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Introduction 

This report presents an outline of the general guidelines which will be issued to departments in 
relation to arrangements surrounding death in service as well as arrangements for employees 
approaching retirement age. 

Background 

At the meeting of the Joint Consultative Committee held in November 2001, concern was expressed 
by the Trade Union side in relation to either inconsistencies in procedures or the absence of 
procedures across departments of the Council, with specific reference to the death in service of an 
employee and arrangements in relation to pre-retirement procedures for employees. 

Death in Service 
Guidelines have been drafted to be issued to Personnel Practitioners, as well as for the general use 
of Managers within departments. The terms of the guidance note set out a standard procedure to be 
adopted in the circumstances when an employee dies in service. 

Specifically the guidance incorporates arrangements on the following aspects: - 

Meeting with next of kin 
Formal notification to payroll 
Payment of outstanding salary or wages 
Arrangements in relation to car leasing, if appropriate 
Payment for outstanding annual leave and public holidays 
Group Life Assurance Scheme 
Pension payments, where applicable 
Standard correspondence to be adopted 

The guidance sets out the recommendations in the context of the involvement of the relevant Line 
Manager as well as the attendance of a Personnel Officer, where this is requested. 

Discussions have taken place at the Personnel Practitioners Forum in terms of the proposals and it is 
intended that these will be finalised and issued in early course. 
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2.6 Pre-Retirement Courses 
The arrangements proposed in relation to pre-retirement are :- 

0 

0 

Departments to be advised annually by the Payroll Section of their employees who will reach 
the age of 64 in the forthcoming year 
Notification by departments to employees in the year of their 64th birthday of the services 
available to them in advance of their pending retirement. Specifically, these will be in relation 
to pension scheme implications, where applicable; access to pre-retirement training and access 
to the Council's Independent Financial Advisors. 

2.7 Employees between the ages of 60 and 64, who notify the Council of an intention to retire early on 
option, will be notified of the availability of these services. 

2.8 The guidelines on both items will be notified to Personnel Practitioners and Departmental Managers 
for their information and use. 

2.9 A personnel circular will be issued advising employees of the arrangements in place. 

3. Recommendation 

3.1 The Joint Consultative Committee is invited to note the arrangements in hand in relation to setting 
out a consistent framework to be applied concerning death in service of an employee and pre- 
retirement facilities for employees. 
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For further information on the content of this report please contact Anne Burns, Chief Personnel Officer 
on (01698) 302320. 
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