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ORGANISATIONAL CHANGE POLICY AND PROCEDURE


This policy has been agreed by the UNITE and UNISON unions and approved by the Governing Body at its meeting on 29 March 2011.
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ORGANISATIONAL CHANGE POLICY AND PROCEDURE

Policy

The mission of Canterbury Christ Church University is to provide excellent higher education for our students and to transfer knowledge to the community at large.  To achieve this, the University must remain flexible and responsive to changing national and educational priorities and student requirements.  It must also seek to make the most efficient use of all its resources.

The University’s staff are its most important asset for it is via these staff that its teaching, research, knowledge transfer, innovation and support services are delivered.  However, changes in approach at national, University, Faculty or Department level may require changes to organisational structures, staff numbers, knowledge or skill levels.

It is the policy of Canterbury Christ Church University that where it is necessary to engage in organisational change to meet educational, financial or efficiency requirements, the adverse impact on staff will be minimised as much as possible.

A.1 Principles of the Policy to be followed in respect of all Organisational Change

Where organisational change is necessary, the following principles will be adopted:
 
· The adverse impact on staff will be minimised as far as possible
· University Management will make every effort, in consultation with staff and 
	recognised Trade Unions, to identify and make savings from areas which would 
	avoid or mitigate the need for staff redundancies (e.g. reductions in overtime 
	working, non-staff budgets etc).
· Staff will be consulted and informed of the reasons for change and the likely 
	impact upon them at the earliest opportunity to allow meaningful, adequate 
	prior consultation.
· Key strategic decisions on changes in academic provision (e.g. at a Departmental/ 
	academic discipline level) will be taken at Senior Management Team and not at 
	Faculty level).
· Managers making decisions on such matters will be expected to adhere to the 
	University’s policies and in particular to avoid any unlawful discrimination and 
	practices.
· Where there are changes in organisational structures, if these changes may result 
	in the displacement of staff, then selected posts or all posts will be advertised 
	internally in the first instance, prior to any external adverts and those whose posts 
	are at risk will be given prior consideration for vacancies.  
· Staff may be ‘slotted’ into posts if they are suitable for appointment and if this will not
     disadvantage 	any other staff or be inequitable.
· Where staff are displaced they will be offered written reasons.
· Staff will be offered flexible opportunities to redeploy where feasible.  This may 
	include secondments and sabbaticals.
· Staff will offered opportunities to retrain, where feasible and economical.  If 
	requests for training are refused, an employee may request a written explanation 
	of the reasons for this decision.
· Staff will be treated fairly and with proper consideration for the difficulties 
	caused to them by the requirements for change.
· Staff will be kept informed of the process of change and the likely impact upon 
	them.
· Where staff are adversely affected by organisational change, protection will be 
	offered in line with the University’s protection policy.
· Where redundancies are required, voluntary redundancies and/or premature retirements
     will be considered where appropriate at management discretion before compulsory
     redundancies
· Where redundancies are required, the University will give consideration to 
	supporting staff with professional outsourcing assistance.
· Management will consult formally with recognised Trade Unions over application 
	of the Organisational Change Procedure in relation to the specific circumstances 
	which apply at that time.
· Management will contact other organisation (e.g. other Local Higher Education 
	institutions, FE colleges, schools etc) as appropriate in efforts to maintain job 
	security for displaced staff.
· This policy will be applied in the context of other University policies and in 
	particular all policies relating to equality of opportunity, equality impact and the 
	avoidance of unlawful discrimination.
· Account will be taken of relevance guidance (e.g. ACAS guidance on managing 
	change/handling redundancies and the draft joint UCEA/Trade Unions digest on 
	job security).

A.2 Scope of this Policy

This policy applies to all staff directly employed by the University. The principles of the policy will apply to any organisational change within the University.

It is not intended that the Organisational Change Policy should obstruct the need for flexibility and change of roles, structure and responsibilities at a Faculty or Departmental level.

Where duties and responsibilities may change but there will not be any need for redundancies or competition, the principles of the policy will apply but the formal Organisational Change Procedure will not apply.  There will however, be a requirement to consult with all affected staff and informally with any relevant recognised local Trade Union representatives and to ensure equity and fairness.

