in which children may work and, for example, provides
that child workers are entitled to receive an uninterrupted 2
weeks holiday in the period 1 July to 31 August. The regulations
also state that no child shall be employed in any occupation
other than those specified below:

» Delivery of newspapers, milk, groceries, foodstuffs, flowers
or drapery goods;

» Office work except in premises licensed for sale of
intoxicating liquor, betting or gaming;

» Hotel and catering work except in the kitchen or portions of
premises licensed for the sale of intoxicating liquor;

» Work as shop assistants excluding any premises licensed for
the sale of intoxicating liquor, betting or gaming;

 Domestic work; and

 Light agricultural work or horticultural work for the parents of
the child concerned.



1.15

1.16

1.17

1.18

The Children (Northern Ireland) Order 1995 (as amended) also
states that a child who assists in a trade or occupation carried

on for profit shall be deemed to be “employed” notwithstanding
that the child receives no rewards for their labour.

The Employment of Children Regulations (Northern Ireland)
1996 (as amended) also require the employer of a child to
obtain an “employment card” in respect of that child from the
appropriate education and library board and to submit to
inspections and other scrutiny from the board.

Employers must comply with the requirements of the Children
(NI) Order or the Employment of Children Regulations (NI).
When acting in pursuance of these provisions they have a
statutory defence to any complaints of age discrimination
brought under the Age Regulations. For example, if, because of
the requirements of the Children (NI) Order, a newsagent
refuses to employ a boy or girl aged 10 years who applies for a
newspaper delivery job that refusal will not constitute an act of
unlawful age discrimination.

Outside of these particular considerations, the Age Regulations
apply to the employment of children in the same way as they
apply to the employment of adults. For example, it is unlawful
for employers to subject child workers to harassment on the
grounds of age. Even if the employer is employing a child
unlawfully; for example, in breach of the Children (NI) Order, an
act of age discrimination or harassment against the child would
still be unlawful under the Age Regulations. For example, it is
likely that it would be unlawful for an employer to subject a child
worker aged 10 years old to age harassment notwithstanding
that the child is being employed unlawfully.



Goods, facilities and services

1.19 The Regulations do not generally prohibit discrimination by those
who provide goods, facilities and services to the public.
However, those who provide employment-related services to the
public, such as employment agencies, career guidance services,
vocational training providers and institutions of further and
higher education, including universities are prohibited from
discriminating on the grounds of age.



Public authorities

1.20 Public authorities, including government departments, local
councils and institutions of further and higher education, who
are designated under Section 75 of the Northern Ireland Act
1998 are already under a duty, when carrying out their functions,
to have due regard to the need to promote equality of
opportunity between persons of different ages. The new
Regulations, which apply to all public and private sector
employers, are different in that they grant individual rights to
employees, job applicants and others who have been
discriminated against on the grounds of age. In the operation of
Section 75, public authorities need to ensure that they do not
breach the Regulations. In applying the Regulations, public
authorities have the additional responsibility of ensuring that
they comply with the general duty under Section 75.

A Guide for employers

1.21 The Regulations make it unlawful for employers and others to
discriminate on grounds of age in the areas of employment and
occupation; including vocational training. This Guide is primarily
aimed at employers and gives general advice on the law and
promoting good practice. However, employees and individuals
can also obtain important information regarding their rights and
responsibilities under the law from our accompanying Guide,
“Age Discrimination in Northern Ireland: A Guide for Workers
and Employees.”

1.22 Outlined below is a brief summary for employers and employees
of their responsibilities under the law and of the provisions for
employees who are about to retire. These issues are examined
in further detail later in the Guide. The structure of the Guide is
also detailed below.



Employer and employee responsibilities

1.23

1.24

1.25

1.26

The Regulations generally prohibit employers, regardless of size,
from subjecting job applicants and employees, including contract
workers and former employees, to age discrimination and
harassment.

Furthermore, the Regulations also make it clear that employers
have specific legal responsibilities in relation to the actions of
their employees or agents. This is sometimes known as
“vicarious liability”. This means employers may be held
responsible for any unlawful discriminatory acts by their
employees or agents carried out in the course of their
employment, whether or not they knew of the discriminatory acts
or approved of them. Employers may be able to avoid being
held liable for the discriminatory conduct of their employees or
agents where they can demonstrate that they have taken such
steps as were reasonably practicable to prevent the employees
or agents from carrying out those discriminatory acts or
harassment.

Individual employees should ensure that they do not discriminate
either directly or indirectly against others on grounds of age.
Individual employees who discriminate against, harass or
victimise others can be held personally liable for their actions
and be ordered to pay compensation.

For further advice on the legal responsibilities of employers and
their employees, Please refer to Chapter 2: “Explaining the law”
in this Guide



Dismissal, redundancy and retirement

1.27 The Regulations introduce special provisions concerning the
treatment of employees who are due to retire.

1.28 The upper age limit of 65 for unfair dismissal and redundancy
claims has been removed.

1.29 There is a National Default Retirement Age (the “default
retirement age”) of 65, making compulsory retirement below 65
unlawful unless objectively justified (see Chapter 3: “Exceptions
& exemptions”). Employees will have the right to request to
continue working beyond 65 or beyond the employer’'s normal
retirement age. The employer has a duty to advise employees of
this right, and a duty to consider such requests. See Chapter 4:
“Retirement” for further information.



This Guide

1.30 The Guide has a further seven chapters:

1.31

1.32

2:Explaining the law outlines the main provisions of the
Regulations;

3: Exception & exemptions highlights a number of exceptions
to the Regulations;

4: Retirement investigates the specific issue of retirement,
including the fair retirement procedure.

5: Good practice guidance explains why it is important for
employers and others to embrace the Regulations and puts
forward proposals for good practice for employers in this
area.

6: Making a complaint outlines the rights of job applicants,
employees, retiring employees, former employees, vocational
trainees and students, including those applying for admission
to training or courses at institutes of further and higher
education; who believe that they have been discriminated
against or harassed on grounds of age.

7: Further Information, advice & support lists organisations
which can be contacted for further information and advice in
this area.

8:List of examples catalogues all the examples used in this
Guide.

The Guide also includes three annexes and a list of examples:

Annex 1: Age Equality Action Plan which is designed as a
tool for to help employers think about, plan and develop their
employment policies, practices and procedures in light of the
Regulations;

Annex 2: Frequently asked questions which answers
common questions raised by employers; and

Annex 3: Retirement which provides flow charts designed to
help guide employers through the retirement procedure,
accompanied by a series of sample letters.

Examples of how the Regulations are likely to work are given in
boxes. They are simply intended to illustrate the principles and
concepts used in the legislation and should be read in that light.



The examples should not be treated as complete or authoritative
statements of the law. It is not possible to offer generalised
solutions. Individual circumstances will always require individual
solutions. Changes to specific circumstances in any of the
examples given might well change the solution or outcome.
While the examples refer to particular situations, they should be
understood more widely as demonstrating how the law is likely
to be applied generally.



Further information

1.33

1.34

1.35

Further information on the law and good practice in promoting
equality of opportunity with respect to age can be obtained by
contacting the Equality Commission.

The Equality Commission provides a free and confidential
information and advice service and produces advisory materials
covering many aspects of Northern Ireland’s equality framework.
Information and publications are also available on the
Commission’s website (www.equalityni.org). The Commission’s
library, based at Equality House in Belfast, is open to the general
public by appointment, please contact our Enquiry Line on 028
90 890890.

Information and advice can also be obtained by contacting
organisations who work on age related issues. Details of these
organisations can be found in Chapter 7: “Further information,
advice & support”.



2 Explaining the law

Who do the Regulations apply to?

2.1 The Regulations prohibit discrimination in the areas of
employment and occupation; including vocational training and
further and higher education. This Guide is primarily aimed at
employers. However, employees and individuals can also obtain
information from this Guide. The duties placed upon
organisations which confer professional and trade qualifications,
training providers and institutions of further and higher education
are not covered in detail in this Guide. An outline of the types of
training providers covered by the Regulations is included in this
chapter.

2.2 This chapter examines:

 Legal responsibilities of employers;
» Legal responsibilities of employees;

» Comparators; how comparison must be made between how
one person is treated, or would be treated, compared to
another, or how one group of persons is treated, or would be
treated, compared to another group;

» Age discrimination, including definitions of direct and indirect
discrimination;

» Age victimisation;

 Discrimination for failing to carry out an age discriminatory
instruction;

* Age harassment

» Discrimination after a relevant relationship has come to an
end; explains how the prohibition of discrimination does not
end when an employee, trainee or student leaves an
employer, vocational trainer or institution of further and
higher education; and,

» Vocational training and further and higher education.

Legal responsibilities of employers

2.3 The Regulations generally prohibit employers, regardless of size,
from subjecting job applicants and employees, including contract




2.4

25

2.6

2.7

2.8

workers and former employees, to age discrimination and
harassment.

The Regulations prohibit discrimination and harassment on the
grounds of age in all aspects of the employment relationship,
such as:

* recruitment and selection;

« terms and conditions of employment;

« working environment (conduct and harassment);
 opportunities for promotions, transfers and training;
» access to (employment-related) benefits;

 termination of employment - such as dismissal and
redundancy; and,

» post-employment situations - such as the provision of
references.

Employers are always responsible for their own discriminatory
acts. An employer is directly responsible where he/she
discriminates or harasses one of his/her own employees, job
applicants, contract workers or former employees.

Employers have specific legal responsibilities in relation to the
actions of their employees (often referred to as ‘vicarious
liability’). The Regulations state that employers have
responsibility for any age discriminatory acts of their employees
carried out in the course of their employment, whether or not
they knew of the discriminatory acts or approved of them.

Employers may, in certain circumstances, be held responsible for
the discriminatory actions of employees even though they occur
outside the workplace or outside normal working hours.
Employers may, for example, be held liable for the actions of
employees who discriminate or harass work colleagues at work
related social events. In addition, employers can be held legally
responsible for the actions of employees who discriminate on
grounds of age, not just against other employees, but also
against agency staff.

The Regulations also make it clear that employers can be liable
for the discriminatory acts of their agents if the agent acts with
the employer’s express or implied authority.



2.9 Lastly, in certain limited circumstances, employers can be held
responsible for a failure to prevent discriminatory actions, such
as acts of harassment, carried out by customers or clients
against their employees.

Employers’ defences

2.10 Employers cannot generally avoid responsibility for their own
discriminatory actions. However, they may be able to avoid
being held liable for the discriminatory conduct of their
employees where they can demonstrate that they have taken
such steps as were reasonably practicable to prevent the
employees from carrying out those discriminatory acts or
harassment. It is, therefore, essential for employers to consider
all reasonably practicable steps which are available. The kinds
of reasonably practicable steps which employers may take are
described in Chapter 5: “Good practice guidance”.

Legal responsibilities of employees

2.11 Like employers, individual employees should ensure that they do
not discriminate or harass others on grounds of age. In the
event of a complaint to an Industrial Tribunal, individual
employees who carried out age discriminatory conduct may be
held personally liable or jointly liable with the employer for their
actions and be ordered to pay all or part of any compensation
that the Industrial Tribunal may award to the complainant,
including costs.

Comparators

2.12 Discrimination is generally deemed to occur where one person is
treated less favourably than other persons, or is placed at a
disadvantage compared to other persons. Therefore,
comparison must be made between how one person is treated,
or would be treated, compared to another, or how one group of
persons is treated, or would be treated, compared to another
group. These persons or groups are usually known as
comparators.

2.13 It is usually quite easy to distinguish the essential characteristics
of the different comparators. For example, in a sex



discrimination case, the comparators will be a man and a
woman. However, in an age discrimination case, the range of
potential comparators is potentially very wide. There are no
minimum or maximum age levels below or above which the
Regulations do not apply. Comparators may also be
hypothetical persons as the Regulations allow for the
consideration of both actual comparators or would be
comparators.

2.14 Finally, the comparison must relate to circumstances which are
the same or not materially different. Therefore, the particular
circumstances of each case will assist in determining the age
characteristics of the appropriate comparator.

Age discrimination
2.15 Discrimination on grounds of age can include:

 Direct discrimination;
* Indirect discrimination;
* Victimisation;
 Harassment;

» Unfair treatment arising from a failure to carry out an age-
discriminatory instruction.

Direct discrimination

2.16 Direct age discrimination occurs where, on the grounds of a
person’s age (or, perceived age), an employer, without objective
justification, treats that person less favourably than he treats, or
would treat, other persons in circumstances that are the same,
or not materially different.

2.17 In a small number of circumstances, direct age discrimination
may be permitted where an employer can demonstrate that his
or her actions are lawfully justified, or objectively justified.

2.18 Objective justification is described in further detail in the
following examples and in Chapter 3: “Exceptions &
exemptions”. Employers are strongly recommended to examine
this section to understand objective justification. This chapter
also explains some discriminatory activities which can be
lawfully justified as exceptions to the Regulations.



Example 1 Direct age discrimination |

Stephen is aged 50 years. He applies for a job as a clerk. The
employer notes that Stephen has all the skills and competences
required to do the job. However, the employer also notes that all
the clerical staff who currently work in his office are aged 18 to 25
years. The employer assumes that Stephen may not “fit in” with
the other employees because of the differences in their ages. For
this reason, the employer decides not to offer the job to Stephen
and he appoints another applicant who is aged 21 years.

Stephen has been treated less favourably than the appointee on
the grounds of his age. The treatment is based on a biased and
stereotypical assumption that an older employee will be unable to
“fit in” with younger employees. Therefore, this treatment is likely to
amount to direct age discrimination.

Example 2 Direct age discrimination Il

Rachael is aged 35 years but appears to be aged in her early 20s.
She applies for a managerial job. The information provided by
Rachael in her application form and at the interview indicates that
she has all the skills and competences required to do the job.
Despite knowing Rachael’s real age, the employer makes an
assumption, based on her perceived age, that Rachael lacks the
degree of gravitas and maturity that the employer expects
managerial staff to have. For this reason, the employer decides not
to offer the job to Rachael.

Rachael has been treated less favourably than she would otherwise
have been treated had she looked older. This treatment was on the
grounds of her perceived age. The treatment is based on a biased
and stereotypical conclusion drawn from appearances only and is
therefore likely to amount to direct age discrimination.

Indirect discrimination

2.19 This occurs where an individual is put at a particular
disadvantage compared to other persons because an employer,
without objective justification, applies a provision, criterion or
practice which, although it was applied to all persons equally,
puts persons of the same age group as the individual at a
particular disadvantage compared to other persons.



2.20 In a small number of circumstances indirect age discrimination
may be permitted where an employer can demonstrate that the
provisions, criteria or practices are lawfully justified, or
objectively justified. Objective justification is described in further
detail in the following example and in Chapter 3: “Exceptions &
exemptions” of this Guide. This chapter also explains some
discriminatory activities which can be lawfully justified as
exceptions to the Regulations.

Example 3 Indirect age discrimination

Brian is aged 25 years. He is a solicitor with 2 years’ post-
qualification experience (PQE). He applies for the job of assistant
solicitor with a firm of solicitors. His application is rejected
because the firm is seeking to appoint a person who has at least 5
years’ post-qualification experience. The criterion is applied to all
applicants for the job but, given the length of time that it takes to
gain the qualifications and experience necessary to meet this
minimum standard, it is unlikely that any persons aged less than 28
years can satisfy it.

Both Brian and persons of his age group (solicitors aged less than
28 years) have, as a result of the application of this minimum
experience requirement, been placed at a particular disadvantage
compared to other persons (solicitors aged 28 years and over).

On the basis of the information given here, it cannot be said with
certainty that applying this criterion amounts to indirect
discrimination, but it is potentially so. It is possible that the firm has
a lawful, objective justification for setting the 5 years’ post-
qualification experience criterion (perhaps on the basis of particular
business needs). On the other hand, while an Industrial Tribunal
may accept that the firm can lawfully justify asking for some level of
post-qualification experience (for example, 1, 2 or 3 years), it may
consider that there is no justification for seeking higher levels. It
could be argued that the less technical or specialised a job is, the
harder it will become for an employer to lawfully justify asking for
some level of post-qualification experience.

Age victimisation

2.21 This occurs where an employer treats a person less favourably
than he treats, or would treat, other persons and does so by
reason that the person has, in good faith, made (or intends to



make) a complaint or allegation under the Regulations, or has
assisted (or intends to assist) another person to make such a
complaint or allegation. It is not necessary for the victim to have
previously made a complaint or allegation to an Industrial
Tribunal; for example, he/she is protected if he/she made a
complaint in the course of an internal grievance. Please refer to
Chapter 6: “Making a complaint” in this Guide.

2.22 Treatment that amounts to victimisation is not capable of being
objectively justified.

Example 4 Age victimisation

A year ago Catherine lodged an age discrimination complaint
against her employer in an Industrial Tribunal. A work colleague,
Abigail, gave evidence on Catherine’s behalf at the Tribunal
hearing.

Two months ago, Abigail applied for a promotion but her application
was rejected even though she has all the necessary skills and
experience. The actual reason for the rejection is that the employer
is retaliating against Abigail for having assisted Catherine in her
age discrimination complaint.

This treatment amounts to discrimination by way of victimisation
and is not capable of being justified.

2.23 Protection against victimisation does not apply to individuals who
make allegations of discrimination which are false and not made
in good faith.

Discrimination for failing to carry out an age
discriminatory instruction

2.24 This occurs where an employer treats a person less favourably
than he treats, or would treat, other persons and does so by
reason that the person has failed to carry out (in whole or in
part) an instruction (or has complained about receiving an
instruction) to do an act which is unlawful under the Regulations.

2.25 Treatment that amounts to this form of discrimination can not be
objectively justified.



Example 5 Discrimination for failing to carry out an age
discriminatory instruction

A company has run into business difficulties and must reduce its
workforce by making compulsory redundancies. The company has
an agreed redundancy selection procedure which is based on a
number of objective job-related criteria.

However, the Managing Director instructs the Personnel Manager to
select for redundancy all employees aged 50 years and above
without reference to the agreed procedure.

This instruction is likely to result in direct age discrimination against
those employees who are aged 50 years and above. The
Personnel Manager notes this and refuses to carry out the
instruction. As a result he is dismissed from his employment.

This treatment amounts to discrimination for failing to carry out an
age discriminatory instruction and can not be justified.

Age harassment

2.26 Age harassment occurs where, on grounds of age, a person is
subjected to unwanted conduct which has the purpose or effect
of violating his or her dignity, or which creates an intimidating,
hostile, degrading, humiliating or offensive environment for him
or her.

2.27 Harassment can occur when someone close to the person is the
subject of the behaviour. For example, when someone is teased
because their personal partner is considerably older or younger.

2.28 Harassment can take many forms;
 physical conduct such as serious assault,

 verbal conduct such as jokes, banter, insults, innuendos,
nicknames, teasing, name calling or songs and

 written conduct such as graffiti, posters, pictures, e-mails.



