Our Ref: 003/26

003/26 (1): Can you provide the number of voluntary redundancies of support staff/professional services staff in the last 5 financial years (including this year)?

	Year
	Total

	2021/22
	10

	2022/23
	7

	2023/24
	14

	2024/25
	13

	2025/26
	0



003/26 (2): Can you provide the number of compulsory redundancies of support staff/professional services staff in the last 5 financial years (including this year)?

None

003/26 (3): Does the college have a policy on voluntary redundancy? If yes, can this be provided.

Please find attached the following documents: 

· Organisational Change Policy
· 
Organisational Change Procedure 

003/26 (4): Does the college have a policy on compulsory redundancy? If yes, can this be provided.

Please refer to 003/26 (3) 
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1.

PURPOSE AND SCOPE

11

12

1.3

14

This policy has been developed to assist employees, managers and trade union
representatives involved in the development and implementation of
organisational change at Edinburgh College. It provides a framework for
managing change effectively, fairly and consistently through planning,
consultation and communication.

It is acknowledged that change is an inevitable part of working life and requires
the College’s staffing profile to adapt to internal and external changes. This may
include the need to change the size and deployment of the workforce and to
promote and develop alternative skills, to meet strategic, structural,
technological and/or process-oriented change. This policy underpins the
approach that all employees are treated fairly and sensitively and that workforce
change is implemented in a way that conforms with employment legislation and
in accordance with established good practice. The College will seek, as far as is
reasonable, to achieve these changes without the need for redundancies and in
consultation with the recognised trade unions.

The College seeks to ensure stable and sustainable employment through
effective resource planning to meet its current and future needs, and aims to
achieve this through the use of appropriate employment contracts including
fixed term where required. In the planning of its resources aligned to service
delivery, the College is committed to managing organisational change in an open,
sensitive and transparent way to minimise the impact on employees wherever
possible.

This policy will be reviewed following any relevant change to employment law
or every two years. The policy has no contractual effect and the College
reserves the right to vary it or to depart from it, while still complying with its
legal obligations.

DEVELOPMENT OF EMPLOYEE SKILLS

21

2.2

The College has a well-developed system of employee development, supported
by the Enhance scheme, where all employees are expected to meet on an annual
basis with their line manager to discuss their progress towards achieving current
objectives, agreeing objectives for the coming year, and to identify personal
development needs going forward.

The College also encourages employees to infill on College courses at no
additional cost and will support, through the Organisational Development
service, the development of employee’s skills. Further guidance on developing
skills and attending training is available from the Organisational Development
team.

ACTIONS TO AVOID COMPULSORY REDUNDANCY

3.1

The College will make reasonable efforts to regularly monitor present and future
staffing requirements and thereby minimise the need for redundancies. This will
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include adopting as many of the following measures as are appropriate and
reasonable:

o Redeploying and/or retraining employees who hold posts that are identified
as redundant to other parts of the College where there is a match between
the employee’s skills and experience, their personal circumstances and the
vacant post;

e Reducing or eliminating overtime and additional hours working where
possible;

Identifying savings in other areas of College expenditure where possible;
Identifying future skills and personal development needs through the
completion of Enhance (employee development) reviews by all employees;

e Recruitment freezes and restrictions which provide potential for
redeployment;

e Ensuring that employees are aware of the opportunities to reduce their
hours;

e Reducing the use of fixed term contracts where the requirements justify a
permanent contract;

Considering suggestions from employees and unions representatives;
Making voluntary redundancy offers that may be targeted to specific areas
of the College

4. VOLUNTARY SEVERANCE

41 The College may offer voluntary severance where there is a clear business
rationale and supporting business case to support such an offer. The business
case will be communicated to the affected employee/s and, where appropriate,
the appropriate union representatives.

4.2 Voluntary severance is intended to reflect the College’s business circumstances
and not an individual's personal situation.

4.3 Any approval of an application for voluntary severance will not be a precedent
for the approval of other applications. The amount of the voluntary severance
payment (where an application for voluntary severance is approved) will be
determined by the Executive. The College reserves the right to refuse any
request for voluntary severance.

44 Where a voluntary severance scheme is launched the rules governing its
operation will be shared with eligible staff and union representatives, subject to
prior approval from the SFC.

5.  COMPULSORY REDUNDANCY

51 A redundancy is a dismissal in law. A redundancy situation occurs when:

e The employer has ceased or intends to cease to carry on the business for
the purposes of which the employee was so employed; or

e The employer has ceased or intends to cease to carry on the business in the
place where the employee was so employed; or
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6.

7.

5.2

5.3

e The requirements of the business for employees to carry out work of a
particular kind has ceased or diminished or are expected to cease or
diminish; or

e The requirements of the business for the employees to carry out work of a
particular kind, in the place where they were so employed, has ceased or
diminished or are expected to cease or diminish.