In all cases where there will be or there may be redundancies or structural changes which may require internal competition, downgrading or redundancies the Organisational Change procedure must be followed.  In particular, this will require:

· The production of a formal proposal/business case to SMT setting out the rationale for the change and its likely impact
· A programme/timetable to consult with those directly affected and also with the relevant Trade Unions and compliance with any statutory consultation requirements
· A fair and open process which enables staff to have an equal opportunity to be considered for any new positions.

Proposals on changes which will affect staff either through structural change/re-organisation or which may involve a reduction in the number of posts will be discussed with the staff affected and with relevant Trade Unions at the earliest opportunity to allow adequate prior consultation.

As part of the process of supporting change and ensuring appropriate and timely consultation, the University and the recognised Trade Unions will agree joint guidance on the practical application of this policy.  This guidance will include indicative timescales for consultation and processes.  However, the guidance will not be formally part of the University Policy or Procedure. 




B. ORGANISATIONAL CHANGE PROCEDURE

The Organisational Change Procedure recognises that there are two stages to the process of consultation, these stages may take place simultaneously.  The two stages of consultation are: i) proposals for change, ii) processes of change.

STAGE 1 -  PREPARING FOR ORGANISATIONAL CHANGE

i) Sharing Proposals with staff, consulting and assessing the potential impact

The SMT member will be responsible for ensuring that relevant staff members are informed of the proposals for change at the earliest opportunity. The purpose of these communications will be to ensure that staff affected by the change(s):

· understand the potential implications of the change(s)
· have an opportunity to comment on the change(s) and to make representations
· understand proposed timescales and processes and also have an opportunity to comment about these
· are able to consult and have a dialogue with the relevant Trade Unions as appropriate
· are clear about which members are potentially affected by the proposed change and therefore in the ‘pool’ of staff affected

Once determined, staff will be notified in writing that they are within the pool and consequently the risk will to them be defined and the potential consequences identified.

A (permanent) register will be maintained by the Director of HR of any staff who are ‘at risk’ of redundancy and this will be used to monitor progress of individuals in respect of redeployment etc. The list will be open to recognised Trade Union representatives subject to the normal Data Protection legislation requirements.

ii) Consultation with Recognised Trade Unions

The University has established joint consultative machinary for discussions with recognised Trade Unions. The Joint Negotiating Group will have a standing item for reports on Organisational Changes for discussions with recognised Trade Unions and will report on these discussions, as appropriate to the Joint Negotiating and Consultative Committee (JNCC) to which the JNG reports.

As appropriate the University will enter into formal consultation with recognised Trade Unions via the JNG for formal consultation and redundancy avoidance.  The JNG may be reconstituted either during a ‘normal’ meeting or separately, as required, as a sub-group of the JNCC as a redundancy avoidance consultative forum.  This sub-group will also consider Equality Impact Assessment, as appropriate.  The Equality & Diversity Manager may be invited to attend the sub-committee for this purpose.

Organisational Change and Redundancies will be a standing item on the agenda of the JNG Committee meetings. Discussions on organisational change and redundancies which take place at the JNG will form part of the duty to consult which arises under statutory obligations and under the University's Organisational Change Policy. Such discussions will be minuted and form part of the formal JNG Committee minutes. As required, either side, with appropriate prior notification and agreement, may co-opt other members of the University (e.g. Equality and Diversity Manager) up to a maximum of three additions, to be part of those discussions.

Consultation should be appropriate and proportionate to the scale and impact of the change. Greater consultation and involvement will be required for large scale changes affecting large number of staff compared with a change affecting a smaller number of staff (e.g. less than 20).

Formal consultation with recognised staff representatives and affected staff will take place at the earliest opportunity with a view to reaching agreement on ways of minimising the impact of any changes. The University will provide such information as is approporiate to those who have been notified by the Trade Union to the University who operate in a recognised official capacity for the Trade Union for this purpose. In addition to help trade unions to advise their members, management will give them relevant information at least five working days prior to information being given to staff as part of a collective consultation. 