2.29 Harassment may include conduct which is:
 condescending;
* deprecating;
* bullying behaviour; or,
« unfairly criticising another’s work performance.

2.30 An Industrial Tribunal or County Court will take into account how
the conduct in question was perceived by the person alleging
harassment. The unwanted conduct in question shall be
regarded as having the effect on a person subject to it only if,
having regard to all the circumstances, including the perceptions
of the person, it should reasonably be considered as having the
effect of violating his or her dignity, or which creates an
intimidating, hostile, degrading, humiliating or offensive
environment for him or her. Therefore, the following two points
should be considered:

» A single act, if sufficiently serious, can constitute
harassment.

« Harassment can still be unlawful even though the person
harassing another did not intend to cause offence or did not
specifically direct the offensive conduct at the person
alleging harassment.

Example 6 Age harassment |

A young manager feels undermined by an older employee who
habitually makes sniping comments such as “you are wet behind
the ears” and “you are straight out of the pram”. The manager
considers this unwanted conduct to be degrading and offensive.

This conduct is harassment on the grounds of age.
Example 7 Age harassment Il

Paul and John, who are both aged 55 years, work in a team whose
other members are aged less than 30 years. The younger team
members habitually tease Paul and John about their ages by
calling them “old fogies” and “Grandas”. They even do this in front
of the company’s customers. They believe that they are engaging
in “good-natured banter”. Paul does not mind the teasing and he
laughs along with it. However, John is offended by the comments,
particularly when they are made in front of customers, and
although he has made his feelings clear to his younger colleagues,
they continue to tease him.



The conduct towards John is harassment on the grounds of age.

John reported the teasing to his employer. However, his employer
failed to take such steps as were reasonably practicable to prevent
the employees from carrying out the harassment. The employer
may therefore be held liable for the actions of the employees.

2.31 The reader is strongly recommended to examine the
“Harassment & bullying” section in Chapter 5: “Good practice
guidance”.. Employers can also obtain information on this
subject in the Equality Commission and Labour Relations
Agency joint publication “Harassment & Bullying in the
Workplace” available by contacting the aforementioned
organisations or by visiting their websites.

Discrimination after a relevant relationship has
come to an end

2.32 Treating a person less favourably or harassing an individual on
grounds of age after a ‘relevant relationship’ has ended can also
be unlawful. The act of discrimination must arise out of and be
closely linked to the former relationship.

2.33 The provision of references, either written or verbal, is covered
by the legislation. For example:

» on grounds of age, an employer refusing to provide a former
employee with a reference; or,

* giving a former employee an adverse reference on grounds of
age.

2.34 Unlawful discrimination can also occur where an employer
refuses to provide a reference or gives an unfair reference
because the former employee brought a discrimination complaint
on grounds of age against his or her employer.



Example 8 Discrimination after a relevant relationship has
come to an end

Sinead was a manager for a large clothing retailer. Grainne, an ex-
employee of the large clothing store, had applied for a job with a
hardware store. The Personnel Officer from a hardware store
asked Sinead for a reference regarding Grainne.

Sinead said that she could not recommend Grainne. Sinead’s
reason was that Grainne was not accepted by the other members
of staff. Sinead believed the reason for this was that the other
members of staff perceived Grainne as ‘too young and
inexperienced’.

This is direct discrimination on the grounds of age.

Vocational training

2.35 On the grounds of age, it is unlawful for any training provider to
discriminate against someone who is seeking or undergoing
training;

* in the arrangements they make for the purpose of
determining to whom they should offer training;

* in the terms on which the training provider affords them
access to any training;

* by refusing or deliberately not affording them such access;
* by terminating their training; or
* by subjecting them to any other detriment during their training.

2.36 It is also unlawful for the training provider to subject a person
seeking or undergoing training to harassment on the grounds of
age.

2.37 Under the Regulations, the term ‘training’ stands for:

« all types and all levels of training which would help fit a
person for any employment;

 vocational guidance;



« facilities for training;

« practical work experience provided by an employer to a
person whom the employer does not employ; and,

« any assessment related to the award of any professional or
trade qualification.

2.38 A ‘training provider’ is any person or organisation which
provides, or makes arrangements for, the provision of training.
This does not include:

« an employer in relation to training for persons employed by
them;

» a governing body of an institution of further and higher
education; and,

 a proprietor of a school in relation to registered pupils.

2.39 Therefore, training providers may include:

« employers;

+ further and higher education institutions (including
universities);

* private sector training bodies;

* public sector training bodies;

 voluntary sector training bodies; and,
 providers of adult education programmes.

2.40 Training providers can not set age limits for entry to training
unless they can objectively justify them or rely on an exception
or exemption.

Institutions of further and higher education,
including universities.

2.41 The Regulations prohibit age discrimination by the governing
bodies of institutions of further and higher education including
universities;

 in the terms on which they offer to admit a person as a
student; and,

* by refusing or deliberately not accepting an application for a
person’s admission as a student.




2.42 When a person is a student of an institution of further and
higher education, it is unlawful for the institution to discriminate
on the grounds of age:

* in the way it affords a person access to any benefits;

* by refusing or deliberately not affording a person access to
them; or

* by excluding the person from the establishment or subjecting
that person to any other detriment.

2.43 It is unlawful for an institution of further and higher education to
harass a person who is a student at that establishment, or a
person who has applied for admission to that establishment, on
the grounds of age.

Qualifications bodies

2.44 1t is unlawful for a qualifications body to discriminate against a
person on the ground of age:

* in the terms on which it is prepared to confer (including the
renewal or extension of) a professional or trade qualification
on them;

by refusing or deliberately not granting any application by
them for such a qualification; or,

* by withdrawing such a qualification from them or varying the
terms on which they hold it.

2.45 |t is also unlawful for a qualifications body, in relation to a
professional or trade qualification conferred by it, to subject to
harassment a person who holds or applies for such a
qualification.

2.46 A ‘qualifications body’ means any authority or body which can
confer a professional or trade qualification, but does not include
a proprietor of a school or the governing body of an institution of
further and higher education.

2.47 A ‘professional or trade qualification’ means any authorisation,
qualification, recognition, registration, enrolment, approval or
certification which is needed for, or facilitates engagement in, a
particular profession or trade. A ‘profession’ means any vocation
or occupation, and a ‘trade’ means any business.



3 Exceptions & exemptions

Objective justification

3.1

3.2

3.3

3.4

3.5

Direct and indirect discrimination may be permitted where an
employer can demonstrate that his/her actions or provisions,
criteria or practices are objectively justified.

Employers will need to provide strong evidence to support any
claim of objective justification. Assertion alone will not be
sufficient and each case must be considered on its individual
merits.

Employers must remember that it will be difficult to meet these
requirements as the general principle remains that different
treatment on grounds of age will be unlawful and different
treatment on grounds of age will only be possible exceptionally
and only for good reasons.

Objective justification cannot be used as a defence for
victimisation and harassment or discrimination for failing to carry
out an age discriminatory instruction.

To establish a defence of objective justification, an employer
must demonstrate that any treatment which may result in direct
age discrimination, or that the application of any provision,
criterion or practice which may result in indirect age
discrimination are a proportionate means of achieving a
legitimate aim.

What is a legitimate aim?

3.6

A wide variety of aims may be considered legitimate. However,
the aims must correspond with the reasonable needs of the
employer. Economic factors such as business needs and
efficiency may be legitimate aims; however, an employer who
pursues an age discriminatory practice with the sole aim of
minimising or saving costs may not rely on that particular factor
alone as a justification defence. An employer can, however, put
cost into the balance, together with other legitimate aims if there
are any.



3.7 The following may be other examples of legitimate aims:

» promotion of health and safety;
« facilitation of employment planning;
« particular training requirements of the job;

 the need for a reasonable period of employment before
retirement.

3.8 In the event that an individual complains of discrimination, it will
be for an employer to convince an Industrial Tribunal that the
treatment was objectively justified as a proportionate means of
achieving a legitimate aim. It will ultimately be for the Industrial
Tribunal to determine whether the employer’s aim was legitimate.

3.9 In practice, the test of objective justification is not an easy one
and it will be necessary to provide evidence if challenged;
assertions alone will not be enough.

What is proportionate?

3.10 The particular means adopted by an employer to achieve a
legitimate aim must be proportionate to the aim in question.

3.11 This means that:

* the decisions or provisions which an employer makes or the
criteria or practices which are applied must actually
contribute to the pursuit of the legitimate aim. For example,
if the employer uses an age-related practice in order to
promote health and safety (the legitimate aim), then the
employer should have evidence which shows that the
practice actually promotes health and safety;

 the importance and benefits of the legitimate aim should be
weighed up against the discriminatory effects. For example,
a discriminatory criterion which helps to protect employees’
safety is more likely to be regarded as proportionate than
one which results in a marginal improvement in production
efficiency; and,

« the employer should not discriminate more than necessary.
For example, where a legitimate aim can be achieved equally
as well by a measure that has a substantial discriminatory
effect and one that has a lesser discriminatory effect, or
none at all, the latter should be used.



Example 9 Objective justification

Jones & Company is a manufacturing concern. It operates a
compulsory retirement age of 65 years for all staff members. The
company is aware that many of its production workers will be due
to retire within the next 2 years. It is worried about the effect that
these personnel losses may have on its ability to maintain
production efficiency. Consequently, it decides that for the next 3
years it will only recruit workers who are aged between 16 and 25
years. It does so “in order to maintain the ‘age profile’ of the
organisation”. If the company can provide evidence through the
age profile of its workforce that there is a severe imbalance in its
employment of older and younger workers and that as a result
there is a real danger that production efficiency will be substantially
decreased, then it may be possible for it to establish that there are
legitimate grounds for taking some form of discriminatory action to
fix the problem (“a legitimate aim”).

However, the action that the company takes must also be shown to
be proportionate. Restricting recruitment to persons aged 16 to 25
years for a period of 3 years is unlikely to be deemed to be
proportionate without cogent evidence that it is necessary. The
company would have to show why other, less discriminatory,
measures (or, a combination of measures) could not be equally
effective. For example, the same outcome might equally be
achieved by permitting older workers to retire later than usual,
and/or, by restricting recruitment to workers aged 16 to 60 years;
and/or, by imposing the restriction for 1 year only instead of 3
years.

Other exceptions & exemptions

3.12 The Regulations allow for some discriminatory activities to be
lawful. These activities are either due to a genuine occupational
requirement or fall within statutory exceptions to the legislation.

3.13 If any age-related treatment, provisions, criteria or practices
satisfy the conditions set for these exceptions, they will be lawful
without the need for objective justification.

3.14 Employers should seek legal advice before taking any action in
the belief that an exception may apply.



3.15 The exceptions to the Regulations are for:

* positive action;

* genuine occupational requirements;

* the armed forces;

* acts under statutory authority;

* national security;

* retirement;

* the recruitment of those over 65

« the provision of benefits based on length of service;
« the National Minimum Wage;

» the provision of enhanced redundancy payments;

* the payment of life assurance cover to retired workers.

Positive action

3.16 The Regulations only permit two types of positive action to be
taken by employers. These are:

 affording persons of a particular age or age group access to
facilities for training which would help to fit them for particular
work;

* encouraging persons of a particular age or age group to take
advantage of opportunities for doing particular work.

3.17 The Regulations state that these two types of lawful positive
action may only be taken where, in regard to the work in
question, it reasonably appears to the employer that taking the
action will prevent or compensate for disadvantages linked to
age suffered by persons of the targeted age or age group.

3.18 As long as the conditions for taking positive action are satisfied,
the employer will not, in addition, have to lawfully justify his
taking of that action (by showing that it is a proportionate means
of achieving a legitimate aim).

3.19 It should be noted that lawful positive action of this nature is not
the same as positive discrimination. An example of the latter is
given above in Example 9. As noted previously, positive
discrimination of this kind may only be done if the employer can
lawfully justify taking the action.



3.20 Employers should seek advice from the Commission, and/or
seek independent legal advice, before taking any positive action
measure.

Genuine occupational requirements

3.21 In exceptional circumstances, age-related treatment, provisions,
criteria or practices may be lawful where, having regard to the
nature of the employment or the context in which it is carried
out, possessing a characteristic related to age is a genuine and
determining occupational requirement (“GOR”).

3.22 An employer may only use a GOR to justify age discrimination in
respect of recruitment arrangements and decisions; decisions
regarding promotion, transfer or training; and decisions regarding
dismissal from employment. An employer may not use a GOR
to justify differences in pay, terms and conditions of employment
or access to benefits.

3.23 An employer may only apply a GOR where it is proportionate to
do so. This is similar to the “proportionate means” requirement
that was discussed in the previous section.

3.24 Employers should seek advice from the Commission, and/or
seek independent legal advice, before taking any action in the
belief that GOR may apply.

Example 10 Genuine occupational requirements

A film company which is making a film of Oliver Twist may lawfully
apply a genuine occupational requirement to hire a young boy to
play Oliver and an adult man to play Fagin.

However, it may not be proportionate to apply a genuine
occupational requirement that requires the adult actor to be aged
over 50 years if, for example, any adult male actor (or alternatively,
any actor aged over 40 years) could play the role with as much
credibility.



Armed forces

3.25 The Regulations do not apply to service in the Army, Navy or Air
Force.

Statutory authority

3.26 Age criteria are widely used in legislation, notably in the area of
qualifying for various licences. Where this is the case the
employer must follow the criteria laid down by statute and will
not be contravening the Regulations by doing so.

National security

3.27 The Regulations do not render unlawful any justifiable act that is
done for the purpose of safeguarding national security, or
protecting public safety or public order.

Retirement

3.28 According to the Regulations, it is not unlawful age
discrimination for an employer to dismiss an employee who is
aged 65 years or above where the reason for the dismissal is
retirement. For further details, please refer to Chapter 4:
“‘Retirement” and Annex 3: “Retirement” in this Guide.

Recruitment of those over 65

3.29 Where the exception for retirement could apply, it is not unlawful
age discrimination for an employer to refuse to employ a job
applicant (for example, a job seeker who is not currently
employed by the employer) where the applicant’s age is greater
than the employer’s normal retirement age or, if the employer
does not have a normal retirement age, the age of 65 years.

3.30 This exception also applies to a job applicant who would, within
6 months from the date of his/her application, reach the
employer’'s normal retirement age, or if the employer does not
have a normal retirement age, the age of 65 years.



Exemptions based on length of service

3.31

3.32

In many cases, employers apply certain length of service criteria
before awarding benefits, such as increased holiday
entittements. Without the exception contained in the
Regulations, the application of such criteria could amount to
indirect age discrimination because some age groups are more
likely to satisfy the length of service criteria than others.

The exemption provides that benefits may be awarded to
workers using the criterion of length of service, subject to one
qualification. Once a worker exceeds 5 years’ service, the
worker may only be disadvantaged compared to a longer serving
worker if it reasonably appears to the employer that the way in
which they use the length of service criterion fulfils a business
need of the undertaking (for example, by encouraging the loyalty
or motivation, or rewarding the experience, of some or all of
their workers).

National Minimum Wage

3.33

3.34

Nothing in the Regulations will alter the provisions of the
National Minimum Wage. The exemption linked to the National
Minimum Wage will allow employers using exactly the same age
bands, i.e., 16 and 17, 18 to 21 and 22 and over, to pay at or
above the national minimum rates provided those in the lower
age group(s) are paid less than the adult minimum wage.

This will allow an employer to pay those aged 22 and over more
than those aged under 22, as long as those under 22 are paid
less than the minimum adult rate. Likewise, an employer may
pay those aged 18 to 21 more than those under 18 as long as
those under 18 are paid less than the minimum adult rate. The
exemption does not allow employers to pay different rates to
those in the same age category. Apprentices not entitled to the
National Minimum Wage may continue to be paid at a lower rate
than those who are on the National Minimum Wage.

Provision of enhanced redundancy payments

3.35 The statutory redundancy scheme will not substantially change

(except in respect of the years worked when an employee was
under 18 or over 64). Both the statutory authority exemption and
the exception for the provision of enhanced redundancy
payments to employees make it clear that, even though statutory



3.36

3.37

3.38

3.39

redundancy payments are calculated using age-related criteria,
such payments are lawful.

The exemption linked to statutory redundancy payments is for an
employer who wants to make more generous redundancy
payments than under the statutory scheme. It allows the
employer to use one of the methods specified, based on the
statutory redundancy scheme, to calculate the amount of
redundancy payment. An employer can use a different method
of their own to calculate the amount of redundancy payment, but
if it is based on length of service and if an employee brings a
discrimination claim under the Regulations, the employer will
have to objectively justify it in so far as age discrimination arises
(This is because the exception for pay and benefits based on
length of service does not apply to redundancy payments).

The exemption specifically allows the employer to do one or both
of the following:

* raise or remove the maximum amount of a week’s pay so
that a higher amount of pay is used in the calculation, and/
or

« multiply the amount allowed for each year of employment by
a figure of more than one.

The employer may again multiply the total by a figure of more
than one.

The exemption also allows an employer to make enhanced
redundancy payment to an employee who has taken voluntary
redundancy, and an employee with less than two years’
continuous employment. In such cases, where no statutory
redundancy payment is required, an employer may make a
payment equivalent to the statutory minimum payment, or if they
so wish, an enhanced payment as above.

Life assurance cover

3.40

Some employers provide life assurance cover for their workers.
If an employee retires early due to ill health, the employer may
continue to provide that life assurance cover for that worker.
This exemption allows an employer to stop doing so when the
worker reaches any normal retirement age at which he/she
would have retired had he/she not fallen ill. If there was no



normal retirement age at which the worker would have retired,
the employer can stop providing life assurance cover when the
worker reaches 65.




4 Retirement

Pension age is when an employee can draw down their pension.
For many, but not all, it is also the time when they can retire if they
wish.

Retirement age in this guidance is either the employer’s normal
retirement age (if there is one) or the default retirement age of 65.

Normal retirement age means the age at which the employer
requires employees in the same kind of position to retire.

Retirement age

4.1 The Regulations set a National Default Retirement Age (the
“default retirement age”) of 65. This will be reviewed in 2011.

4.2 Employers can:

 retire employees, or set retirement ages, in their company at
or above 65; or,

* retire employees, or set retirement ages, below the default
retirement age but will need to satisfy the test of objective
justification (see Chapter 3: “Exceptions & exemptions”).

Working beyond retirement

4.3 Employers do not have to have a fixed retirement age. There are
many business benefits to adopting a flexible approach to the
employment and work patterns of older workers. The
Regulations outline how:

« employees have the right to request to continue working
beyond their retirement date; and,

« employers have a duty to give full consideration to such
requests.

4.4 Employers should consider such requests on an individual basis
taking into account opportunities to vary the employee’s hours,
or the duties they perform. However, employers are under no
obligation to agree to such requests.




A ‘fair’ retirement
4.5 A ffair retirement is one that:

 takes effect on, or after, the default retirement age (or on or
after the employer’s normal retirement age, if there is one);
and,

» where the employer has given the employee written notice of
the date of their intended retirement; and,

» where the employer has informed the employee of their right
to request to continue working.