This information will be deemed to be confidential unless otherwise agreed.  Consultation with staff will take place on a collective and/or individual basis. Individual and collective staff consultations may take place in parallel with the consultation with recognised Trade Unions.

Consultation with staff and with recognised Trade Unions will take place with staff over a reasonable timescale and where possible consultation will take place in line with the statutory maximum period (90 days) regardless of the number of staff affected.[footnoteRef:1]  [1:  Trade Union and Labour Relations (Consolidation) Act 1992 s.188] 


Consultation will take place:

· Over a minimum period of 30 days where the number of potential redundancies is less than 20
· Over a minimum period of 30  days before the first dismissal takes effect if the potential number of redundancies is between 20 and 99
· Over a minimum period of 90 days before the first dismissal takes effect if the potential number of redundancies is in excess of 100. 

Where this is the case, certain other statutory consultation requirements must also be fulfilled. This includes giving information to relevant Trade Union representatives on:

· The reasons for the proposals including relevant financial information and underpinning assumptions
· The number and description of employees who may be at risk or who it is proposed to dismiss as redundant.
· The total number of employees of any such description employed within the University.
· The ways in which the employees will be selected for redundancy (i.e. the selection criteria).
· How the, redundancies will be implemented, taking into account this agreed procedure, including the period over which the dismissals are to take effect.
· The method of calculating the amount of redundancy payments to those who will be made redundant.
· Other (non-statutory) information may be made available as required (e.g. information on staff turnover rates, equality impact assessment etc)

Consultation will also include:

· Giving details on any effects on earnings (protection) where transfers of downgradings may apply
· Giving details on the effects on pension entitlements in the event of downgrading, protection, early retirement/redundancy
· Arrangements for reimbursement of travel, removal and related expenses where work is accepted in a different location
· The University’s assessment of the feasibility of re-training staff affected by the change

The purpose of the collective consultation will be to:

· Consider if there are any practical ways of avoiding redundancy.
· Seeing if it is feasible to reduce the numbers of staff that need to be made redundant.
· As far as possible, mitigating the effects of any redundancies.

[bookmark: _iv)_Individual_Consultation]iii) Individual Consultation

Manager(s) and HR staff will meet collectively and/or with individual staff (and a work colleague or Trade Union representative if they so wish) to consult about the potential changes and their impact. These discussions may include seeking views about the proposed redundancy selection criteria, the alternatives individuals may be willing to consider and the likely next steps and timescales in the process.

iv) Steps to Preserve Employment Security

Once it is clear that redundancies may be required, at the earliest opportunity the Director of Human Resources and relevant managers will consult with Trade Unions and individuals about the likely impact and consequences of the changes and will discuss with the Trade Unions what steps should be put in place to preserve employment security. All of the following will be considered:

· Ensuring all pay and non-pay expenditure has been reviewed and is as tightly controlled as possible.
· Offering particular posts on a fixed term basis until the organisational change process is completed
· Review of other temporary appointments 
· Using ‘natural wastage’
· Freezing recruitment to certain specified posts or 
· Freezing recruitment to all posts
· Voluntary reduction of hours (temporary or permanent)
· Volunteers for early retirement
· Volunteers for redundancy

[bookmark: _v)_Statutory_Duty_to_Notify_the_Dep]v) Statutory Duty to Notify the Department of Business, Innovation and Skills

The University will notify the Secretary of State via form HR1 if it proposes to make 20 or more workers redundant over a period of 90 days or less.

STAGE 2 – THE PROCESS AND TIMETABLE FOR ORGANISATIONAL CHANGE
[bookmark: _i)_Process_and_Timetable]
i) Process and Timetable

Entering into the processes required to implement change does not preclude amendments or revisions being made to the proposals for change. Consultation (as an active openness to the views of staff and recognised Trade Unions) will continue during the development of the process and timetable for change. 