4.6 If the employer’'s normal retirement age is below the age of 65,
it must be objectively justified. Please refer to “Objective
justification” in Chapter 3: “Exceptions & exemptions” for further
details.

Retirement procedure

4.7 For the retirement to be classed as ‘fair an employer needs to
follow the retirement procedure outlined below:

Step 1: The written notification
Step 2: The meeting
Step 3: The appeal

Step 1: The written notification
What the employer should do

4.8 The employer must inform the employee in writing of both:

+ the intended retirement date; and,
 the right to request to go on working beyond that date

at least six months, but no more than twelve months, before the
intended date.

4.9 The employer is duty bound to notify employees, in writing,
regardless of:



» whether there is any term in the employee’s contract of
employment indicating when their retirement date is
expected to take place;

 any other notification of, or information about, the employee’s
date of retirement given to him by the employer at any time;
and,

 any other information about the employee’s right to make a
request given to them by the employer at any time.

4.10 It would be good practice to set out in the notification letter:

* how the planned retirement process works; and,

» the employer’s obligation to give full consideration to the
employee working after the normal retirement age.

4.11 However, in order to manage the expectations of the employee,
the employer should explain that:

* the right to request is only that;
» the employer is entitled to refuse the request; and,

« they are not required to give a reason for their decision (if
they have followed the retirement procedure correctly).

4.12 When carrying out the retirement procedure, the employer will
need to consider whether the procedure is accessible to the
employee. Some disabled employees may require the written
notification in an alternative format. Similarly, an employee
whose first language is not English may require the written
notification in their own language. If an employee requires
written notification in an accessible format, it is recommended
that the employer provide the written notification in the
accessible format required by the employee as well as in
English.

4.13 Retirement at the end of a working relationship requires tact and
sensitivity by the employer to ensure an employee can retire with
dignity. Therefore, employers who give reasons for their
decisions, and those who detail their retirement policy, may
maintain better workplace relationships with all their employees.



4.14 If an employer chooses to give reasons, they should take time to
consider what they are going to say and how they are going to
say it. Employers should not discriminate on other grounds,
such as:

« disability;

* gender;

» marital status or civil partnership status;
 political opinion;

* race;

* religious belief or community background;
» sexual orientation; or,

» whether or not a person has dependants.

4.15 Failure by an employer to notify an employee of decisions, and
documenting the rationale for their decisions, may lead to
concerns that other unlawful factors have been taken into
account. Employers may therefore wish to ensure that all
decisions are transparent and based on objective criteria.

Example 11 Giving a reason for not accepting a request not to
retire

A large manufacturer, Big Steel Ltd, has a retirement age at the
default retirement age of 65 years for all of its factory employees.

The intended retirement date of one of its employees, Seamus,
was 15 August 2007. Seamus received a written notification of his
intended retirement date and his right to request working beyond
retirement. Big Steel Ltd, by correctly following the retirement
procedure, issued Seamus the letter 11 months before his intended
retirement date.

Upon considering all his personal circumstances, Seamus decided
to request to work beyond retirement. Four months before his
intended retirement date Seamus submitted a written request not to
retire to his employer until 15 August 2010.

Big Steel Ltd agreed to Seamus’s request not to retire until 15
August 2010.

Another employee of Big Steel Ltd, William had an intended
retirement date of 11 November 2007. Again, the employer issued



the notification of the intended retirement date and of the right to
request not to retire 11 months before the intended retirement date.
Similarly, William decided that he wished not to retire and submitted
his written request not to retire until 11th November 2010, some 5
months before his intended retirement date.

Big Steel Ltd decided to reject William’s request not to retire. The
employer decided not to give a reason for agreeing to the request.
Furthermore, even after appeal the Big Steel Ltd refused to give a
reason for rejecting William’s request.

Big Steel Ltd may have had good business or human resource
reasons for rejecting William’s request not to retire. However, as
Big Steel Ltd failed to clearly give a reason for allowing William to
continue working past his intended retirement date, they may be
subject to a complaint of discrimination on other grounds. As
William is a Protestant and Seamus a Catholic, William lodged a
complaint with the Industrial Tribunal against Big Steel Ltd citing
that the application of the retirement procedure by his employer
was tainted by religious discrimination.

How the employee should respond

4.16 An employee may make a request to their employer not to retire
on the intended date of retirement.

4.17 If the employee has been properly notified by their employer at
least six months, but no more than twelve months, before the
intended date and wishes to continue working, the employee
must request to do so more than three months, but no more than
six months, before the intended retirement date.

4.18 When an employee requests not to retire, the employee must
propose that their employment should continue either:

* indefinitely;
 for a stated period; or,
« until a stated date.

4.19 An employee can make only one request in relation to each
intended retirement date.



What if the employer fails to notify the employee?

4.20 If an employer fails to notify the employee between twelve and
six months in advance of retirement, the employer may be liable
for a payment of compensation. The employee may have the
right to eight weeks’ pay as compensation.

4.21 The employer has an ongoing duty, up to two weeks before the
retirement, to inform the employee of both the intended date and
their right to request to work longer. Failure to do this will make
the retirement dismissal automatically unfair.

4.22 If an employer fails to inform the employee of their intended
retirement date and of their right to request continued working,
the employee will still be able to make a request not to retire at
any stage until dismissal. If the employee does make a request,
the employment must continue until the day after the employer
notifies the employee of their decision on the request.

How should an employee proceed if an employer fails to
notify them?

4.23 If an employer fails to notify an employee of their intended
retirement date and their right to request not to retire, between
twelve and six months in advance of retirement, the employee
can still make a request not to retire at any time before they
retire.

4.24 If the employer continues to fail to notify the employee of their
retirement date, again, the employee can still make a request not
to retire.

4.25 If this occurs, when making their request not to retire, the
employee must identify the date on which they believe that the
employer intends to retire them.

Step 2: The meeting

How should an employer respond to an employee’s
request not to retire?

4.26 If an employee makes a request not to retire, the employer must



seriously consider it before the employee is retired. Failure to do
so will make the dismissal automatically unfair.

4.27 In considering the request, the employer must:

* meet the employee to discuss the request within a
reasonable time period of receiving it (unless agreeing to the
request or it is not practicable to hold a meeting); then,

+ inform the employee of the decision in writing as soon as is
reasonably practicable.

4.28 There is no duty on the employer to hold a meeting, within a
reasonable time period, if:

« the employer and employee agree that the employee’s
employment will continue indefinitely; or,

+ the employer and employee agree that the employment will
continue for an agreed period; and,

» the employer gives notice to the employee of the agreement.

4.29 Furthermore, the duty to hold the meeting does not apply if it is
not practicable to do so within a reasonable time period and the
employer has considered any representations made by the
employee with respect to the request not to retire.

4.30 The employee’s employment continues until the employer has
informed them of their decision on the request.

Preparing for the meeting

4.31 In preparing for this meeting, the employer should reflect on the
positive reasons why they should grant an extension, with
particular regard to:

 savings to the organisation in recruitment and training costs;
and,

+ the valuable experience and knowledge of the employee.

4.32 The employer should avoid being influenced by stereotypical
assumptions about the capabilities of the employee.



An employee’s right to be accompanied

4.33 At the meeting, the employee has the right to be accompanied
by a representative or colleague as a way of encouraging a
constructive and informative discussion. There is the same right
in relation to any subsequent appeal meetings.

4.34 The individual accompanying the employee must be:

» chosen by the employee;

» a worker, or trade union representative, employed by the
same employer as the employee;

* permitted to address the meeting but not answer questions
on behalf of the employee; and,

» permitted to confer with the employee during the meeting.

4.35 The employer must permit a worker to take time off during
working hours for the purpose of accompanying an employee.

4.36 If the chosen companion will not be available at the time
proposed for the meeting by the employer and the employee
proposes an alternative time that is convenient to the employer,
employee and companion, the employer must postpone the
meeting to the time proposed by the employee. However, this
can only be done if the proposed time falls before the end of a
seven day period beginning the day after the day proposed by
the employer.

Example 12 Failure to follow the retirement procedure and
failure to allow an employee to be accompanied

Nalini is expected to retire on 1 July 2007, as stated in her contract
of employment. On 15 April 2007, Nalini had not received written
notification of her retirement date and her right to request not to
retire from her employer.

Knowing that her employer had failed to follow the retirement
procedure by not notifying her of her retirement date and her right
to request continued working, Nalini submitted a written letter to her
employer stating that she wished not to retire on 1 July 2007 and
that she wished to continue working until 1 July 2009.



Despite her employer’s failure to follow the retirement procedure,
they arranged a meeting to consider and discuss Nalini’s request
not to retire. In her arrangements for the meeting, Nalini wished to
be accompanied by Revati, another employee of the company.
However, the employer refused to allow Revati time off to attend
the meeting.

The meeting between Nalini, Revati and their employer did not take
place. Nalini was then retired by her employer on 1 July 2007.

As the employer did not notify Nalini, within the six to twelve
months before her intended retirement date, of her retirement date
and her right to request not to retire, the employer failed to follow
the retirement procedure correctly. Under the Regulations, the
employer may be required to pay compensation to Nalini.

Furthermore, by failing to allow Revati time off during working
hours for the purpose of accompanying Nalini, the employer may
also be required to pay compensation under the Regulations.

At the meeting

4.37 The meeting is an opportunity for the employee to put their case
before the employer. At the end of the meeting the employer
may decide that, whilst they cannot accept the employee’s
stated request, there may be a compromise solution. It is
perfectly acceptable for the employer to propose alternative
working patterns and retirement dates, other than those
proposed by the employee, if the employer is persuaded by the
employee’s case not to be retired.

After the meeting

4.38 The employer must give the employee notice, in writing, of their
decision on the request as soon as is reasonably practicable
after the date of the meeting.

4.39 If the employer accepts the employee’s request not to retire, the
employer must state, in writing, that the request not to retire is
accepted and,

» where the decision is that the employee’s employment will
continue indefinitely, state that fact or



» where the decision is that the employee’s employment will
continue for a further period, state that fact and specify the
length of the period or the date on which it will end.

4.40 If the employer decides to refuse the employee’s request not to
retire, the employer must confirm in the written notice that they
wish to retire the employee and the date on which the dismissal
is to take effect.

4.41 If the employer decides to:

» refuse the employee’s request not to retire; or,

» specifies a period shorter than the period proposed by the
employee in the employee’s request not to retire,

the employer has a duty to inform the employee of their right
to appeal.

4.42 Employers are not required to give a reason for their decision. If
they follow the retirement procedure correctly, the reason for the
dismissal will always be retirement. However it is important to
re-state that failure by an employer to notify an employee of
decisions, and documenting the rationale for their decisions, may
lead to concerns that other unlawful factors have been taken into
account. Employers may therefore wish to ensure that all
decisions are transparent and based on objective criteria.

Step 3: The appeal

How should an employer respond to an employee’s
appeal?

4.43 The employee may appeal against the employer’s decision as
soon as is reasonably practicable after receiving notification of
the employer’s decision.

4.44 |If the employee does appeal, the appeal meeting should be held
as soon as is reasonable. The appeal meeting is the final
opportunity for the employee to put their case before their
employer. Both the employer and the employee must take all
reasonable steps to attend the appeal meeting.

4.45 The employee may appeal the decision if the employer refuses
the request in its entirety or if the employer accepts it but



decides to continue employing the employee for a shorter period
than the employee requested. The appeal meeting can be held
after the retirement has taken effect.

4.46 As with the first meeting, there is no duty on the employer to
hold an appeal meeting, within a reasonable time period, if:

« the employer and employee agree that the employee’s
employment will continue indefinitely; or,

« the employer and employee agree that the employee’s
employment will continue for an agreed period; and,

» the employer gives the employee notice of the agreement.

4.47 Furthermore, the duty to hold the appeal meeting does not apply
if it is not practicable to do so within a reasonable time period
and the employer has considered any representations made by
the employee with respect to the request not to retire.

4.48 As with the first meeting, the employee has the right to be
accompanied at the appeal meeting.

4.49 When making a decision regarding the appeal, the employer
must follow the guidance in the above sub-section “After the
meeting”. However, the employee has no further right of appeal.

What haé)pens when an employee reaches their
extended retirement date?

4.50 The procedure outlined above must be repeated each time an
individual nears an extended point for retirement, or in the case
of an agreement for indefinite employment, when the employer
decides to retire the individual.

Follow the retirement procedure to ensure a ‘fair’
retirement

4.51 As long as employers follow this procedure correctly they may
rely on their normal retirement age, if they have one, or the
default retirement age without dismissal being regarded as unfair
or age discriminatory. Where a dismissal is for reason of
retirement, the statutory dismissal procedure does not apply.
(For further information on the statutory dismissal procedure
contact the Labour Relations Agency).



4.52 To understand how a complaint can be made against an
employer for failure to follow the fair retirement procedure
correctly, please refer to the “Retirement” section of Chapter 6:
“Making a complaint” in this Guide.

Transitional arrangements

4.53 A factsheet about transitional arrangements has been produced
by the Office of the First Minister and Deputy First Minister
(OFMDFM) for employees who are retiring on or shortly after 1
October 2006. This factsheet is available on the OFMDFM
website; www.ofmdfmni.gov.uk.




5 Good practice guidance

Business case

5.1

5.2

5.3

5.4

There is a sound business case for adopting good practice
measures in order to ensure that job applicants and employees
are not discriminated against on grounds of age, or indeed, on
any of the grounds protected under the equality legislation.

By adopting an inclusive approach in relation to recruitment and
selection practices and procedures, employers widen their
recruitment base and thereby attract a wider range of applicants.
In addition, an employer that is, and is seen to be, proactive in
promoting equality of opportunity is likely to enhance its image
in the eyes of its employees, clients, customers and job
applicants. This in turn could result in business benefits such as
reduced staff turnover, more individuals seeking employment in
the organisation and increased business opportunity.

In contrast, a failure to promote equality of opportunity can have
serious repercussions both for employers and employees. Unfair
treatment and harassment in the workplace can cause staff to
resign or take sick leave due to anxiety and stress. In addition to
the effect that this can have on individual employees, it can also
impact on overall staff productivity and morale.

Discriminatory practices can have cost implications in terms of
staff time and, if brought to a tribunal, the cost of defending the
case and possibly paying compensation. In addition, if staff
resign or are on sick leave, there can be cost implications in
terms of recruiting or training new staff or as a result of lower
productivity levels.

Good practice measures

5.5

The sections below outline good practice recommendations for
employers in the following areas:

« Equality policies, practices and procedures;
» Recruitment, selection and promotion;

« Harassment and bullying;

* Monitoring and review;



* Positive action; and,
 Other policies, processes and procedures.

5.6 Itis important to stress at the outset that adopting best practice
measures is not simply about avoiding discrimination. The best
practice measures outlined below are designed to help
employers adopt a proactive rather then a reactive approach to
promoting equality of opportunity in the workplace. The practical
guidance aims to help employers recognise and promote
diversity and to integrate equality into all of their working policies
and practices.

Small/medium sized employers

5.7 Itis accepted that small to medium sized employers may have to
adapt some of the good practice measures outlined below in
light of their own individual circumstances. However, any
adaptations made should be fully consistent with this Guide’s
general intentions and be in full conformity with the Regulations.

Commitment from management

5.8 Employers should remember that the successful implementation
of the following good practice measures requires the
commitment of management, particularly senior management.
Management must by words and actions demonstrate their
commitment to eradicating unlawful discrimination and fully
integrating equality of opportunity into the workplace. Adequate
resources, in terms of staff, time, funding etc, must also be
allocated.

5.9 The general good practice recommendations set out below seek
to outline some of the practicable steps employers can take to
promote equality of opportunity and prevent discrimination in the
workplace. They are designed to help employers create a good
and harmonious working environment in which all employees are
treated with dignity and respect regardless of their age. They
aim to assist employers develop an environment in which
employees understand in clear terms what behaviour is and is
not acceptable. They also give guidance on how employers can
build an environment in which individuals can raise complaints of
discrimination without fear of victimisation, and in which
individuals can be confident that their complaints of
discrimination will be treated seriously and dealt with effectively.




Equality policies, practices & procedures

5.10

5.1

5.12

5.13

There are key equality policies, practices and procedures which
it is recommended that employers and training providers put in
place in order to promote equality of opportunity in the
workplace and to help prevent discrimination on grounds of age,
as well as the other grounds protected by the equality legislation.

It is recommended that employers should:
Implement an equal opportunities policy

» Develop and implement a clear, comprehensive, effective and
accessible equal opportunities policy which specifically covers
the area of age, or

« Check that their existing policy covers the ground of age.

* The policy should set out the employer's commitment to the
promotion of equality of opportunity in the workplace and
make it clear to employees that discrimination on grounds of
age is unlawful and will not be tolerated in the workplace.

The Commission recommends that employers base their policy
on the Commission’s “Model Equal Opportunities Policy”. A
printed copy of this document can be obtained by contacting the
Commission or may be downloaded from the Commission’s
website.

Implement a harassment policy and procedure

» Have a clear, comprehensive, effective and accessible
harassment policy and procedure which covers complaints of
harassment on grounds of age. By implementing a
harassment policy and procedure, employers outline to their
employees and others how they can raise complaints of
harassment and how these complaints will be dealt with.

The Commission recommends that employers base their policy
on the Commission’s “Model Harassment Policy and Procedure”.
A printed copy of this document can be obtained by contacting
the Commission or may be downloaded from the Commission’s

website.



5.14 Consult on policies

5.15 Communicate policies etc.

Consult with the appropriate recognised trade union(s),
employee representatives or the workforce when drawing up
and implementing an equal opportunities policy and
harassment policy and procedure.

When consulting with their workforce, employers are strongly
recommended to consult with all employees. If an employer
only consults with their full-time workers they could be
considered as treating part-time workers, many of whom
may be children and young people, less favourably than full-
time workers.

Effectively communicate their equal opportunities policy,
harassment policy and procedure, and all other policies or
procedures they may have relating to equal opportunities, to
all employees, contractors and agency staff. Particular
efforts should be made to inform part-time workers; many of
whom are children and young people. This can be done, for
example, through staff briefings, contracts of employment,
staff handbooks, notice boards, circulars, written notifications
to individual employees, equal opportunities training,
induction training, management training, training manuals
etc.

Take all available opportunities, especially when recruiting
new staff, to ensure that equal opportunities policies,
practices and procedures are widely known. No one should
be in any doubt about their employer’s policy and practice.

Ensure that equal opportunities policies and procedures are
accessible to all employees, particularly children and young
employees, disabled employees and/or employees from a
minority ethnic background. They should be accessible as
regards their format, content and implementation.

Make it clear to agents, for example recruitment consultants,
what is required of them with regard to their duties and
responsibilities under the Regulations and the extent of their
authority.

Note their commitment to equality of opportunity, including
on the grounds of age, in relevant publications (e.g.,
company reports) and particularly in job advertisements.

Make their commitment known to all job applicants.




5.16 Provide training

» Provide training and guidance to all employees in order to
ensure that they understand their responsibilities under the
Regulations, other equality legislation and the organisation’s
equal opportunities policies and procedures. Employers
should make every effort to ensure that training is accessible
to all staff; including children and young people, those with
disabilities and those from minority ethnic groups.

* It is particularly important that training and guidance is given
to all managers, supervisors, personnel and other employees
who have key roles in relation to implementing equality of
opportunity in the workplace.

» Ensure that all training and guidance is regular, relevant and
up-to date.

5.17 Allocate responsibility

 Allocate overall responsibility for their equal opportunities
policies, practices and procedures to a member of senior
management.

* Incorporate responsibility for ensuring compliance with their
equal opportunities and harassment policies and procedures
into the job descriptions of all employees.

» Set, as part of the appraisal process, objectives for
personnel staff and those with managerial responsibilities in
relation to how they have contributed to the implementation
of their employer’s equal opportunities policies and
procedures.

* Incorporate equal opportunities into business plans and

strategies, performance management systems and the
corporate planning process.

5.18 Deal effectively with complaints

» Deal effectively with all complaints of discrimination,
including those on grounds of age.

« Ensure that complaints are dealt with promptly, seriously,
sympathetically, confidentially and effectively. By dealing with
complaints in this way, employers are reinforcing the
message to their employees that they are committed to:

« promoting equality of opportunity in the workplace; and,



5.19

Recruitment, selection & promotion

5.20

5.21

5.22

5.23

« consider complaints of discrimination a serious matter.

» Take all reasonably practicable steps to ensure that
individuals who do raise complaints are not victimised
because of their complaints.

Check disciplinary rules

» Check disciplinary rules and/or procedures to ensure that
unlawful discrimination is regarded as misconduct and could
lead to disciplinary proceedings.

« Take appropriate action in relation to employees who
discriminate contrary to the Regulations.

Employers that already ensure that recruitment is carried out in
a systematic and objective manner and use sound selection and
promotion arrangements are likely to have to implement fewer
changes as a result of the Regulations. However, as outlined in
the good practice recommendations below, there are certain
recruitment and selection issues which arise in relation to the
area of age.

Employers must now ensure that employees do not treat job
applicants less favourably because of their actual or perceived
age. They must also ensure that criteria, practices or
procedures used during the recruitment and selection process
do not, without justification, place individuals of a certain age at
a particular disadvantage. The Regulations apply both to
promotions in an organisation as well as external recruitment
exercises.

There are some rare exceptions when there is an objective
justification for an age requirement or age is a genuine
occupational requirement. For further information, please refer
to Chapter 3: “Exceptions & exemptions” in this Guide.

Training is vital in helping people to avoid making stereotypical
judgements either about older or younger workers. All those
who select applicants for employment or make other decision on
promotion, pay and other employment-related benefits should
receive training on age discrimination.



Job description and personnel specification

5.24 A job description outlines the duties required of a particular
post-holder. A personnel specification gives the skills,
knowledge and experience required to carry out these duties.
When drafting/reviewing job descriptions and personnel
specifications, employers should avoid references, however
oblique, to age in both the job description and the personnel
specification. For example, avoid asking for ‘so many years’
experience unless the requirement can be objectively justified.
This may rule out younger people who have the skills required
but have not had the opportunity to demonstrate them over an
extended period. A jobseeker could challenge any time-
requirement and this may have to be justified in objective terms.

Example 13 Job description and personnel specification

A local driving school has been advertising for instructors who must
be qualified and have a minimum of 10 years’ driving experience.
Effectively this would prevent people under 27 applying for this job
and could therefore be discriminatory. The school would need to
justify this 10 year experience criterion if challenged by a jobseeker
under 27 especially as only 4 years’ experience is formally required
to qualify as a driving instructor.

5.25 Educational and vocational qualifications have changed and
developed over the years. Employers will need to make sure
that specified qualifications do not disadvantage people of
different ages. Employers should consider whether

+ the qualifications are really necessary
« are still current or

« if there are other ways of specifying the skill level they
require

5.26 If an employer needs to be specific about qualifications, they
must be sure they can justify their need in objective terms. An
employer should make it clear that they will consider equivalent
or similar level alternative qualifications, and must be in a
position to evaluate such equivalent qualifications.



Advertising
5.27 It is recommended that employers:

 write job advertisements using information in the job
description and personnel specification (see below);

« should not expressly or implicitly indicate that the post is
more suitable for people of a particular age, by:

. avoiding language that might imply that they would
prefer someone of a certain age, such as ‘mature’,
‘young’ or ‘energetic’; and

. avoiding hidden messages that may be present in
any promotional literature, particularly visual images.

* in the rare situations where it is genuinely necessary for the
job to be carried out by persons of a particular age group
(i.e. the employer intends to rely on a genuine occupational
requirement), the advertisement should clearly say so.

 advertise all vacancies as widely as possible, as different
newspapers and magazines are usually aimed at different
markets. For example, it is highly unlikely that advertising in
a magazine aimed at older readers will attract a range of
younger candidates;

* use, when appropriate, the lawful positive action measures
designed to encourage people of a particular age to apply
for particular work (see below);

* make their commitment to equality of opportunity known to
all job applicants; and,

» check that advertisements or information to applicants
include an equal opportunities statement which refers to age.

Example 14 Advertising

A local clothing manufacturer operates a recruitment and promotion
policy whereby all new posts are advertised externally; there are no
internal company trawls offering promotion. The company decided
to place advertisements in a local fashion and lifestyle magazine
aimed at young people.

The placement of this advertisement only in a magazine aimed at
young people may indirectly discriminate against older people
because they are less likely to subscribe to the magazine and



therefore less likely to find out about the vacancy. This action could
also be used as evidence by an older complainant as indicating
that the employer was seeking to recruit a young person.

Graduates
5.28 Employers should:

 avoid using the term ‘graduates’, as it is often interpreted by
job seekers as an employer wanting someone in their early
twenties;

* make it clear that they are interested in the attainment of a
given qualification and not the age of the applicant;

 avoid limiting recruitment to university “milk rounds” only.
This practice may be indirect age discrimination, as it
severely restricts the chances of someone over, let’s say 25
years, applying for their vacancies. If challenged, an
employer would need to objectively justify this practice; and,

» use “milk round” programmes as an enhancement of broader
recruitment strategies to capture the widest range of
applicants of differing ages.

Example 15 Graduates

A local engineering company is looking for a new personnel officer
and asks for applicants to be graduates and hold the Chartered
Institute of Personnel & Development (CIPD) qualification. As
many more people attend university today than say 25 years ago,
there is a lower chance that older personnel officers will be
university graduates even though holding the CIPD qualification
and having considerable practical experience. This graduate
requirement might be indirect age discrimination if the employer is
unable to objectively justify it. As the CIPD qualification was
formerly the IPM qualification, an employer should also be aware of
equivalency in exams and professional qualifications.

Application form
5.29 Asking for age related information on an application form,

although it is not inherently unlawful, could lead to occurrences
of age discrimination, particulary if the need for the information



cannot be objectively justified. Therefore, after drafting or
reviewing job descriptions and personal specifications employers
should also review or redraft their application forms. Employers
should consider taking the following steps:

* removing the date of birth or age question from the section
of the application form that will be considered by the
members of the selection panel.

+ placing questions about date of birth or age within a
separate or detachable “personal information” section of the
form that will be retained for administrative purposes only by
the personnel department, or on a separate or equal
opportunities monitoring form; and,

* reviewing questions on application forms about educational
and employment history to ensure that they do not seek
unnecessary information from which the ages of applicants
may be inferred.

Example 16 Application form

A voluntary organisation is seeking to employ a project officer. In
the light of the Regulations, the organisation reviews and amends
the job description and personnel specifications for the post. After
this review the organisation feels that it can objectively justify
requiring the post-holder to be qualified to degree level and to have
3 years’ relevant work experience. One particular impact of these
apparently justifiable criteria is that all eligible applicants will
generally be aged in their mid-20s or over. So, in drafting an
appropriate application form for the post it will not be possible to
avoid seeking at least some information from which the minimum
age of applicants can be inferred. To proceed, the organisation
drafts a new application form that contains three sections:

 Personal Information

» Equal Opportunities Monitoring Form

» Competency Application Form

The separate and detachable Personal Information section seeks
to elicit personal information; such as name, address, national

insurance number, that is needed for administrative purposes.

The separate and detachable Equal Opportunities Monitoring
section is used to collect information for monitoring purposes only.



A question about date of birth or age is placed on either the
Personal Information section or the Equal Opportunities section or
both, but it is omitted from the Competency Application Form.

The Competency Application Form (“CAF”) is the only section seen
by the selection panel for shortlisting and interviewing purposes.
This is drafted in a way that does not ask direct questions about
the chronology of educational or employment history (e.g. it does
not ask applicants to list the relevant dates of current and former
employment). Instead, the CAF sets out the key competencies for
the job, as based on the personnel specification. The applicants
are then asked to demonstrate in their answers how they meet
each of the key competencies. It is only this information that will
be used for shortlisting purposes.

In answering the key competency questions, the applicants may
incidentally provide information from which their ages, or age
ranges, may be inferred with varying degrees of accuracy.
However, the organisation may now be in a better position to
demonstrate that it made its selection decision on the basis of
information that was directly relevant to the key competencies and
this will decrease the possibility of an inference being drawn that it
based its decision on age grounds.

Shortlisting

5.30 Where practicable, the shortlisting panel should consist of at
least two members, each of whom has received training in equal
opportunities, who are familiar with the employer’s equal
opportunities policies, and are familiar with current equality
legislation and guidance, including the Age Regulations and this
Guide.

5.31 The panel should assess applicants against shortlisting criteria
that are the same as the essential and desirable job criteria
described in the job description and personnel specification.

Interviewing
5.32 When interviewing, employers should:

» ensure where practicable that the shortlisting and interview
panel contain the same members;

« avoid asking questions related to age. For example, “how
would you feel about managing older or younger people?”;



 avoid throwaway comments such as “you’re a bit young for a
post of this responsibility” or “don’t you think someone like
you should be looking for something with more
responsibility”;

+ ensure that panel members do not make stereotypical
assumptions in relation to an applicant’s actual or perceived
age. Assumptions or decisions should not be made about
whether or not an applicant will “fit into” the existing
workplace environment; and,

» focus on the applicant’s competence and, where more than
one applicant demonstrates the required competence, the
applicant who is more competent or offers the best skill mix
should be appointed.

5.33 Post interview, employers should check decisions for any bias.
In all instances, employers should record their decisions and
retain these records; ideally for 12 months from the date of the
interviews.

Promotion

5.34 Employers should review their promotion procedures to ensure
that there are no barriers to any particular age groups, that
vacancies are suitable for all age groups, and that everyone is
encouraged to participate.

5.35 In selecting personnel for promotion purposes, employers are
strongly recommended to:

 advertise widely throughout their organisation all promotion
opportunities - these should be conducted in a fair and
consistent manner with all procedures being reviewed
regularly;

- draft or review job descriptions and personnel specifications
for positions available for promotion in the same manner as
for positions that would be advertised externally;

 take care when using internal trawls especially if there is an
existing imbalance in the workforce;

 avoid the operation of informal mechanisms for promotion;

« train those making the selection on the avoidance of age
discrimination in any promotion assessment;

» develop systems to monitor and identify problem areas (see
below); and,




 consider positive action training courses (see below).

Working with contract workers and employment agencies

5.36

5.37

5.38

5.39

5.40

5.41

The Regulations prohibit employers from discriminating against
or harassing contract workers. Employers should ensure that
their equal opportunities and harassment policies apply to any
contract workers that they engage. The policies should not only
protect contract workers, but should also inform them that they
are required to comply with the terms of the policies too.

Employers should require any employment agencies whose
employees and services they use to undertake to comply with
the employer’s equal opportunities and harassment policies in
their dealings with the employer and their staff.

The Regulations prohibit employment agencies from
discriminating against or harassing their service-users or
prospective service-users. Employment agencies should
develop their own equal opportunities and harassment policies.
Employers should ensure any employment agency they engage
are made aware that the employer expects the agency to comply
with the Age Regulations and this Guide.

Employers should not instruct employment agencies to subject
any person to age discrimination or harassment; and if any such
instructions are given, employment agencies should not accept
them.

There is only one situation in which employment agencies can
avoid liability for implementing a discriminatory instruction from
an employer. This occurs where the employer may rely on a
genuine occupational requirement (“GOR”) defence in order to
lawfully refuse to offer employment to an individual on the
grounds of age. In this situation the employment agency can
avoid liability for accepting the employer’s instruction if it can
show that it relied on a statement from the employer that its
actions were not unlawful by virtue of the GOR defence and,
that it was reasonable for the agency to rely on that statement.

An employer who knowingly or recklessly makes a false
statement to an employment agency about these matters
commits an offence. Consequently, to protect their own position,
it would be advisable for employment agencies to obtain the
relevant instructions and assurances of lawfulness in writing.



References

5.42

5.43

Employers who seek references in respect of job applicants as
part of the recruitment process should do so in a non-
discriminatory way. For example, employers should not, without
an objective justification, seek references for applicants of a
given age or age group, whilst omitting to seek references for
applicants of other ages or age groups. It is good practice for
an employer to supply referees with copies of the relevant job
description and personnel specification, and to ask specific
questions which seek to elicit information about an applicant’s
ability to carry out the particular requirements of the job.

Employers, including managers and supervisors, who supply
references, both formal and informal, should do so in a non-
discriminatory way. Employers should not refuse to provide
references for employees or former employees on the grounds
of their age, or as an act of victimisation. Neither should
employers, on discriminatory grounds, provide employees or
former employees with detrimental references. Employers
should ensure that references are not influenced by personal
prejudices relating to an individual’s actual or perceived age, or
to the fact that the individual may previously have made an age
discrimination complaint against the employer.

Harassment & bullying

5.44

5.45

Every individual member of staff has the right to be treated fairly
and with dignity and respect. Harassment occurs when
someone engages in unwanted conduct on the grounds of age
which has the purpose or effect of violating someone else’s
dignity or creating an intimidating, hostile, degrading, humiliating
or offensive environment.

If the purpose of the conduct is to harass a fellow worker, that
will be unlawful harassment in its own right. However, the
intention of the perpetrator will not always determine whether a
particular type of conduct is harassment. The effect it has on
the recipient may also amount to harassment even where the
perpetrator did not intend to cause any offence, or did not
specifically direct the offensive conduct at the person alleging
harassment.



5.46 People can become targets of harassment because of their age
or the age of a person close to them (for example, their personal
partner). Harassment could take the form of:

* inappropriate comments - for example, by suggesting
someone is too old (‘over the hill’) or too young (‘wet behind
the ears’);

« offensive jokes; and,
 exclusion from informal groups such as social events.

Bullying

5.47 Bullying is just as unacceptable as any other form of
harassment.

5.48 At present, there is no specific legislation which deals with
bullying at work, unlike other forms of harassment, such as
sexual, sexual orientation, sectarian, disability, and racial
harassment, which are embraced by anti-discrimination
legislation. In the individual contract of employment, it is implied
that employees have the right to work in a reasonably suitable
environment.

5.49 Victims of bullying may obtain remedies in the Civil Court, the
Industrial Tribunals and perhaps in the Criminal Court:

In common law

» Employers are bound to provide a safe system of work. This
includes an environment free from bullying. If they fail to do
S0, and, as a result, an employee suffers foreseeable harm,
that employee is entitled to claim damages in the civil court.

Constructive dismissal

* An employee who has been forced to leave their job because
of bullying may be able to claim that this amounts to
constructive dismissal, subject to the qualifying periods. An
employer who has used bullying tactics to dismiss an
employee may therefore have to defend a claim at an
Industrial Tribunal.

The Health and Safety at Work Regulations 1992
« Employers are required to ensure that risks to the health and
safety of employees are properly and adequately assessed



and appropriate protective and preventive action is taken.
This duty of care extends to the mental as well as the
physical well-being of the employee.

Criminal liability

» Violence towards a colleague or customer constitutes a
breach of contract and may attract criminal proceedings. As
well as the bully, the organisation may also be legally liable.

The Protection from Harassment (Northern Ireland) Order 1997:

« It is a criminal offence and a civil breach of duty to pursue a
course of conduct which amounts to the harassment of
another person. This Order also creates the indictable
criminal offence of putting people in fear of violence. The
employee may proceed to the civil courts to obtain damages
or an injunction against the bully or to the criminal courts for
a prosecution.

5.50 Employers are strongly recommended to seek advice from the
Labour Relations Agency regarding bullying in the workplace.
Furthermore, the reader may wish to refer to the joint Equality
Commission and Labour Relations Agency publication
“Harassment & Bullying in the Workplace.”

Promoting a good and harmonious working environment

5.51 Employers should promote in a proactive, and not just a reactive
manner, a good and harmonious working environment, in which
all employees are treated with dignity and respect irrespective of
their age. If a good and harmonious working environment is not
being provided and maintained, employers should take
appropriate steps to address the situation.

5.52 Employers should ensure anti-harassment policies cover age.
An employer may have a stand alone policy or one that is part of
a wider equal opportunities policy.

5.53 Employees should be informed that they should not harass, or
otherwise unlawfully discriminate against, other employees or
agency staff on grounds of age, during or outside normal
working hours or inside or outside the workplace.




Dealing with harassment

5.54

5.55

5.56

5.57

5.58

When investigating alleged incidents of harassment, employers
should be aware that, for a variety of reasons, individuals may
be reluctant to bring a complaint of discrimination on grounds of
age. As is the situation with other discrimination complaints, an
individual may be concerned that his or her complaint will not be
taken seriously or that he/she will be victimised if a complaint is
brought. Very young people may also be more reluctant to
complain as they may be new to an organisation or feel
constrained in doing so as a result of their young age. ltis
therefore vital that, if a complaint is made, the complaint is not
trivialised and is dealt with in a confidential manner.

In order to provide support, advice and assistance to people who
believe they have been discriminated against, it is preferable for
an employer, where reasonably practicable, to have a designated
adviser/s to whom the individual can speak to in confidence.
Designated advisers should receive appropriate training in order
to enable them to carry out their roles effectively.

Employers are strongly advised to take action in relation to
discriminatory acts which they become aware of, or ought to be
aware of, even in the absence of a complaint or in
circumstances where an individual is reluctant to name individual
harassers. In addition, an employer is also strongly advised to
take action if a complaint is raised in a general manner through
an employee’s trade union or other employee representatives,
other staff or managers.

Tackling harassment in a situation where an employee will not
make a formal complaint or where an alleged harasser can not
be identified, poses particular problems for an employer. It is
therefore in the interests of the employer to develop a strong,
transparent and trusted harassment policy in which all staff and
others have faith, so that they are more likely to make use of it
with confidence.