Management will set out as early as possible a timetable and process, in line with statutory consultation requirements, during which the following may be published for consultation with recognized Trade Unions and staff:

· Details of the proposed changes, including if necessary details of new structures etc
· Details of the numbers of staff affected and who is ‘at risk’ (see paragraph B1 (iii) above)
· The timetable for consultation
· A timetable for undertaking selection processes for posts under the new arrangements in relation to affected staff
· Details of how individuals will be able to specify their preferences in relation to any available options presented
· Any slotting in arrangements
· Redundancy selection criteria (if appropriate)

Redundancy selection criteria may include: 

· Suitability for appointment to a new post in the new structure i.e. the qualifications, knowledge, experience and skills of the individual when compared with organisational requirements.
· The feasibility, timescales and costs involved in re-training/redeployment
· The extent to which the person’s duties are not interchangeable with other employees
· That the person’s duties/responsibilities in respect of their contract more closely fits the type of work which has reduced or is no longer required than when compared with another employee
· Any other criteria appropriate to the specific circumstances put forward by management following the offer of consultation with recognised Trade Unions.
· Redundancy selection criteria will be subject to equality impact assessment by University management. The equality impact assessment will be part of the consultation process with recognised Trade Unions.

[bookmark: _ii)_Individual_Preferences_/_Knowle]ii) Individual Preferences / Knowledge and Skills Audit

Staff will be offered an interview by the relevant Head(s) of Department(s) or HR and will be given an opportunity to ensure that the University has the correct / most recent 
details concerning:

· Work experience to date
· Details of qualifications, knowledge and skills
· Personal circumstances (e.g. carer or other dependant responsibilities)
· Job preferences
· Any wishes regarding retraining 

Staff preferences over alternative employment will be considered. The shortened application form at Appendix 1 may be used for this purpose.

[bookmark: _iii)_Automatic_Slotting-In]iii) Automatic Slotting-In

Automatic slotting-in may take place where:

· The post held by an individual in the old structure is substantially (75% +) the same[footnoteRef:2] as the post in the new structure and at the same grade or one grade below or above the persons existing grade and/or [2:  For the purposes of this policy ‘substantially the same’ will be defined as ‘where the duties and responsibilities of the post can be shown via job evaluation to be at the same level or broadly equivalent (one grade higher or one grade lower’).] 

· It is clear that no other member of staff will be displaced by that slotting-in and/or
· There is no obvious disadvantage or inequity to other members of staff in doing so.
· It is a reasonable alternative in terms of hours and location

Where slotting in applies, as is appropriate, the University’s Policy on Protection with regard to pay and other terms and conditions will be applied.

[bookmark: _iv)_Competition]iv) Competition

Competition will take place where:

· The post(s) in the new structure is/are substantially different to the post(s) in the old structure and/or on a different grade
· It is clear that there are more staff than there are posts within the new structure (i.e. staff will be displaced or more than one person has expressed a preference for a post).

Management will advise trade union representatives and staff at the earliest opportunity whether slotting in or competition will apply. 

It is possible that within the same ‘pool’ slotting-in may apply in one tier or section and competition may be required in another. This may only apply if it is very clear that staff who will be subjected to competition are genuinely ineligible for any of the posts to which slotting-in is to be applied because of lack of necessary qualifications, grade, experience, skills etc.

Posts that have been identified as requiring competition will be ring fenced (i.e. they will initially only be open to ‘at risk’ staff on the basis of the principle of ensuring job security).

STAGE 3 - INTERVIEW PROCESSES FOR COMPETITION

Affected staff will be required to submit application forms within a specified time-scale. Candidates will be selected on the basis of their application, performance at interview and the results of any additional selection assessment methods used.

Candidates will be informed of the outcome as soon as possible.

Unsuccessful candidates who are displaced from the structure after a first round of interviews will be at potential risk of redundancy and therefore subject to consideration for redeployment to an alternative role and/or for re-training.

Managers conducting interviews must do so with sensitivity. There is a balance to be struck between informality and formality and also the number of interviews which an individual may be required to attend. 

It is jointly agreed that:

· whilst internal, competitive interview processes should be kept as informal as possible, the potential consequences of non-appointment must also be made clear to staff at the outset;

· whilst there are some practical difficulties with candidates having single interviews for multiple positions, it is also desirable that the number of interviews an individual may be required to undertake through internal competition should be kept to a minimum. 