Further information on dealing with complaints of harassment
either formally or informally can be obtained from the Equality
Commission or by referring to the Commission’s “Model
Harassment Policy and Procedure” and joint publication with the
LRA “Harassment & bullying in the Workplace.”



Dealing with discriminatory actions by employees,
clients or customers

5.59

5.60

There is a responsibility on employers to ensure that it's
employees, clients or customers do not harass other employees
because of their age, actual or perceived or as a result of their
association with other of different ages. An employer cannot
either refuse to employ an individual or dismiss an individual
because its workforce, customers or clientele refuse to accept
that individual on grounds of age. The prejudices of other
employees, clients or customers cannot excuse unlawful
discriminatory action.

Employees, clients or customers who refuse to work with or deal
with an employee on grounds of age should be informed in clear
terms that their actions are discriminatory and are unacceptable
in the workplace. Measures should be taken to reinforce the
employer’s equal opportunities and harassment policies and
disciplinary action should be taken as appropriate.

Monitoring & review

5.61

5.62

5.63

Employers who have 11 or more full-time employees are
required under the fair employment and treatment legislation to
register with the Equality Commission. They are also required to
monitor the community background and sex of their employees
and applicants and to submit annual monitoring reports in
respect of this data to the Commission. They are also required
to use this data to carry out periodic reviews of the composition
of their workforces and of their employment policies and
practices.

In relation to the other statutory equality grounds (i.e. age, race,
disability, sexual orientation), the Commission recommends that
each employer should develop a policy on equal opportunities

monitoring that applies to one or more or all of these categories.

The policy should describe the employer’s rationale for
monitoring and outline the employer’'s commitments or intentions
regarding should also:

« the collection of statistical data relating to its workforce with
regard to one or more of the statutory equality categories,
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5.64

5.65

5.66

5.67

5.68

which may include age;

 collection of qualitative data, such as staff surveys, about
the provision of equal opportunities with regard to one or
more of the statutory equality categories, which may include
age; and,

» conduct of periodic reviews of the provision of equality of
opportunity in the workplace with regard to one or more of
the statutory equality categories, which may include age.

The development of, and effective monitoring through, an equal
opportunities policy may give employers valuable insights into
how people view their work and their employer, help the
employer create a positive working environment and assist in the
promotion of equality of opportunity and fair participation for
applicants and appointees.

Most employers will probably already have information that
shows the ages of its employees. To understand the workforce,
it is essential that employers analyse this information to get an
age profile of the workforce. Age profiles may help employers
decide whether there is a need to:

 plan for a retirement peak or

« take positive action measures to rectify any obvious
imbalance in the age profile of the workforce.

Employers can also use this profile to check that their entire
workforce is getting access to training and other facilities.

Employers may lawfully discriminate against job applicants and
employees on the grounds of age if the treatment can be
objectively justified as a proportionate means of achieving a
legitimate aim. Please refer to Chapter 3: “Exceptions &
exemptions” for more information on objective justification. It is
essential that employers develop an equal opportunities policy,
implement robust monitoring and always use the evidence
garnered from their monitoring in all decision making. Itis
recommended that employers should not merely rely on old
working practices, or ‘gut feelings’, as these may be based on
unfounded assumptions and stereotypes.

Decisions based upon sound statistical evidence is more likely to
pursued an Industrial Tribunal that an employer has taken care



in making decisions based upon the real needs of the
organisation.

Positive action

5.69

5.70

5.71

5.72

The Regulations allow employers and trade organisations to take
positive action measures in certain circumstances. Positive
action measures are measures which employers and trade
organisations can lawfully take to prevent or compensate for
disadvantages linked to age. Employers can take certain
measures which specifically target employees and/or applicants
on grounds of age.

The Regulations stipulate that positive action measures can only
be taken by employers, these measures are:

» designed to afford persons of a particular age or age group
access to facilities for training which would help fit them for
particular work; or,

» aimed at encouraging persons of a particular age or age
group to take advantage of opportunities for doing particular
work.

For example, in addition to advertising widely, an employer might
place advertisements where they are more likely to be seen by
people in a disadvantaged group. On the other hand they might
limit access to a computer training course to those over 60
because this group may have had less exposure to such training
in the past.

Positive action on age can help employers attract people from all
age groups in the local community. Before taking any of the
above positive action measures, employers must reasonably
consider that the measures will, in relation to employees or
applicants, prevent or compensate for disadvantage linked to
age. An employer must:

 believe that employees or applicants have suffered a
disadvantage linked to age (this may be obtained through the
employer’'s monitoring and review processes); and then,

* reasonably consider that their permitted positive action
measure compensates for that disadvantage - such as, for
the under-representation of persons of a particular age or
age group.



Example 17 Positive action

Using information gathered through its workforce monitoring
processes, Green & Company, an information technology business,
has noted that its workforce has a relatively young age profile. This
is mainly due to a disproportionately small number of employees in
its software development department who are aged over 50 years.
Furthermore, the company has noted that it receives relatively few
applications for work in the software development department from
persons in that age group. The reason for this seems to be that
persons in that age group are less likely to have the relevant
computer-related technical qualifications and experience necessary
for the work in question.

The company believes that by providing, and advertising, positive
action training it can compensate for a particular disadvantage (i.e.
lack of technical qualifications and experience) suffered by persons
in the over 50s age group. Consequently, the company decides to
develop ‘transfer’ and ‘pre-employment’ training programmes that
are open only to persons of this age group. The courses are,
respectively, open to either existing employees wishing to transfer
into the software development department or to those seeking new
employment with the company.

The company believes that the programme will lead to an increase
in the numbers of persons from this age group applying for work in
its software development department, and that it will enable
graduates of the programme to be better able to compete with
younger applicants in the recruitment exercises.

Green & Company includes welcoming statements in its internal
and external advertisements for the ‘transfer’ and ‘pre-employment’
training schemes. The welcoming statement states that “Green &
Company are committed to equality of opportunity in employment
and welcomes applications regardless of age, community
background, disability, gender, marital or civil partnership status,
political opinion, race, sexual orientation, or whether or not they
have dependants. The company specifically welcomes applications
from persons who are aged over 50 years who are currently under-
represented amongst our software development department staff.
All applications will be considered strictly on the basis of merit.”



Other policies, processes & procedures
5.73 An employer also needs to review how it handles issues like:

* training;

« performance appraisal;

« dismissal & redundancy;

* sickness absence;

* leave and holidays;

« discipline and grievances;

- staff transfers;

« flexible working;

* use of computers; and,

* individual space requirements (ergonomic policies).

5.74 The Guide gives a general guidance on three of the issues cited
above. If an employer requires general or specific guidance on
any of the issue listed above, they should contact either the
Equality Commission or the Labour Relations Agency.

5.75 Exceptions regarding pay and benefits can be found in Chapter
3: “Exceptions & exemptions” of this Guide.

Awareness training for age

5.76 An employer should inform all employees about the company’s
policy on age discrimination and train those who make decisions
that affect others. Training should involve awareness-raising on
how to prevent the stereotyping of both younger and older
workers. Training should apply not only to those who recruit and
select but also to those involved in day-to-day decisions about
work allocation, performance appraisal, etc. Supervisors and
managers also need training in recognising and dealing with
harassment and bullying.

Further training and development

5.77 Job-related training should be available to all employees
regardless of age. Employers should monitor the training to
make sure no particular age group is missing out. Employers
should review the style and location of training to ensure that:



* there are no barriers to any particular age group participating;
« it is suitable for people of all ages; and
 everyone is encouraged to participate.

5.78 For example, an employer using computer based training should
not assume that everyone will be fully competent in using a
personal computer.

Performance appraisal

5.79 If an employer operates a performance appraisal system they
should ensure that it is working fairly and without bias. Many
people have preconceptions about age and these can influence
the judgements we make about people. If these preconceptions
appear in performance appraisals through the use of
inappropriate comments such as “does well despite their age” or
“shows remarkable maturity for their age,” they will undermine
the whole basis of a fair appraisal system. Such comments
could also lead to further discrimination when decisions about
promotion or work allocation are being made.

5.80 A fair and transparent appraisal system will become increasingly
important when the changes to the retirement age are
introduced as planned retirement linked to capabilities will be an
increasingly important issue for employers . However, young
people in the early stages of their career also need to be
assessed on their actual performance unclouded by any
preconceptions about their age.

Example 18 Performance appraisal

Mark and John were two candidates who had done equally well in
the interview for promotion in Smith & Company. Mark was 25
years of age whereas John was 45. The selectors decided to
review previous performance appraisals to try to draw a fair
distinction between them.

On John'’s previous performance appraisal the selectors read:
“Despite his many years with Smith & Company, John remains
capable and enthusiastic” and “John does very well at work
considering his age”. On Mark’s previous performance appraisal,
there were no such comments. On the basis of these reports, the
selectors decided that Mark was the best candidate and he was
offered the promotion instead of John.



All the performance appraisal reports upon which this promotion
decision was made were written prior to October 2006. The
reports contained discriminatory comments about John on the
grounds of his age, but the actual writing of the reports did not
amount to unlawful age discrimination as they were written prior to
the Age Regulations coming into force in October 2006. However,
to write similar reports after October 2006 might be unlawful.

This promotion decision was made after October 2006. Therefore,
it did amount to unlawful age discrimination as it was based on age
discriminatory material. It is irrelevant that the material was created
before October 2006.

5.81 Employers need to be particularly careful not to treat, without

objective justification, some employees less favourably (or more

favourably) than others in setting objectives or measuring
performance. The practice of “coasting down” to retirement

whereby shortfalls in performance are not addressed in a worker

a few years off retirement but are in a younger worker are age
discriminatory:.

5.82 It is good practice to treat all employees the same with regard to

performance expectation, supportive coaching and training

unless any differences in treatment which are related to age can

be objectively justified.

5.83 Remember, the above does not exempt an employer from their
duty to make reasonable adjustments for disabled employees
under the Disability Discrimination Act.

Dismissal & redundancy

5.84 The Regulations prohibit age discrimination against employees
in relation to dismissal from employment.

5.85 Many different circumstances may induce an employer to
dismiss an employee (e.g. misconduct, incapability), but in two
particular circumstances there may be a greater danger of age
discrimination occurring; these are where dismissals occur on
the grounds of age retirement and redundancy.

5.86 Retirement is considered separately in Chapter 4: “Retirement”
of this Guide.




5.87

5.88

5.89

5.90

When considering redundancy, employers will need to ensure
that selection criteria, provisions and practices are free of age
discrimination.

Employers should take particular care when using length of
service as a redundancy selection criterion. Such a criterion is
potentially age discriminatory; all the more so if it is used as the
sole selection criterion (i.e. Last In, First Out (“LIFO”)), because
it may disproportionately benefit older employees, who are likely
to be the longest-serving employees.

An employer will have to objectively justify its use of a selection
criterion which disproportionately benefits employees of one age
group compared to another. Employers should note that it is
likely to be very difficult to justify the use of length of service (or,
LIFO) where it is the sole selection criterion, because, on its
own, that criterion may not be a proportionate means of
selecting employees for redundancy (although that objective is
likely to be a legitimate aim).

However, if a particular selection criterion (including length of
service) is used in conjunction with several other selection
criteria, then the potential age discriminatory impact (if any) of
each criterion will be diminished. Other selection criteria might
include performance appraisal scores, conduct, attendance,
time-keeping, etc. Furthermore, an employer is likely to find it
easier to objectively justify a particular selection criterion where it
is used in conjunction with other selection criteria. This is
because it is more likely that it will be deemed to be a
proportionate means of achieving a legitimate aim in this context
than where it is used as the sole selection criterion.



6 Making a complaint

6.1

6.2

6.3

6.4

Job applicants and employees have a right under the
Regulations not to be discriminated against on grounds of age
when seeking employment, during the course of their
employment and/or, in certain circumstances, after they have left
employment.

For more information on discrimination after leaving employment
see the previous sections on “Discrimination after a relevant
relationship has come to an end” and “References” in Chapters
2 and 5 “Explaining the law” and “Good practice guidance”
respectively. Further information can also be found in the
section “After the relevant relationship has come to an end” in
this chapter.

Employees have a right to work in an environment free from
harassment, in which they are treated with dignity and respect
and in which they can raise complaints of less favourable
treatment without being victimised.

All persons undertaking vocational training have a right not to be
discriminated against or harassed on the grounds of age when
seeking or undergoing training. Students, and those undertaking
vocational training at institutions of further and higher education,
also have a right not to be discriminated against or harassed on
the grounds of age when seeking or undergoing education and
training, and/or, in certain circumstances, after they have left
training.

Complaint and Resolution

6.5 The remainder of this chapter examines different

employer/employee situations. It examines what employers and
employees need to know, and do, to make a complaint and to
find resolution. The areas examined are with respect to:

* job applicants;

« employees;

* retirement; and,

» after a relevant relationship has come to an end.



Job applicants

6.6

6.7

6.8

6.9

Job applicants who believe that they have not been shortlisted
for, or appointed to, a post on grounds of their age can, in the

first instance, contact the employer and seek an explanation as
to why they were not shortlisted/appointed.

At this stage, an employer is not legally obliged to provide that
information. However, it is strongly advised that employers
respond positively to such a request, because providing a clear
non-discriminatory explanation for the shortlisting or appointment
decision can avoid legal action.

If a job applicant is not satisfied with the reasons given by the
employer, or in the absence of any explanation, the job applicant
can, subject to time limits, lodge a discrimination complaint with
an Industrial Tribunal. It is the Industrial Tribunal which decides
whether or not unlawful discrimination has taken place.

Job applicants are not legally required to contact the employer
first before lodging a complaint with an Industrial Tribunal.
However, provided there is sufficient time to seek information,
and it is otherwise appropriate, an early explanation from the
employer may resolve the situation.

Employees

6.10

6.11

6.12

Employees who believe that they have been harassed at work,
not promoted or otherwise treated less favourably on grounds of
age also have the right to complain about their treatment.

Where possible, employers and employees should attempt to
sort problems out informally. In the first instance, employees
should raise their complaint internally, either through their
managers, supervisors or personnel staff, to enable their
employer to deal with the matter.

Employees who are trade union members may also wish to raise
the matter with their trade union; trade unions can be and often
are the first point of contact for those experiencing
discrimination.



The Employment (Northern Ireland) Order 2003
(Dispute Resolution) Regulations (Northern Ireland) 2004

6.13 All employers are bound by law to have disciplinary, dismissal
and grievance procedures and inform employees of what these
procedures are.

6.14 The Employment (Northern Ireland) Order 2003 (Dispute
Resolution) Regulations (Northern Ireland) 2004 give rights
and responsibilities to both employers and employees.

6.15 As a result of this law, all employers must follow minimum
procedures for resolving disputes about employment
issues. The minimum procedures are for dealing with
grievances (complaints by an employee) and with disciplinary
action and dismissal (actions the employer can take against an
employee).

6.16 The minimum statutory grievance procedure applies only to
employees but not to other workers who supply services to
employers, for instance freelancers. Furthermore, the statutory
grievance procedure does not apply in certain circumstances.
These are outlined in the joint publication “New Laws for
resolving disputes at work” by the Department for Employment
and Learning and the Labour Relations Agency. This publication
can also be obtained from;
www.delni.gov.uk/dremployeeguidancefinal2.pdf. This is an
important and complex area of law. For help and advice on
whether or not the procedures apply, you can contact:

* a trade union;
» Citizens Advice
« the Labour Relations Agency

6.17 For the contact details of the Citizen Advice and the Labour
Relations Agency, see “Further information, advice and support”
(Chapter 7) at the back of this Guide.

6.18 It is extremely important that both employers and employees
check whether they need to use the statutory grievance
procedures. Failure to use or complete the procedure in a
case when it should have been used can result in an increase or
decrease of up to 50% in any award of compensation.

6.19 The grievance procedure is briefly outlined below:



Step 1: The written statement

Employees are required to send their employer a written
statement of their grievance. Please note that failure to put the
grievance in writing and wait 28 days will, as a general rule,
result in an employee being unable to make a claim to an
Industrial Tribunal.

Step 2: The meeting

The employer must arrange a meeting with the employee to
discuss it, and then tell the employee the decision and advise
them of their right to appeal.

Step 3: The appeal

6.20

6.21

6.22

Employees have the right to appeal against that decision at a
further meeting. Where possible, a more senior manager should
attend the appeal meeting. After this, the employer’s final
decision must be communicated to the employee. Please note,
that if the employee does not appeal and goes straight to the
Industrial Tribunal, the Tribunal will generally find that the
employee had not completed the procedure.

Each step of the procedure must be taken without reasonable
delay and the time and location of the meetings must be
considered reasonable. The meetings must allow both the
employer and the employee to explain their cases. The
employee has the right to be accompanied by a colleague or
trade union representative at the meeting.

After the appeal meeting, if the employee disagrees with the
employer’s decision, the employee has the right, subject to time
limits, to lodge their complaint with an Industrial Tribunal if they
want to resolve the matter by legal means.

It is important to note that where the statutory grievance
procedure applies, the Industrial Tribunal will not accept a claim
if the employee has failed to send a Step 1: Written
statement/letter and has not waited 28 days.



The Employment Equality (Age) Regulations
(Northern Ireland) 2006

6.23

6.24

6.25

6.26

Employees who are dissatisfied with the measures taken to deal
with their complaint have the right, subject to time limits, to lodge
a complaint with an Industrial Tribunal. Complaints of
discrimination in employment under The Employment Equality
(Age) Regulations (Northern Ireland) 2006 must be made within
3 months of the date of the act complained of.

If the statutory grievance procedure applies, the time limit for
lodging the complaint with an Industrial Tribunal may be
extended to six months.

Complainants, and any witnesses, have a right not to be
victimised for raising a grievance or complaining to an Industrial
Tribunal under these Regulations provided the complaint was
made in good faith.

When an employee is considering taking legal action, the
Commission strongly recommends that employers seek
independent legal advice.

Retirement

6.27 The Regulations outline a ‘fair’ retirement procedure (also known

6.28

as the “Duty to consider working beyond retirement”). It is
important that employers comply with this statutory procedure
and that they clearly communicate the procedure to their
employees.

The fair retirement procedure is explained in Chapter 4
“‘Retirement” in this Guide. However, the procedure is briefly
outlined below:

Step 1: The written notification

The employer is required to inform an employee in writing of
their intended retirement date and their right to request to
continue working. An employer must do this at least six months,
but no more than twelve months, before the intended date of
retirement of the employee;



Step 2: The meeting

If an employee takes up the right to request not to be retired, the
employer must give proper consideration of the request. The
employer must meet the employee within a reasonable time
period of receiving the request, and then inform the employee of
the decision, in writing, as soon as reasonably practicable after
the date of the meeting

Step 3: The appeal

6.29

6.30

An employee may appeal against the employer’s decision. This
must be done as soon as is reasonably practicable after the
employer’s notification of the decision. The appeal meeting
should be held as soon as reasonably practicable after the
appeal request.

As long as the employer follows the fair retirement procedure
correctly, the employer may rely on the default retirement age, or
any normal retirement age above 65, without dismissal being
regarded as unfair or age discriminatory. Where dismissal is by
reason of retirement, the statutory dismissal procedure, in The
Employment (Northern Ireland) Order 2003 (Dispute Resolution)
Regulations (Northern Ireland) 2004, does not apply.

If the retirement procedure is not followed correctly by the
employer, the dismissal may be considered as unfair or age
discriminatory, for example:

 If an employer does not inform an employee, in writing, of
their intended retirement date and their right to request to
continue working, in this circumstance an employee may
have the right to eight weeks’ pay as compensation;

« If it can be shown that an employer has not seriously
considered an employee’s written request not to be retired;

 If an employer refused to hold a meeting with the employee
when it could be shown that it was reasonably practicable to
do so; or,

* When it can be shown that an employer denied, or
threatened to deny, the employee the right to be
accompanied by a colleague at any meetings between both
parties.



6.31 The above list is for illustrative purposes only and does not
represent all situations where failure to follow the retirement
procedure may result in an unlawful dismissal. An employee
may make a complaint to an Industrial Tribunal about a failure to
notify them of their retirement date and their right to request
continued working. An employee can also make a complaint
about a threat or denial of the right to be accompanied at a
meeting.

6.32 However, an employee may also be able to bring a complaint
under other legislation if an employer has applied the procedure
in a discriminatory manner, with respect to other equality areas
(such as religion, political opinion, race, sex, sexual orientation
or disability).

6.33 For further information and advice, employers and employees
should seek independent legal advice and/or contact the
Commission.

Changes to redundancy & unfair dismissal
legislation

6.34 The current upper (65 years) and lower (18 years) age limits for
redundancy pay rights have been removed. Age limits in respect
of statutory sick pay, maternity and paternity pay have also been
removed.

6.35 There is no longer an upper age limit on unfair dismissal claims.
The statutory redundancy payments scheme has been adjusted
to remove age limits.

After a relevant relationship has come to an end

6.36 If a former employee is treated less favourably or harassed on
the grounds of age after a relevant relationship has come to an
end, they can make a complaint of discrimination or harassment
to a County Court.

Vocational training

6.37 If a person who is seeking or undergoing vocational training,
other than at an institution of further and higher education, is
discriminated against or harassed on grounds of age by a
training provider they may make a complaint of discrimination or
harassment to an Industrial Tribunal.



6.38 A former trainee who is subjected to discrimination or
harassment is also protected under certain circumstances. They
can make a complaint to the County Court.

Institutions of further and higher education

6.39 A student or prospective student at an institution of further and
higher education has a right not to be discriminated against or
harassed on the grounds of age when applying for or during
training. In Northern Ireland, institutions of further and higher
education include universities (and colleges of education, also
known as teacher training colleges), and all colleges and
institutes of further and higher education.

6.40 If a student or prospective student wishes to make a complaint
of the discrimination or harassment on the grounds of age, they
must lodge the complaint with a County Court.

6.41 A former student who is subjected to discrimination or
harassment is also protected under certain circumstances. They
can make a complaint to the County Court.

Time limits for lodging a complaint
Industrial Tribunal time limits

6.42 There are very strict time limits for lodging a complaint of
discrimination on grounds of age with an Industrial Tribunal. In
most cases, complaints relating to discrimination in employment
should be made to an Industrial Tribunal within three months
of the date of the alleged act of discrimination. The Industrial
Tribunal can extend the time limits in exceptional cases, but
simply not knowing that there were deadlines is usually an
insufficient reason for extending the deadlines.

County Court time limits

6.43 Complaints against institutions of further and higher education
must be made to the County Court.

6.44 Complaints regarding acts of discrimination or harassment on
the grounds of age after a relevant relationship has come to an
end (i.e. discrimination or harassment by a former employer of a
former employee, such as refusal to provide a reference on the
grounds of age) must be made to a County Court.



6.45 All complaints to a County Court must be lodged within six
months of the date of the act of discrimination. The County
Court may extend the time limits in exceptional cases.

Help & advice

6.46 Individuals who believe that they have been discriminated
against on grounds of age should seek advice as soon as
possible.

6.47 Individuals who believe they have been discriminated against on
grounds of age can contact the Equality Commission for free
and confidential information and advice. Individuals, for
example, can obtain advice on their rights under the Regulations
or on how to lodge a discrimination complaint with an Industrial
Tribunal. In certain circumstances, the Equality Commission
may provide legal representation to individuals who believe they
have been discriminated against contrary to the Regulations.

6.48 Individuals who are trade union members may also be able to
receive advice and assistance in this area from their trade
unions.

6.49 Individuals who lodge complaints of discrimination on grounds of
their age with an Industrial Tribunal, can avail of a free
conciliation service provided by the Labour Relations Agency.
This service is designed to assist both parties to a complaint to
reach a resolution of the dispute. Further information on this
service can be obtained from the Labour Relations Agency (see
contact details in Chapter 7: “Further information, advice &
support”).



7 Further information, advice & support

For further advice and information, the following organisations can be
contacted. This is not an exhaustive list.

Equality Commission for Northern Ireland
Equality House
7-9 Shaftesbury Square

Belfast

BT2 7DP

Enquiry Line: 028 90 890 890
Telephone (Switchboard): 028 90 500 600
Textphone: 028 90 500 589

Fax: 028 90 248 687

Email: information@equalityni.org
Website: www.equalityni.org

The Equality Commission provides a range of information and
advisory services for employers, employees and the general public.

Further information can be found on the Equality Commission’s
website at www.equalityni.org.

Other useful publications relevant to age discrimination are available
from the Equality Commission include:

» Age Discrimination in Northern Ireland: A Guide for Workers
and Employees

» Harassment & Bullying in the Workplace
» Model Equal Opportunities Policy
* Model Harassment Policy and Procedure

Other statutory organisations

Age Positive Team

Department for Work and Pensions
Room W8D

Moorfoot

Sheffield

S14PQ




Email:

General: agepositive@dwp.gsi.gov.uk

in England: agepositive@geronimocommunications.com

in Wales: melissa.adams@geronimocommunications.com
in Scotland: alistairhaw@geronimocommunications.com

Labour Relations Agency (LRA)

Head Office

2-8 Gordon Street

Belfast

BT1 2LG

Telephone 02890 321442

Textphone: 02890 238411

Fax: 02890 330827

Email: info@lra.org.uk
Website: www.lra.org.uk
Or at:

Regional Office
1-3 Guildhall Street

Londonderry

Co. Londonderry

BT48 6BJ

Telephone 02871 269639
Fax: 02871 267729
Email: info@lra.org.uk

Northern Ireland Commissioner for Children and Young
People (NICCY)

Millennium House

17-25 Great Victoria Street

Belfast

BT2 7BN

Telephone: 028 9031 1616
Email: info@niccy.org
Website: www.niccy.org



Northern Ireland Human Rights Commission
Temple Court
39 North Street

Belfast

BT1 1NA

Telephone: 02890 243987
Fax: 02890 247844
Email: info@nihrc.org
Website: www.nihrc.org

The Northern Ireland Ombudsman
Call in at: The Ombudsman’s Office
Progressive House
33 Wellington Place
Belfast

In Writing: Freepost BEL 1478
Belfast
BT1 6BR

Telephone: 0800 34 34 24 (this is a Freephone number)
028 9023 3821 (switchboard)

Fax: 028 9023 4912

Email: ombudsman@ni-ombudsman.org.uk

Office of the Industrial Tribunal and Fair Employment Tribunal
Longbridge House
20-24 Waring Street

Belfast

BT1 2EB

Telephone: 02890 327666

Fax: 02890 230184

Website: www.industrialfairemploymenttribunalsni.gov.uk

Employer organisations & trade unions

Association of Northern Ireland Colleges
Unit 3

The Sidings Business Office Park

Antrim Road

Lisburn

BT28 3AJ



Telephone: 02892 627512

Fax: 02892 627594
Email: info@anic.ac.uk
Website: femeansbusiness.com

Institute of Directors
4 Royal Avenue

Belfast

BT1 1DA

Telephone: 02890 232880

Fax: 02890 232881

Email: iod.northernireland@iod.com
Website: www.iod.com

The Local Government Staff Commission for Northern Ireland
Commission House
18-22 Gordon Street

Belfast

BT12LG

Telephone: 02890 313200
Fax: 02890 313151
Email: info@lgsc.org.uk
Website: www.lgsc.org.uk

Northern Ireland Committee - Irish Congress of Trade Unions
Carlin House
4-6 Donegall Street Place

Belfast

BT1 2FN

Telephone: 02890 247940
Fax: 02890 246898
Email: info@ictuni.org

Staff Commission for Education and Library Boards
Northern Ireland

Forestview

Purdy’s Lane

Belfast

BT8 7AR



Telephone: 02890 491461

Fax: 02890 491744
Email: info@staffcom.org.uk
Website: www.staffcom.org.uk

Advice & support groups

Age Concern
3 Lower Crescent

Belfast

BT7 1NR

Telephone: 028 9024 5729

Fax: 02890 235479

Email: info@ageconcernni.org
Website: www.ageconcernni.org

Children’s Law Centre

3rd Floor

Philip House

123-137 York Street

Belfast

BT15 1AB

Telephone: 02890 245704

Fax: 028 9024 5679

Website: www.childrenslawcentre.org

Help the Aged - Northern Ireland
Ascot House
Shaftesbury Square

Belfast

BT2 7DB

Telephone: 02890 230 666

Fax: 02890 248 183

Email: infoni@helptheaged.org.uk

Law Society House

98 Victoria Street

Belfast

BT1 3JZ

Telephone: 02890 231614



Fax:
Email:

Citizens Advice

02890 232606
info@lawsoc-ni.org

46 Donegall Pass

Belfast
BT7 1BS

Telephone:
Textphone:
Fax:

Email:
Website:

028 90 231 120
028 90 236 522
028 90 248 687
info@citizensadvice.co.uk
www.citizensadvice.co.uk

This is the address of the regional office. Contact this number to
find out the location of your nearest local office

NUS-USI

29 Bedford Street

Belfast
BT2 7EJ

Telephone:
Textphone:
Fax:

Email:
Website:

082 9024 4641
028 9032 4878
028 9043 9659
info@nistudents.org
www.nistudents.org

Youth Action Northern Ireland

Belfast Office
Hampton

Glenmachan Park

Belfast
BT4 2PJ
Belfast Office:

Telephone:
Fax:
E-mail:

Derry Office:

Armagh Office:
Clogher Office:

Crossmaglen:

02890 760067
02890 768799
info@youthaction.org

02871 318854
02837 511624
02885 548111
02830 868734




Great Britain organisations

Acas (Advisory, Conciliation and Arbitration Service)
National Office

Brandon House

180 Borough High Street

London

SE1 1LW

Telephone: 08457 474747
Textphone: 08456 061600
Website: www.acas.org.uk

Employers Forum on Age
Floor 3,

Downstream

1 London Bridge

London

SE1 9BG

Telephone: 0845 456 2495
Fax: 020 7785 6536
Email: efa@efa.org.uk
Website: www.efa.org.uk

Ireland organisations

The Equality Authority
2 Clonmel Street

Dublin 2

Ireland

Telephone: 00 353 1 4173333
Business queries: 00 353 1 4173336
Textphone: 00 353 1 4173385
Fax: 00 353 1 4173331
Email: info@equality.ie
Website: www.equalityie

The Equality Tribunal
3 Clonmel Street
Dublin 2

Ireland



Locall: 1890 34 44 24

Telephone: 00 353 14774100
Fax: 00 353 14774141
Email: info@equalitytribunal.ie
Website: www.equalitytribunal.ie

National Youth Council of Ireland (NYCI)
3 Montague Street

Dubiln 2

Ireland

Telephone: 00 353 14784122
Fax: 00 353 1 478 3974
Email: info@nyci.ie
Website: www.youth.ie

Age & Opportunity
Marino Institute of Education

Griffith Avenue

Dublin 9

Ireland

Telephone: 00 353 1 8057709
Fax: 00 353 1 8535117
Email: info@olderinireland.ie
Website; www.olderinireland.ie
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Annex 1: Age equality action plan

Are you ready?

The purpose of Annex 1 is to provide information and general
guidance for new and existing employers on the Age Regulations.
This annex is designed to help employers think about, plan and
develop their employment policies and procedures in light of the Age
Regulations.

To begin the process employers need to ask themselves a number of
important questions. For each question in the list below, is an
associated “Priority Action Area”. Employers should assess the
questions and action areas to see if they can develop and/or
improve their policies, practices and procedures.

1. Do you have an Equal Opportunities Policy that covers all of
the statutory equality grounds including age? Is it visibly
supported by your Board and Chief Executive?

What is your answer? Yes /| No

2. Are all your managers and staff aware of what behaviour could
be perceived as harassment on the grounds of age? Do you
have Harassment Policies and Procedures?

What is your answer? Yes /| No

3. Is age ever used as a factor in staff recruitment and selection,
or training and development?

What is your answer? Yes / No
If yes, can it be objectively justified?
What is your answer? Yes /| No
4. Have you examined all of your other employment policies,
processes and practices to ensure that they are not age

discriminatory?

What is your answer? Yes /| No



5. Have you adopted the statutory procedure for fair retirement?
What is your answer? Yes / No

6. Have you consulted with trade unions or workplace
representatives on new and amended policies in the
organisation?

What is your answer? Yes / No

7. Have you considered the benefits of monitoring the ages and
age profiles of employees and applicants? Have you looked at
the age profile of job applicants in recent recruitment exercises
and compared it with your workforce’s age profile? Are you
missing any potential talent?

What is your answer? Yes / No

8. Do you provide training to all employees to recognise, avoid and

challenge age discrimination and harassment?
What is your answer? Yes / No

9. Do you have an action plan to ensure that you are compliant
with the Age Regulations?

What is your answer? Yes / No

There is a sound business case for adopting good practice and
procedures in order to ensure that employees and job applicants are
not discriminated against on grounds of age, or any of the other
grounds protected under the equality legislation. It is important

to remember that discriminatory practices can have cost implications
in terms of staff time, cost of defending a case (if brought to an
Industrial Tribunal) and possibly compensation. There are additional
cost implications for staff in terms of recruiting, training, and
productivity.

Employers should be proactive rather than reactive in their approach
to equality in the workplace by reviewing and monitoring policies,
practices and procedures and by putting in place an action plan as
soon as possible.

Successful implementation of an action plan and review of policies,
practices and procedures on age will require:




« commitment from senior management both by words and
actions demonstrating their commitment to eradicating
unlawful discrimination in the workplace; and,

« allocation of adequate resources, in terms of staff, time and
funding.

Priority action areas
1. Equal opportunities policy

If an employer has an equal opportunities policy, it is their first step in
demonstrating that they treat discrimination seriously and that they
have steps in place to tackle it. The policy should set the minimum
standard of behaviour expected of all employees from recruitment to
retirement. It also spells out what employees can expect from the
organisation. It gives them confidence that they will be treated with
dignity and respect, and may be used as an integral part of a
grievance or disciplinary process if necessary.

Employers should:
» develop and implement an Equal Opportunities Policy that
covers all of the statutory equality grounds, including age; or,

 revise and extend any existing Equal Opportunities Policy to
cover the age ground.

Referring to the Equality Commission’s Model Equal Opportunities
Policy “It is our policy to provide employment equality to all,
irrespective of:”

« age;

« disability;

» marital or civil partnership status;
* having or not having dependants;

« race (including colour, nationality, ethnic or national origins,
being an Irish Traveller);

« religious belief or political opinion;
 gender, including gender reassignment); and,
« sexual orientation.

It is unlawful for an employer to discriminate against or harass
employees or job applicants on any of these grounds.



Any equal opportunities policy adopted by an organisation should be
reviewed on a regular basis (at least annually) in consultation with
recognised trade unions or other employee representatives and any
action taken as necessary. Further information on the equal
opportunity policy refer to Chapter 7: “Good practice guidance”.

A Model Equal Opportunities Policy is available from the Equality
Commission. It can be downloaded from the Commission’s website
at; www.equalityni.org or requested as a hard copy using the contact
details in Chapter 7: “Further information, advice & support” of this
Guide.

2. Harassment policy and procedure

As part of an employer’'s commitment to equality of opportunity, it
should aim to promote a good and harmonious working environment
where every employee is treated with respect and dignity. All
employers should ensure that their Harassment Policies and
Procedures are updated to prohibit harassment on the grounds of
age, and to warn employees that it is not only unacceptable to
discriminate, harass or victimise someone on the grounds of age, but
it is also unlawful. An employer should ensure the policy and
procedure is regularly communicated to all staff and that new staff
are always made aware of it.

Harassment is now clearly defined in anti-discrimination legislation
(religious belief and political opinion, race, disability, sex, sexual
orientation and age) as “unwanted conduct which has the purpose or
effect of violating a person’s dignity or creating an intimidating,
hostile, degrading, humiliating or offensive environment for that
person.” This can include unwelcome physical, verbal or non-verbal
conduct. Harassment on the grounds of age could include offensive
jokes and inappropriate comments such as ‘over the hill’ or ‘wet
behind the ears’.

A Model Harassment Policy is available from the Equality
Commission. It can also be downloaded from the Commission’s
website at www.equalityni.org or requested in hard copy using the
contact details in Chapter 7: “Further information, advice & support” of
this Guide.

Complaints of discrimination or harassment

Individuals in an organisation should know what to do if they believe
they have been discriminated against or harassed, or if they believe



someone else is being discriminated against or harassed.

Information about the procedure for bringing an internal and/or
external complaint should be included in both the Equal Opportunities
Policy and the Harassment Policy and Procedures.

Further information on harassment policies and handling complaints
can be found in Chapter 5: “Good practice guidance” and Chapter 6:
“‘Making a complaint” , and in the joint publication by the Equality
Commission and Labour Relations Agency on “Harassment and
bullying in the workplace”

Reminder: The Employment (Northern Ireland) Order 2003 (Dispute
Resolution) Regulations (NI) 2004 requires all employers, however
large or small, to put in place procedures to deal with workplace
grievance and disciplinary matters. For further information on
statutory disciplinary and grievance procedures contact the Labour
Relations Agency.

3. Review of recruitment and selection procedures,
including promotion.

Employers that operate systematic and objective recruitment and
sound selection and promotion arrangements are likely to have to
implement fewer changes as a result of the Regulations. However
there are certain recruitment and selection issues that arise in relation
to age. Employers should review their recruitment and selection
procedures to ensure that they remove the potential for direct and
indirect discrimination on grounds of age.

Employers must ensure that applicants are not discriminated against,
without objective justification, because of their actual or perceived
ages. To obtain information on objective justification, please refer to
Chapter 3 “Exceptions & exemptions” in this Guide.