The interview plans and processes should be the subject of consultation with staff and their representatives.

Detailed notes should be made in respect of interviews held for those ‘at risk’ and who are unsuccessful at interview so that appropriate feedback can be given.

[bookmark: _E._AVOIDING_REDUNDANCIES]STAGE 4 - AVOIDING REDUNDANCIES
[bookmark: _i)_Redeployment]
i) Redeployment

In the event that staff may be displaced, arrangements for redeployment will begin as soon as possible. This will include:

· Staff being asked to identify their skills and preferences (this may include a realistic assessment of the feasibility of a change of discipline).
· Staff being sent details of vacancies elsewhere in the organisation.
· Staff at risk of redundancy being given priority consideration in relation to suitable alternative employment
· Slotting-in to suitable alternative posts may take place by agreement with the relevant Head of Department/Dean without the requirement for a formal interview, subject to the individual meeting the essential requirements of the post. (There should however be an informal interview where the requirements and expectations are made clear)
· Competition will apply for any post if there is more than one potentially displaced member of staff who has expressed interest in the post
· Alerting ‘at risk’ staff to the University counselling services and as appropriate any internal/external outplacement/career advice services which may be available.

Staff at risk of redundancy will be given priority for selection to posts that may be potentially suitable. This means that if there are parts of the University where a recruitment freeze does not apply (i.e. external recruitment is continuing as normal), the ‘at risk’ individual will be selected/appointed to that vacancy:

a) if they have expressed a wish to be so appointed and/or
b) if they meet the minimum requirements set out in the person specification.

Where it has not been possible to make an internal appointment through automatic or competitive slotting in or redeployment, the post may be advertised under normal arrangements both internally and externally under normal arrangements.

[bookmark: _ii)_Acceptance_or_Rejection_of_Alte]ii) Acceptance or Rejection of Alternative Employment

A member of staff who is offered redeployment to another post will receive a written offer and may accept the post with a trial period of four weeks, in line with the statutory redundancy requirements[footnoteRef:3], or without a trial period. If the individual rejects the offer of employment within the four week trial period, that individual will not forfeit their right to a redundancy payment (if eligible) as long as that rejection is based on reasonable grounds. The trial period may be extended by mutual agreement but must be agreed in writing and must state the date on which the trial period will be considered to be at an end. If the employee works beyond the four week trial period in the new post (or the jointly agreed extended period) any redundancy pay entitlement will be lost as the employee will be deemed to have accepted the new post. [3:  Employment Rights Act 1996 s. 138] 


Following acceptance of the redeployment, the employee will no longer be eligible to be considered for other posts advertised as part of the organisational change process but may of course apply for any post advertised normally for open competition. Should an employee unreasonably reject what is regarded as a suitable offer of redeployment it may be deemed that they have refused a suitable alternative offer, which may render the individual ineligible for a redundancy payment.

iii) Re-Training

The University will consider re-training staff where this is feasible and economical. Whether retraining is feasible and economical will depend upon the numbers of staff displaced, the costs of training and the length of time over which the training is required. 

[bookmark: _F._REDUNDANCIES]STAGE 5 - REDUNDANCIES
[bookmark: _i)_Voluntary_Redundancy]i) Voluntary Redundancy

If it is considered to be appropriate following consultation with recognised Trade Unions, management may offer staff at any time the option of voluntary redundancy. This will remain subject to management discretion on the basis of retaining valued skills or experience or because of prohibitive costs (e.g. enhanced pension benefits being triggered).

All staff or specific groups of staff may be invited to respond to the invitation to seek voluntary redundancy. This will be via an ‘expression of interest’ within a pre-determined time scale. 

Applications may be refused but written reasons must be given. There will be no right of appeal against a refusal.

Applicants whose expression of interest is not refused will be given information about their benefits in order to make a decision. 

An ‘expression of interest’ will not be binding on either party until such time as the parties agree terms in writing.