Areas of action could include:

* Reviewing the design of application forms to remove
questions about date of birth or age, or other unnecessary or
unjustified questions about time periods or dates, from those
parts of the forms that will be considered by the selection
panel. For example, this information could be placed on a
separate detachable part of the form, or on an equal
opportunities monitoring form. This good practice measure
may help to protect the employer from inferences of
discrimination.



« Removing provisions and criteria in job descriptions and
personnel specifications that might directly or indirectly
discriminate against applicants on the grounds of age. For
example, length of service criteria - unless these can be
objectively justified.

* Removing ageist language from job adverts (such as
‘mature’, ‘young’, or ‘energetic’); try to avoid stereotyping and
focus on the needs of the job. Think about hidden
messages that may be present in any promotional literature
particularly pictures.

» Looking at where you advertise and how you advertise to
ensure you reach the whole labour market. For example,
avoid limiting recruitment to graduates or to university ‘milk
rounds’.

* Checking all your job advertisements to ensure that the
Equal Opportunities Statement includes a reference to age.

 Eliminating any selection criteria for shortlisting and
interview that might directly or indirectly discriminate against
applicants on the grounds of age, unless these can be
objectively justified.

« Giving appropriate training on age discrimination to any
member of staff involved in the interviewing and selection
process. This is to ensure that no panel members ask
inappropriate questions on age or make stereotypical
assumptions.

* Reviewing the Organisations promotion procedures to
ensure that there are no barriers to any particular age group,
that vacancies are suitable for all ages, and that everyone is
encouraged to participate.

Further information is available in Chapter 5: “Good practice
guidance”.

4. Other Employment policies, processes and
procedures

In addition to the above, all employment policies and procedures (both
informal and formal) should be reviewed in order to identify any
arrangements which may discriminate against employees on grounds
of age.

It should be noted that, under Section 75 of the Northern Ireland Act
1998, all public authorities in carrying out their functions in Northern



Ireland are required to have due regard to the need to promote
equality of opportunity across nine equality grounds, including age.

Employers should ask the following:
(1)  What is the policy and what are its aims and objectives?

(2) Are all methods used for assessing the impact of the policy, and
the methods used to implement it effective, or could other means
be adopted that are more effective? What are the impacts on
persons from particular age groups?

(3) Are there any adverse outcomes from the policy and the
methods used to implement it, on grounds of age? For example,
are employees in a particular age group disadvantaged
compared to others, and, if so, is it objectively justifiable for this
to continue? Reference should be made to Chapter 3:
“‘Exceptions & exemptions” in this Guide.

(4) Can you adopt measures to amend policies or consider
alternative polices so as to mitigate any adverse impacts?

(5) Have you consulted with unions or workplace representatives on
the amendments to policy? (see Priority action area 6 on
Consulting on policies).

(6) Have you informed employees of any changes via information
briefings or training? Any new or amended policies/procedures
should be issued to all employees including full and part timers,
permanent, casual and seasonal staff.

Employers will need to consider what impact the Regulations will have
on all their employment policies, practices and procedures. Examples
of some important policies that will need to be reviewed are listed
below. It should be noted that this is not an exhaustive list. Further
information is available in the main body of this Guide.

+ Performance appraisal - perceptions about age and work
can undermine the whole basis of a fair appraisal system.
All employees should be assessed on their actual
performance without any preconceptions regarding age.

* Retirement policy and procedure (see “Annex 3:
Retirement” and Chapter 4: “Retirement” which details a
retirement process)



« Equal opportunities and harassment policies and
procedures (please see Priority Action Area 1 of this annex)

» Benefits based on length of service - Employers should
review how they use length of service as a criterion for
awarding benefits. In particular, employers will have to justify
any practices whereby particular benefits are only awarded
to employees whose length of service exceeds 5 years,
otherwise the use of such length of service criteria may
amount to indirect age discrimination. For more details see
Chapter 3: “Exceptions & exemptions”.

Note: length of service does not necessarily mean
continuous service.

* Redundancy policy - Employers should review how they
use length of service as a criterion in their redundancy
selection procedures. Such a criterion has potential to be
indirectly discriminatory on the grounds of age. For more
details see Chapter 5: “Good practice guidance” .

5. Retirement

The Regulations introduce special provisions concerning the
treatment of employees who are due to retire. Employers should
adopt the procedure for fair retirement.

The upper age limit of 65 for unfair dismissal and redundancy claims
is removed.

There is a National Default Retirement Age (the “default retirement
age”) of 65, making compulsory retirement below 65 unlawful unless
objectively justified. Employees have the right to request to continue
working beyond 65 or beyond the employer’s normal retirement age.
The employer has a duty to advise employees of this right, and a duty
to consider such requests. Details of how to go about a fair
retirement are contained in Chapter 4: “Retirement” and Annex 3:
“‘Retirement” of this Guide.

6. Consult on policies

All amended and new policies should be agreed with any recognised
trade unions in the workplace or workplace representatives.

Once the policies have been agreed they should be communicated.



« Make sure all employees (i.e full-time, part-time, seasonal,
casual and permanent staff) are aware through training,
notice boards, circulars, contracts of employment, etc.

Note: Employees include all full-time, part-time, seasonal,
casual and permanent staff

« Take all available opportunities especially when recruiting
staff to tell them of the changes and implications of the age
regulations.

* Make sure that the policies are available in accessible
formats for disabled and/or minority ethnic minorities.

7. Monitoring

All employers who are registered with the Commission are required to
monitor the community background and sex of their employees and
job applicants. The Regulations do not impose a duty on employers
to monitor the ages of job applicants and employees. However, all
employers in Northern Ireland should have an equal opportunities
policy which describes their intentions regarding the monitoring and
review of all the statutory equality grounds, including age.

Development of effective monitoring through an equal opportunities
policy may give employers valuable insights into their workforce; help
create a positive working environment and how the public view their
organisation.

Monitoring of Employees

An employer will probably have information that shows the ages of
their employees. For example, dates of birth from personnel and
payroll records. Other useful sources for collection of monitoring
information on age could include attitude surveys and exit interviews
which can give valuable insights into the workforce.

By monitoring the ages of their workforce employers will be able to
establish age profiles that will enable them to:

+ identify any problems to see if there is a need for any
remedial action. For example, do they need to plan for a
retirement peak or take action to rectify any obvious
imbalances in the age bands?

» check that all age groups in the entire workforce are getting
fair access to training and other facilities



« gather evidence that might be needed to enable them to
objectively justify the treatment of individuals, or the impact
of policies, criteria or practices in the event that an employee
or job applicant makes a complaint of age discrimination to
an Industrial Tribunal.

The use of age bands for reference may assist employers to monitor
the age equality impacts of their policies and practices. An example
of age bands is suggested, it should be noted that these age bands

are only guidance for employers

13-15, 16-17*, 18-21*, 22-30 31-40, 41-50, 51-60,, 61-65, 65+

*These age bands correspond with the National Minimum
Wage bands.

It would be useful to keep age data on are:

« Promotion Employers who are registered with the
Commission should be already collecting information on the
religious composition and sex of promotees for their Article
55 Reviews and their annual Monitoring Returns.

» Those applying for training, and those who have received
training. The organisation should have established a process
for collecting such information for their Article 55 review
which could be adapted to include age.

» Those involved in disciplinary and grievance procedures.

» Equal opportunities related grievances and complaints of
harassment.

» Leavers from the organisation: Information on the religious
composition and sex of leavers is already collected for their
Article 55 Review and the annual Monitoring Returns and
could be adapted to include information on age

The Commission’s “A Step by Step Guide to Monitoring” is a guide
for employers on the monitoring process that they must comply
with under the Fair Employment legislation. It contains useful
proformas for collating information in relation to monitoring. These
could be adapted for the collection of information on age. The
publication is available from the Commission or can be downloaded
from the website www.equalityni.org
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Monitoring of Applicants

To carry out applicant monitoring the Commission recommends that
the ‘date of birth’ question should be removed from the

application form and placed on the separate Equal Opportunities
Monitoring Form (see Priority Action Area 3 on action for recruitment
and selection). For detailed information on monitoring and specific
advice contact the Commission either by telephone or via the website.

By monitoring applicants for age an employer will be able to:

» Check that their recruitment and selection procedures are
not adversely affecting any age group.

« Confirm that any selection criteria used do not have a
discriminatory effect.

« Gather evidence that might be needed to enable them to
objectively justify the treatment of individuals, or their
policies, criteria or practices in the event that a job applicant
makes a complaint of age discrimination to an Industrial
Tribunal.

» Take remedial or positive action if required.

For more information on the ‘objective justification’ of age
discrimination, please refer to Chapter 3: “Exceptions &
exemptions”.

8. Training and awareness

No matter what the size of the organisation, employers need to agree
and implement a strategy to ensure that all staff are made aware of
age discrimination issues, and of any changes to employment policies
and practices that are made for compliance with the Regulations.

As part of an employer’s Equal Opportunities Policy (see Priority
Action Area 1), there should be a commitment to provide appropriate
equality training and guidance to all managers and employees. This
would include updating staff on a regular basis. Staff need to be
made aware of the implications of the age discrimination legislation
and training and awareness will help reduce discrimination,
harassment, and victimisation in an organisation and may help to limit
liability if a complaint is made. The risk of not carrying out training is
large compensation costs (potentially unlimited) and damage to your
organisation’s business reputation.



Any training and awareness programmes for staff should include:

(1) Information about the Age Regulations and their
implications;

(2) An outline of the definitions of age discrimination and
harassment;

(3) Information about any amendments to company policies
and procedures that are made in compliance with the Age
Regulations.

Training should not be confined to just employees involved in the
recruitment and selection process but to all managers, supervisors
and all employees.

The Equality Commission as part of its annual training programme
runs seminars on equality legislation (which are free of charge),
including the Age Regulations. The Commission also carries out in-
company training for employers. For further information please contact
the Commission.

9. The organisation’s action plan

The implementation of any action plan should be the responsibility of
senior management.
To make the plan successful the following should be carried out:

« agree who has overall responsibility for the action plan and
timescales to be involved;

« agree the various areas to be covered by the plan, and
responsibility for each area;

» agree timescales for the review of each area, and priorities;

« agree who should be involved and consulted on in the review
of the areas concerned. For example, managers, personnel,
trade unions, work councils and stakeholders etc;

» agree a strategy for training and awareness to ensure that all
staff are made aware of age discrimination issues and
notified of any changes/new policies to employment
practices;

 launch the plan with support of senior management; and,
« allow for feedback from employees and address concerns.
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As part of any action plan to tackle age discrimination, employers
need to ensure that not only does the review cover their employment
policies and procedures but also a review of any company literature
for age bias. Employers should take the opportunity to look at how
their organisation might be perceived by younger and older
employees.

An organisation’s Age Action Plan could include the following areas:

1. Commitment: Senior management would communicate the
organisation’s commitment to employees;

Equal opportunities and harassment policies;
Training and awareness for all staff;
Employment policies and practices;

Service related benefits and arrangements;
Recruitment policies and procedures;
Retirement procedure;

Monitoring;

Review: Constantly review new and amended policies to
ensure that equality of opportunity on grounds of age is
provided.

10. Action: If inequality on grounds of age is identified, then
take action to remedy the situation.

© NSOk WD
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Annex 2: Frequently asked questions

Questions and Answers

S - R R

10.

1.
12.

13.
14.
15.
16.
17.

18.
19.

20.

To whom do the Regulations apply?

Do the Regulations cover all workers?

Do the Regulations cover all applicants for employment?
As a business partner, am | covered by the Regulations?
What is prohibited by the Regulations?

Do | need to update my harassment policy?

No one in my organisation has ever complained of
discrimination or harassment so | don’t need to do anything
new, do 1?

Do | need to amend my equal opportunities policy?

Do | need to amend any other workplace policies?

Can | ask for a candidate’s date of birth on the application
form?

Am | responsible for what an employment agency does?

Can | still place age limits and ranges on job
advertisements?

Can | still use targeted recruitment campaigns?

Do | need to carry out monitoring on grounds of age?
Retirement: Has the government set a retirement age?
What is objective justification?

Our employees’ pay and benefits vary according to their
length of service. Can we still continue with this policy?

Do the Regulations affect National Minimum Wage?

Are occupational pension schemes covered by the
Regulations?

Can | take positive action to promote diversity?
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1. To whom do the Regulations apply?

The Regulations apply to employers regardless of size, and prohibit
discrimination and harassment in the areas of employment,
occupation and vocational training.

The Regulations primarily apply to the field of employment and
occupation and generally do not prohibit discrimination by those who
provide goods, facilities and services to the public (with the exception
of those who provide employment-related services to the public such
as employment agencies, vocational training providers and institutions
of further and higher education).

2. Do these Regulations cover all workers?

The Regulations apply to all workers, including job seekers, former
employees, contract workers, civil servants, office holders, police,
barristers and partners in a business. They also cover related areas
such as membership of trade organisations such as trade unions or a
professional body, the award of qualifications, the services of careers
guidance organisations, employment agencies and vocational training
providers, including further and higher education institutions which
includes universities.

The Regulations grant protection from discrimination and harassment
to all of the above regardless of age. It should be noted that an
employee aged over 65 years who is dismissed on the grounds of
retirement, and as long as the employer has adhered to the statutory
procedure, cannot complain of age discrimination or unfair dismissal.
However, such an employee is not prevented from complaining of
discrimination or unfair dismissal if the dismissal is for any reason
other than retirement, or if the employer has failed to adhere to the
statutory retirement procedure. For more information on how to carry
out a fair retirement see Chapter 4: “Retirement” and “Annex 3:
Retirement” in this Guide.

The Regulations apply to anyone who works for an organisation,
whether they are directly employed, work under contract, or are
employed through an agency. They also cover workers regardless of
length of service, whether full-time, part-time, temporary, casual,
seasonal or permanent.

Regarding younger employees, it should be remembered that there is
no official lower age limit on the legislation.



3. Do these Regulations cover all applicants for
employment?

The Regulations cover anyone who applies to an organisation for
work. However it is not unlawful age discrimination for an employer to
refuse to employ a job applicant (i.e. a job seeker) where the
applicant’s age is greater than the employer’s normal retirement age,
or if the employer does not have a normal retirement age, the age of
65 years. This exception also applies to a job applicant who would,
within 6 months from the date of his application, reach the employer’s
normal retirement age, or if the employer does not have a normal
retirement age, the age of 65 years. For more information on the
above please refer to Chapter 5: “Good practice guidance” in this
Guide. There are also rules covering the employment of children and
young people. For more information on this issue please refer to the
“Children & young people” section in Chapter 1: the “Introduction” of
this Guide. For specific guidance, it is recommended that employers
seek independent legal advice.

4. As a business partner, am | covered by the
Regulations?

Yes, business partners are covered by the Regulations except for the
provisions covering retirement and the right to request to work beyond
retirement. Partnerships will need to objectively justify their decisions
on age issues including retirement. It would be sensible for partners
to have clear records of these decisions at partnership meetings to
show they meet business objectives, are properly considered and
reviewed regularly. Like employers, partners in a firm are prohibited
from discriminating and harassing each other or prospective partners.
They also will be required to lawfully justify decisions or provisions
criteria and practices that might otherwise cause acts if direct or
indirect discrimination.

5. What is prohibited by the Regulations?

The Regulations prohibit direct and indirect discrimination,
discrimination by way of victimisation, harassment and for failing to
carry out a discriminatory instruction.

6. Dol need to update my harassment policy?

Employers should ensure that their Harassment Policies and
Procedures are updated to include age. A model policy and procedure

106



107

is available from the Commission either as hard copy or from the web
site; www.equalityni.org . Further information is also available in
Chapters 2 and 5: “Explaining the law” and “Good practice guidance”
respectively, and also in Annex 1: “Age equality action plan” of this
Guide.

Employees should not harass or otherwise unlawfully discriminate
against other employees or agency staff on grounds of age, during or
outside normal working hours, on inside or outside the workplace.
Employees are sometimes harassed by third parties, such as
customers or clients. Where possible you should protect your
employees from such harassment and take steps to deal with actual
or potential situations of this kind. This will enhance your reputation
as a good employer and make the organisation a welcoming and safe
place to work.

Make sure all employees are aware (through training, notice boards,
circulars, contracts of employment, etc) that it is not only
unacceptable to discriminate, harass or victimise someone on

the grounds of age, it is also unlawful.

Individuals should know what to do if they believe they have been
discriminated against or harassed, or if they believe someone else is
being discriminated against or harassed. In the first instance any
complaints of harassment should be dealt with through the
organisation’s harassment procedure as detailed in the Harassment
Policy and Procedure.

Reminder: The Employment (Northern Ireland) Order 2003 (Dispute
Resolution) Regulations 2004 requires all employers, however large or
small, to put in place systems and at least minimum procedures to
deal with workplace grievance and disciplinary matters. For further
information on statutory disciplinary and grievance procedures contact
the Labour Relations Agency

7. No one in my organisation has ever complained of
discrimination or harassment so | don’t need to do
anything new, do 1?

People do not always feel able or confident enough to complain,
particularly if the harasser is a manager or senior executive.
Sometimes they will simply resign. One way to find out is to
undertake exit interviews when people leave and to ask them if they
have ever felt harassed, bullied or discriminated against in the
workplace. If it is possible, exit interviews should be undertaken by



someone out of the individual’s line of management, for instance a
personnel officer.

All employers should ensure they have a harassment policy and
procedure to deal with any complaints of harassment that might arise.
Often harassment can take place without management being aware of
it. Make sure all your employees understand that harassment
meansany unwanted behaviour that makes someone feel intimidated,
degraded, humiliated or offended.

Take all possible steps to make sure employees understand that they
and their management teams will not tolerate such behaviour and that
they will deal with whoever is causing the problem. Please refer to
the previous question for details on harassment policies and
procedures.

8. Dol need to amend my equal opportunities policy?

Yes an equal opportunities policy is the best way of demonstrating
that you take discrimination seriously and have steps in place to tackle
it. The policy should set the minimum standard of behaviour expected
of all employees from recruitment right through to retirement. It

also spells out what employees can expect from the organisation. It
gives employees confidence that they will be treated with dignity and
respect, and may be used as an integral part of a grievance or
disciplinary process if necessary.

Ensure your policy incorporates all forms of unlawful discrimination
and the policy will provide employment equality to all, irrespective of
gender, including gender reassignment; marital or civil partnership
status; having or not having dependants; race (including colour,
nationality, ethnic or national origins, being an Irish Traveller);
disability; religious belief or political opinion, sexual orientation, age.
The categories listed are as per the Equality Commissions model
policy which is available from the Equality Commission either to
download from www.equalityni.org or as hard copy on request. For
more information on equal opportunities policies please see Chapter
5: “Good practice guidance” and “Annex 1; “Age Equality Action Plan”.

9. Dol need to amend any other workplace policies?

Review all policies where age may potentially be a factor such as your
policies for recruitment, reward, retirement and redundancy. The
upper age limits on making unfair dismissal claims and claims for
statutory redundancy payments are removed. There is a default
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retirement age of 65, making compulsory retirement below 65
unlawful unless objectively justified. For further information on
reviewing policies please contact the Labour Relations Agency and
the main body of this Guide.