[bookmark: _ii)_Compulsory_Redundancy_&_Statuto]ii) Compulsory Redundancy & Dismissal

If, following the required consultation period, it is clear that compulsory redundancies remain necessary despite every effort to avoid these, management, in conjunction with those affected and relevant Trade Union representatives will need to follow the steps below. Redundancy notices should not be issued precipitately. The redundancy termination process must include:

· A face to face meeting between the employee, the relevant SMT Member/Head of Department, HR representative and TU representative or workplace colleague  (if required by the employee) to explain the situation at which the employee can make any final representations
· After that meeting, if there is no alternative to redundancy, the decision  may then be made and confirmed in writing to the individual 
· Ensuring proper contractual or statutory notice is given
· The employee is given a right of appeal within 14 calendar days of the date of the letter being sent to them and then heard if requested.
· The person or panel hearing the appeal confirm their decision in writing.

In addition management will: 

· Confirm to those individuals remaining at risk that their posts are to be made redundant and will give formal notice to that effect of termination of employment in line with their statutory and/or contractual entitlements
· Give details to staff of the benefits to be paid on redundancy
· Give details on any pension implications and where they may obtain further advice about their options
· Inform the member of staff that they are entitled to reasonable time off to search for alternative employment
· Give such ongoing assistance as may reasonably be provided for three months after termination in the search for alternative employment internally or externally. This may include for example providing copies of the internal vacancy bulletin, assisting former employees with CV’s if they wish etc
· If agreed by the Senior Management Team, clarify for staff arrangements regarding access to the professional outsourcing company appointed for this purpose.

[bookmark: _iii)_Redundancy_Payments]iii) Redundancy Payments

Redundancy payments will be normally calculated on the basis of the statutory rules, including the statutory maximum week’s pay rate in force at the time.  At the absolute discretion of the University, payments higher than the statutory minma may be made.  
iv) Resignations

If an employee resigns their employment before any formal notice of redundancy is issued or during the course of their notice period, they will be deemed ineligible for a redundancy payment.

[bookmark: _G._FIXED_TERM_AND_SESSIONAL_EMPLOYE]C. FIXED TERM AND SESSIONAL EMPLOYEES

The University will also consult with relevant Trade Unions as appropriate over the termination/redundancy of staff employed on fixed term contracts. Reference should also be made to the 2007 New Pay Framework agreement in relation to Sessional Academic staff. 

[bookmark: _H._TRANSFER_OF_UNDERTAKINGS_(PROTEC]D. TRANSFER OF UNDERTAKINGS (PROTECTION OF EMPLOYMENT) REGULATIONS – TUPE

The University may on occasions make proposals to outsource certain functions to external third parties or to bring ‘in-house’ certain services which up to that point had been delivered by an external third party. In these circumstances, it is very likely[footnoteRef:4] that such transfers will be covered by the TUPE Regulations. These Regulations also have certain specific requirements contained within them regarding collective and individual consultation which must be fulfilled prior to the completion of the transfer. [4:  There is a Code of Practice on TUPE which has been drawn up by the Cabinet Office which applies to the Public Sector, irrespective of the strict legal position of whether TUPE applies or not.] 


Members of the Senior Management Team will be responsible for informing the Director of HR sufficiently well in advance that the statutory consultation and ‘due diligence’ requirements can be met.

University staff who are subject to a transfer under the TUPE Regulations will be consulted and formally notified with regard to their situation. Should any transferee wish to remain in the employment of the University, details of available vacancies will be provided but employment cannot be guaranteed. Should the individual object to their transfer, no right to a redundancy payment will arise.

As these regulations are highly complex, the advice of the Director of HR must be sought as soon as there is any indication of a possible TUPE transfer.


E. APPEALS PROCEDURES IN RESPECT OF TERMINATIONS ARISING FROM ORGANISATIONAL CHANGE

The University will arrange for appeals to be heard in line with the University’s appeals procedure and its Articles of Government, as agreed with recognised Trade Union representatives.

[bookmark: _J._SIMPLIFIED_STEP_BY_STEP_PROCESS]F. JOINT GUIDANCE ON THE APPLICATION OF THIS POLICY

Joint Guidance on the application of this policy/procedure is given at Appendix 2 as a guide for Managers, HR staff, Trade Union representatives and staff.