Give serious consideration to the benefits of flexible working. All
employees have the right to request to work beyond 65 or any other
retirement age set by the organisation. You have a duty to consider
such requests. For more information of dealing with requests to work
beyond retirement age please see Chapter 4: “Retirement” and
Annex 3: “Retirement” of this Guide.

Recruitment and Selection Issues

10. Can | ask for a candidate’s date of birth on the
application form?

Yes, you can continue to ask for date of birth. However asking for
age-related information on an application form could allow
discrimination to take place. We recommend removing the date of
birth/age from the main application form and include it in your
monitoring form to be retained by human resources/personnel.

Review your application forms to ensure that you are not asking for
unnecessary information about periods and dates, such as work
history dates. As an employer you should consider why such
information is needed and who will see it. Application forms should
be structured around skills, abilities and experiences required to fit job
competencies.

11. Am | responsible for what an employment agency
does?

If you use a recruitment agency you need to be sure the agency acts
appropriately and in accordance with your company’s equality and
diversity policies. As an employer you should give written instructions
to the agency. If you use any criteria with age restrictions (see
question 12), it would have to be objectively justified by you, the
employer, if challenged.



12. Can | still place age limits and ranges on job
advertisements?

Having an age or age range as a requirement for a job will constitute
age discrimination unless it is justified. It may be permissible on a
number of grounds:

(a) Objectively justifiable direct discrimination where to set such
criterion is a proportionate means of achieving a legitimate aim.

(b) Genuine Occupational Requirements (GOR) for the holder to be
of a particular age.

(c) Exception for recruitment of over 65s. It is not unlawful age
discrimination for an employer to refuse to employ a job
applicant where the applicants age is greater than the normal
retirement age, (or if no normal retirement age then the default
age of 65). This also applies to applicants who would reach the
employer’s normal retirement age within 6 months from their
date of application.

(d) Exception for acts done in order to comply with a requirement of
any statutory provision. If statutory requirements set such an
age limit in regard to any employment or occupation, then it is a
defence for an employer to adhere to it.

For further information on the above please refer to Chapter 3:
“Exceptions & exemptions” in this Guide.

13. Can | still use targeted recruitment campaigns?

Limiting recruitment campaigns to say ‘graduates’ either in
advertisements or to the university ‘milk rounds’ may constitute
indirect discrimination on grounds of age as it severely restricts the
chances of someone over, let’s say 25 years, applying for your
vacancies. Organisations which state that they do not have an upper
age limit on graduate recruitment and take steps to advertise their
vacancies outside the ‘milk’ round will be in a stronger situation.

You should aim to make any recruitment process as age neutral as
possible; i.e. ensure that language used in recruitment advertisements
and documentation doesn’t imply that you are seeking people of a
particular age.

110



111

Other Issues

14. Do we have to carry out monitoring on grounds of
age?

The Regulations do not impose a duty on employers to monitor the
ages of job applicants and employees. However all employers should
have an equal opportunities policy incorporating their commitment to
monitoring and review of all statutory equality grounds including age.
By monitoring the ages of your employees and establishing an age
profile of the workforce you will be able to plan for retirement peaks,
take positive action to rectify any age imbalances in your workforce,
and check that all employees are gaining access to training and other
facilities.

Regarding the monitoring of applicants this will allow employers to
check that their recruitment procedures, particularly selection criteria,
are not adversely affecting any age group. For further information on
the monitoring process please refer to the “Good Practice Guidance”
in Chapter 5 of this Guide or contact the Equality Commission.

15. Retirement: Has the government set a retirement
age?

The Regulations set a National Default Retirement Age (the “default
retirement age”) of 65. Employers will only be able to set retirement
ages below the default retirement age (65) where they can clearly
show they can satisfy the test of objective justification.

The Regulations state that employees have the right to request
continued working beyond their retirement date and employers have a
duty to give this request full consideration. For more information
please see Chapter 4 “Retirement” and “Annex 3: Retirement” in this
Guide.

16. What is objective justification?

Employers may treat people differently on the grounds of their age if
they have an objective justification.

The test of objective justification means employers will have to show
that what it has done is a proportionate means of achieving a
legitimate aim. Some examples of a legitimate aim may include
training requirements of the job, reasonable period of employment
before retirement, health/welfare etc. It will be up to the employer to



show that the aim is valid and ultimately up to the tribunals to decide
what constitutes a legitimate aim. For further information, see
Chapter 3: “Exceptions & exemptions”.

17. Our employees’ pay and benefits vary according to
their length of service. Can we still continue with
this policy?

Any benefit that accrues when length of service is ‘5 years or less’ will
be exempt and can continue. For benefits that accrue when length of
service exceeds 5 years, employers have to show that it reasonably
appears to them that it fulfils a business need to award the benefit on
the basis of the relevant length of service criterion. A “business
need” may include encouraging the loyalty or motivation, or rewarding
the experience, of some or all employees.

18. Do the Regulations affect the National Minimum
Wage?

The National Minimum Wage is specifically exempt from the scope of
the Regulations. Employers can continue to use exactly the same
age bands to pay at or above the National Minimum Wage rates.

19. Are occupational pension schemes covered by the
Regulations?

As pensions are linked to age the Regulations deal with potential
discrimination via a series of exemptions which allow for pension
schemes to work as they do at present. The general aim is to leave
private pension arrangements as little disturbed as possible.

The provisions in the Age Regulations which relate to pension
schemes are scheduled for an operational date of 1 December 2006.

If you require more information on pension schemes, queries should
be referred to the Labour Relations Agency. Contact details can be
found in Chapter 7: “Further information, advice & support”.

20. Can | take positive action to promote age diversity?

Your business could benefit from employing people of different ages
and the Regulations allow employers to introduce certain positive
action measures to prevent or compensate for disadvantage linked to
age. The only measures that can be used by employers are:
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* giving access to training facilities to people of a particular
age or age group to help fit them for particular work; and,

« aimed at encouraging persons of a particular age (or age
group) to take advantage of opportunities for doing particular
work.

In most cases the employer must show that the action is aimed at
addressing a specific disadvantage experienced by people of a
certain age. It is also recommended that any employer considering
undertaking positive action measures should discuss this with the
Equality Commission to ensure the proposed action is appropriate.



Annex 3: “Retirement” is divided into four sections. The ‘Example
employer letters’ are letter templates designed to assist employers in
the retirement process, the ‘Retirement; transitional arrangements
applicable up to 1st April 2007’ section provides information for
employers with employees due to retire before and after 1st October
2006 and up to 1st April 2007.

The ‘Fair retirement flow chart’ and the ‘Request to work beyond
retirement flow chart’ are designed to help guide employers through the
retirement process.

The remainder of this annex is structured as follows:

« Example employer letters:

o Informing an employee of their retirement date and of
their right to make a request to continue working;

o Informing an employee of a meeting to discuss a request
not to retire;

o To an employee to confirm a new retirement date;
o To confirm retirement on the intended date; and

o To an employee notifying them of the result of their
appeal.

» Retirement - Transitional arrangements applicable up to 1st
April 2007

 Fair retirement flow chart
* Request to work beyond retirement flow chart
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Note to employers:

If an employer intends to retire an employee the employer must inform
the employee of the retirement date, in writing, no more than one year
but no later than six months before the intended retirement date and
that they have a right to request to work beyond the retirement age.

Failure to inform the employee of the date and their right may mean
that the dismissal is unfair. This letter should only be used if an
employer is complying with the above time limits. If an employer does
not, then they are under an obligation to consider a request made by
the employee at any time before retirement takes effect.

Dear: Staff Number:
Date:
1 | am writing to inform you that your retirement date will be (insert

date) and you have a right to request not to be retired.

1a | will give careful consideration to any request you make to work
beyond this date and will inform you if i cannot let you.

2 Your request not to be retired must be returned to (insert name) no
later than three months before the date stated in paragraph .
Failure to do so will mean that you lose your statutory right to have
your request considered and you will be retired on the retirement
date above.

Name: Signature:

Date: Position:




Note to employers:

The meeting to discuss the request should be held within a
reasonable period after the request has been received.

The employee has a right to be accompanied at the meeting. The
companion must be:

chosen by the employee;

a worker or trade union representative employed by the
same employer as the employee;

permitted to address the meeting but not answer questions
on behalf of the employee; and,

permitted to confer with the employee during the meeting.

Dear:

Date:

Staff Number:

| am writing to inform you that after receiving your request not to be
retired that there will be a meeting to discuss your request.

The meeting will be held on [insert date] at [insert time] at
[insert location].

You have a right to be accompanied at the meeting by a fellow worker or
a trade union representative. Your companion may be someone that you
have chosen, but they must work for [insert name of organisation]. Your
companion can address the meeting but not answer questions on your

behalf although you may confer with your companion during the meeting.

After the meeting if it is decided to continue your employment beyond
the intended retirement date of [insert date] you will receive written
notification reflecting these agreed changes to your contract.

If no agreement is reached you will receive further notification confirming
your intended retirement date and informing you of your right to appeal.

Name:

Signature:

Date:

Position:
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Note to employer:

Employers should use this letter if they accept the employee’s request
or appeal.

Dear: Staff Number:

Date:

| am writing to inform you that following our meeting to consider your
request not to be retired / appeal meeting [delete as appropriate] [insert
organisation] has agreed that your new intended retirement date shall be
[insert date].

As agreed at the meeting to discuss your request not to be retired /
appeal meeting [delete as appropriate] your new working pattern will be
as follows. [Delete this paragraph if no new working pattern is agreed].

Name: Signature:

Date: Position:




Note to employers:

If after the meeting to discuss the employee’s request not to be
retired, the employer decides that they still wish to retire the
employee, the employer must inform the employee as soon as is
reasonably practicable.

Dear: Staff Number:

Date:

| am writing to inform you that after our meeting held on [insert date] to
discuss your request not to be retired, that [insert organisation] still
intends to retire you on [insert intended retirement date].

You have a right to appeal this decision. If you wish to appeal you must
inform [insert name] as soon as is reasonable. Failure to do so may
mean that you lose the right to an appeal meeting and [insert
organisation’s name] may consider your appeal without holding a
meeting but they will consider any previous representations that you
have made.

Name: Signature:

Date: Position:
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Note to employer:

Employers must hold the appeal meeting to discuss the employee’s
appeal not to be retired as soon as is reasonably practicable. If it is
not reasonably practicable to hold an appeal meeting within a period
that is reasonable employers may consider the appeal without holding
a meeting as long as they consider any representations that the
employee has made.

Dear: Staff Number:

Date:

| am writing to inform you that after our meeting held on [insert date] to
discuss your appeal not to be retired, that [insert organisation] still
intends to retire you on [insert intended retirement date].

Name: Signature:

Date: Position:

This procedure must be repeated each time an individual nears
an extended point for retirement.

Annex 3

119



Transitional arrangements apply to retirements from 1st October 2006
to 31st March 2007.

Where an employee is due to retire soon after 1st October 2006 the
procedures for ensuring a retirement dismissal is fair are summarised
below.

Notice given before 1st October 2006

If the employee is given notice before 1st October that they are to be
retired after 1st October 2006 but before 1st April 2007:

» notice must be at least the period required by the contract of
employment; or

» where the employee is already serving a long period of
notice required by the contract that exceeds four weeks, the
employer must give at least four weeks notice before the 1
October 2006 to ensure the employee is aware and given the
statutory minimum period of notice for retirement.

On 1st October, or as soon practicable afterwards, the employer must
write to the employee telling them of their right to request working
longer.

The employee can make such a request after their contract has been
terminated but not more than four weeks afterwards.

A meeting to discuss the request, and any subsequent appeal
meeting, must be held within a reasonable period. The employee can
ask to be accompanied by a companion.

Notice given after 1st October 2006

If the employee is given notice after 1st October that they are to be
retired before 1st April 2007 the employer must:

« write to the employee notifying them of the intended
retirement date

- giving the employee the longer of either the contractual or
statutory notice [Article 118 - The Employment Rights
(Northern Ireland) Order 1996]; and,
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- tell them in writing that they have a right to request
working longer.

An employee who wants to exercise this right should make a written
request:
» where possible, four weeks before the intended retirement
date; or

* as soon as reasonably practicable after being notified of the
‘right to request’.

The request can be made after the employee’s contract has been
terminated but not more than four weeks after termination.

A meeting to discuss the request, and any subsequent appeal
meeting, must be held within a reasonable period. The employee can
ask to be accompanied by a companion.

Notice given after 1st April 2007
Anyone retiring on or after 1st April 2007 will be subject to the full

retirement procedure set out in the Employment Equality (Age)
Regulations 2006 and in Chapter 4: “Retirement”.



Retirement Flow Charts

Fair retirement flow chart

As an amployer, do you intend 1o retire
the employea?

Yas

|T! |->|cunumwmmhym

Which of the following best applies to
your arganisation’s policy on ratirament?

Organisation Organisation Organisation
has a normal has a normal has no normal
retirement age retirement age retirement age
(NRA) below (NRA) at 65 or (MNRA): | am
65: | am higher: | am considering a
considering a considering a retirement
retirement retirement dismissal at or
dismissal at or dismissal at or after 65
after the NRA. after tha NRA.
Has the b Yes Have you notified the
retirement age amployaa no more
been than 1 year before but
no later than 6 months
justified? bafore the intendad

ratiramant date (IRD)
of their right to
request an IRD?
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Fair retirement flow chart

Has the employee made a right to request
within 3 months of the retirement date?

Have you nolified 2 weeks before dismissal’?

Yes Yes
Retire Has a request been made
employes, no before dismissal?
duty to
consider —
late request
Yas
You can retire
employee but
may have to
pay
for late Unfair
I Duty to consider request I notification dismissal




Fair retirement flow chart

¢

Duty to consider request

\

Is it possible to hold a meating
within a reasonable period?

Hold meeating.
Employee has
the right to be
accompaniad.

If challenged, you must be able to
show that you considered any
representation from the employee.

\ 4

Consider request and notify employee of
decision as soon as is possible.

\ 4

Are you agreeing to the
No employee's request? Yes
Do you still want to a
dismiss the employee o
on the intended
retiremeant date (IDR)?
Yeas
Inform employee you Appeal Inform employee Write to
intend to retire them. h accepted. that you intend to confirm new
Employee has the retire them on an retirement
right to appeal alternative date. date.
decision. l l l
Appeal rejected. Employee continues in employment. Repeat notification
Retire employee when nearing new retirement date unless the new date is

(IRD).

less than 6 months from original intended retirerment date
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Request to work beyond retirement flow chart

Employer — Pre-Retirement

If you intend to retire the employee you must inform the employee of the retirement
date, in writing, no more than one year but no later than six months before the
intended retirement and that they have a right to request to work beyond the retirement

age.

Employee — Responding to your employer's notification

When your employer has notified you of your intended retirement date and your right to
raquest, if you want to request working beyond retirement age you must inform your
amployer no less than three months bafore the intended retirement date. Your request
to your employer must be in writing and state whether you wish to continue work:

. indefinitely

. for a stated period

. or until a certain date.

You may only make one request in relation to each intended retirement date. If your

employer has failed to notify you of your intended retirement date six months before
that date, you may still make a request not to retire at any time before you retire.




Request to work beyond retirement flow chart

'

Employer — Responding to your employee’s request

When you receive your employee's request you must normally hold a meeting with
your employee to discuss the request. If you accept there is no need to hold a
meeting; simply amend the employee’s contract of employment to reflect the new
intended retirement date, and if required, the new employment pattern.

If after considering the request, you decide that you do wish to continue with the
retirement you should hold a meeting with the employea. This will enable the

employee to put their case to you.
The employee has a right to be accompanied at the meeting. same employer.

The companion can be:
. chosen by the employes

. a worker or trade union represantative employed by you or the organisation.

The companion can:

. address the meeting but not answer questions on behalf of the employee
. confer with the employee during the meeting.

Thea meeating must be held within a reasonable period after the request has been

received from the employee. If the meeting cannot be held within a reasonable perod,

you may inform the employee of your decision in writing as long as you have
considered any representation made by the employee.
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Request to work beyond retirement flow chart

h 4

Employee — The meeting to consider your request

If your employer does not accept your request, they must still offer you a meeting to
discuss it. This is your opportunity to put your case before your employer. You have a
right to be accompanied at the meeting.

The companion can be:

. chosan by you; but must be

. a worker or trade union representative employed by the same employer.

The companion can:

. address the meeting but not answer questions on your behalf

. confer with you during the mesting.

It is important to remember that your companion cannot answer questions on your
behalf. You must take all reasonable steps to attend the meeting, although if it is not

possible to hold the meeting within a reasonable period your employer may inform you

of their decision in writing.
v
The meeting

The meeting is an opportunity for the employee to put their case before the employer.
At the end of the meeting the employer may decide that whilst they cannot accept the
amployea’s stated request, thare may be a compromisa solution. It is parfectly
acceptable for the employer to propose alternative working pattemns and retirement
dates, other than those proposed by the employee, if the employer is persuaded by the

employee's case nol to be retired.

Employer — Post-meeting action

If, after the meeting, you decide to accept the employee's request you should inform
them that you have accepted the request and state the new employment pattern and
when the new intended retirement date will be.

Where the decision is to refuse the request you should confirm with them that you still
wish to retire them — either on the ariginal intended retirement date or an alternative
later date.

Any decision should be given in writing and should be dated. The employee has a
right to appeal the employer's decision, or a decision on a new intended retirament
date if it is shorter than the intended retirement proposed by the employee in the

amnlnvaa's initial renuast T



Request to work beyond retirement flow chart

h

Employee - Post-meeting

The employer will inform you as soon as is reasonable after the meeting of their
decision. If the employer rejects your request or proposes a new intended retirement
date that is less than that in your original request, you may ask for an appeal meeting.

v

Appeal meeting

The appeal maeting is the final opportunity for the amployae to put their case bafore
the employer. At the end of the meeting the employer may decide that whilst they
cannot accept the employee's stated request, there may be a compromise solution. It
is perfectly acceptable for the employer to propose alternative working patterns and
retirement dates, other than those proposed by the employee, if the employer is
persuaded by the employee's case not to be retired.

v

Employer - Post-appeal meeting action

If, after the meeting you decide to accept the employea's request, you should inform
them that you have accepted the appeal and state the new employmeant pattern and
when the new intended retirement date will be.

Where the decision is to reject the appeal you should confirm with them that you still
wigh to retire them and the date that the dismissal is to take effect.

Any decision should be given in writing and should be dated.
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Employee - Post-appeal meeting

The employer will inform you as soon as is reasonable after the appeal meating of thair
decision. If your request is accepted, or a compromise solution is reached, the
employer should inform you in writing of that decision.

If your appeal is rejected the employer is obliged to inform you of this in writing and of
the date of your retirement. The employer does not need to give a reason why your
application has been rejected.
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