G. EQUALITY IMPACT ASSESSMENT

An Equality Impact Assessment of this Policy has been undertaken by the Equality and Diversity Manager. The Policy has also been discussed and agreed with recognised Trade Unions.


































ABBREVIATED EMPLOYMENT APPLICATION FORM – APPENDIX 1

	Data Protection Act 1998 - The information or data which you have supplied will be processed and held on computer, and will also be processed and held on your personal records if you are appointed.  The data may be processed by the University for the purpose of equality monitoring, compiling statistics, and for the keeping of other employment records.  By signing and returning this application form you will be deemed to be giving your explicit consent to processing of data contained or referred to on it, including any information which may be considered to be sensitive personal data.



	
Position Applied For
	



PERSONAL DETAILS (Please complete using BLACK INK)
	
FORENAME(S)
(Please underline the name by which you wish to be known)

	
FAMILY NAME




EDUCATION AND TRAINING (MOST RECENT FIRST) 
please provide details of any recent training that is relevant to you application.

	Other training, including short courses
	From
	To
	Organising body

	
	
	
	



INFORMATION TECHNOLOGY AND COMPUTING SKILLS 
(Please detail your experience in using the following)

	
	Level of experience and over what time

	E mail (General)
	

	Microsoft Access
	

	Microsoft Word
	

	Microsoft Excel
	

	Other (Specify)
	



EXPERIENCE/INFORMATION

	Please give details of your previous experience and other relevant information demonstrating how you meet the requirements of the post as stated in the Person Specification and Job Description, including your reasons for applying for this post (continue on a separate sheet if necessary).  This can also include any experience outside work (e.g. positions held). 

	




	I certify that to the best of my knowledge the information provided in this application is true and correct and understand that future employment with the University may be at risk if I falsify or fail to disclose requested information. I also hereby give my explicit consent to the processing of data contained or referred to on this form, in accordance with the Data Protection Act 1998 and any subsequent legislation 

	Signed:- 
	Dated:-


Appendix 2
JOINT GUIDANCE ON THE APPLICATION OF THIS POLICY
(TO BE DEVELOPED)


Appendix 3
EXAMPLES OF ACTIONS TO MITIGATE REDUNDANCY 
(TO BE DEVELOPED)
 

Appendix 4 – draft to be agreed
BUSINESS CASE INCORPORATING EQUALITY IMPACT ASSESSMENT

	Title of Organisational Change Project
	



Please provide the following information:

	Name and position of the person leading the Change Project
	


	Details of others in the Project Group
	




	How does this Change Project fit within the University’s Strategic Plan? 

(e.g. which strategic priority will be met or better met through the change?)
	

	What are the specific objectives of the change project?
	




	What alternative options have been considered and what are the reasons for discounting them? 
	




	What are the dependencies?
	




	What are the risks?
	

	What costs are associated with the Change Project?
	




	How will the costs be met?
	

	What savings will be made on completion?
	

	What other benefits will be made on completion?
	



Equality Impact Assessment

The Organisational Change Policy and Procedure requires an Equality Impact Assessment to be made of Redundancy Selection Criteria (Section B2(i)).  If the Change Project involves the possibility of redundancies then the following should be completed:

	What is the Change Project?
	

	Who has developed the criteria?
	


	Who approves the criteria?
	


	Who implements the criteria?
	


	Who monitors the criteria and their implementation?
	

	What is the aim, purpose or objective of the Change Project?
	

	Who are the people affected by the Criteria – ie who are the people who are at risk of redundancy and/or are in a ring fenced selection process?
	

	Who are the people affected by the change in service delivery e.g. Students, staff?  What is the potential impact on them?
	

	Are the criteria to be applied to all in this group?  If no state why not
	

	What data are available to facilitate the screening of the selection criteria (e.g. numbers and profiles of people at risk of redundancy)
	

	Is the data sufficient for the assessment or should further consultation be conducted with specific groups?  If so with whom and how?
	





In light of the data above, do the criteria have an adverse impact on a certain group or groups in comparison with others?

	
	Please give details of the numbers of staff impacted and the relative proportion of that staff group within the effected staffing as a whole. Please defined the nature of the impact and where possible how the impact will be reduced or removed and if not whether there is objective justification.

	Age
	


	Disability
	


	Ethnicity
	


	Faith or Belief
	


	Gender
	


	Part-time
	


	Sexual orientation
	


	Other
	


	How will the implementation of the Selection criteria be monitored in this Change Project?
	


Appendix 5 – draft to be agreed
Organisational Change Flowchart
 (
Revise proposal 
or objectively justify impact
) (
University will need to consider impact on statutory procedures such as Section 188 notice 
) (
The SMT member will be responsible for ensuring that relevant staff members are informed of the proposals for change at the earliest opportunity
) (
Process of discussion and feedback on group and individual basis
) (
Unions will be given no less than 5 working days notice of any SMT approved proposal prior to the start of formal staff consultations
) (
Y
) (
Is there an organisational change situation with the possibility of redundancies?
) (
Preparing for organisational change
These stages cover the development of an organisational change proposal and the consultation with SMT, managers, staff and Unions
) (
N
) (
N
) (
If SMT approve the final proposal the process moves to stage two implementation of proposal for change
) (
Consultation with staff and with Unions will take place over a reasonable timescale and where in line with the statutory maximum period (90 days) regardless of the number of staff affected.
) (
Consultation should be appropriate and proportionate to the scale and impact of the change. It is not time defined but need to meet with ongoing
 business requirements
) (
Revised / final proposal to SMT. Final proposal will set out the preferred option, any staff and union views and detailed financial and staffing impacts and a proposed timescale for implementation (if not already provided). It will also include the 
EIA
 impact assessment
) (
Was there a disproportionate impact on any particular group?
) (
Complete 
EIA
) (
Has an Equality Impact Assessment been completed?
) (
Proposal for change to go to SMT for review and comment and approval for initial consultation period
) (
Draft Organisational Change proposal
This should set out the reason for changes, the intended outcomes/benefits and a review of options considered as alternatives to redundancies.
) (
Principles of the Organisational Change Policy apply
) (
N
) (
Y
) (
Y
) (
Y
) (
N
)
 (
Issuing of formal notice of redundancy
Ongoing redundancy avoidance measures, appeals and redundancy terms
) (
The process outlined here is indicative of the stages to be followed but actions may be taken sooner or later dependant on the circumstances of the change. For example staff may be placed at risk earlier particularly if this to their benefit. The process is inclusive of procedures aimed at reducing the requirement for compulsory redundancies such as voluntary severance and bumping. Throughout this process managers and HR will be available to staff at risk for one to one or group consultations
) (
Terms of redundancy confirmed. Ongoing support offered until date of redundancy applied.
) (
Appeals heard
) (
FORMAL NOTICE OF REDUNDANCY CONFIRMED
Includes terms of redundancy (where they apply) and confirmation of right of appeal
NOTE 
– the University will normally refrain from issuing formal notice until all vacancies within the proposal have been filled. However it may be necessary to issue formal notice where time constraints apply. This will only be done after consultation with HR and the Unions.
) (
Unsuccessful candidates are advised and retained on the redeployment register.
) (
Successful candidates are appointed and taken off the at risk register (consider trial periods)
) (
Implementation of organisational change
These stages will include “slotting”, ring fencing of staff to apply for vacancies on a competitive selection basis, ongoing redeployment activity and other actions aimed at reducing compulsory redundancies such as voluntary redundancy applications
) (
HR will manage the University redeployment process and will liaise with managers and staff at risk as to opportunities for redeployment
) (
Employee automatically slotted into new position and removed from at risk register
) (
Are any of the new roles 75% or more similar to the old role; at the same grade or one grade above or below; with no obvious disadvantage to the member of staff or others by automatically slotting them in? NOTE slotting only applies if there is no competition between equally matched post holders
) (
Identify the remaining posts to be filled and undertake competitive selection based on appropriate ring fencing of staff (to be discussed as part of an ongoing consultation process)
) (
Inform staff that their posts are at risk and that they are to be treated as being within the University redeployment pool. Offer range of staff support services as necessary
) (
Y
)
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