(As defined in Section 139 of the Employment Rights Act 1996)

Any compulsory redundancies will be handled in a fair, consistent and
sympathetic way and in accordance with this policy and procedure. The
appropriate manager/s will develop a business case which will form the basis for
the consultation. This should include:

e the strategic context for the change and its rationale;

e what areas/services that will be affected and the expected timescales;

e which posts are likely to be affected, in what way and the total number of
employees affected;

e the description and number of employees who may be at risk of
redundancy;

e the communication process and ways in which employees can provide
feedback and be kept informed;

e ways to avoid or reduce the scale of redundancy;

e who will be responsible for the various change elements;

e financial and budgetary information regarding any proposed change.

When the College is proposing significant organisational change, it is committed
to seeking to secure the agreement of its employees and their union
representatives wherever possible. In instances where change has not been
agreed during consultation, the College may still implement its proposal(s).
Ultimately, the College has the right to reorganise its services to ensure they are
delivered in the most efficient, effective and sustainable way. After
consultation, the College will confirm the outcome to the employees affected by
the proposed change and to their representatives. The finalised organisational
change structure will also be made available.

ADDITIONAL SUPPORT

6.1

6.2

The College will provide written factual references to potential employers on
request from the employer. Redundant employees will be provided with a copy
of any references given on request.

The College acknowledges that redundancy can be a traumatic experience for
employees. The College will offer employees facing redundancy, training and
support in interview techniques and the preparation of curriculum vitae and
application forms. MCL Medics is open to all employees and their families
(18yrs+) to provide confidential expert counselling support. Freephone 0808
196 1441 or visit the website at https://ww.mcl-medics.com/edinburgh-
college/ (Password: WelcomeEDBC).

STATUTORY REDUNDANCY PAY
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7.1 Employees who are dismissed on the grounds of redundancy with more than
two years' service will receive statutory redundancy pay as well as any other
contractual payments due to them such as pay in lieu of notice (PILON), if it is
agreed that they do not have to work their full notice period, plus any accrued
but untaken annual leave. If the employee is considered to have unreasonably
refused any suitable alternative employment, they may be dismissed because of
the redundancy of their post. In that event, the employee may lose their right
to a redundancy payment, but will still be paid other payments they are
contractually entitled to receive.

7.2 Employees leaving via redundancy will be required to take any accrued annual
leave before their leaving date unless there are exceptional circumstances.

8. REDUNDANCY MODIFICATION ORDER 1999

8.1 In line with the Redundancy Modification Order, employees may count relevant
continuous service with employers named in the Order towards the service
requirements for the purpose of statutory redundancy pay only. Service must
meet the requirements of the Order and be continuous to qualify.

9. RE-ENGAGEMENT

9.1 Where an employee has been dismissed by reason of redundancy, and received
a redundancy payment, their re-employment by the College will not normally be
considered for a period of three years. This includes re-engagement on a fixed
term contract.
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1.

PURPOSE AND SCOPE

11

12

This procedure has been developed to assist employees, managers and trade
union representatives involved in the development and implementation of
change at Edinburgh College. It provides a framework for managing change
effectively, fairly and consistently through planning, consultation and
communication.

This procedure does not form part of any employee’s terms and conditions of
employment and is not intended to be contractual. This procedure is intended
as a guide only and the College may deviate from the procedure wherever it
considers, at its sole discretion, that it is reasonable to do so.

CONSULTATION PROCEDURES

21

22

2.3

24

The College will ensure that, where appropriate, changes which have an impact
on employees will be the subject of consultation with the affected employees
and the recognised trade union(s) representatives.

During any consultation exercise the following principles apply:

e communication at the earliest opportunity, with open and honest discussion
with employees and their representatives, and listening and responding to
their views;

e employees and their representatives have clear and up-to-date information
during periods of major change;

e employees and their representatives have an opportunity to influence
changes affecting their working lives;

e the College will fulfil its legal obligations through meaningful consultation.

Consultation involves the College putting proposals on change to affected
employees and, where it is a Formal Collective Consultation (see 2.5 below),
recognised trade union representatives, and coming to an agreement where
possible. Where agreement is not possible, the views and feedback from affected
employees (and trade union representatives in the case of Formal Collective
Consultation) will be considered before a final decision on the proposal is reached.

Informal Consultation

2.4.1 Managers proposing organisational change should, in the first instance,
discuss with their HR Partner the proposed change(s) and how those
changes may impact on individual employees or groups of employees
in any given faculty or department. Examples of this type of change
could include, but not be limited to, the use of or introduction of new
technology that has a significant operational impact, changes in duties
within the broad remit of a post or moving an area of provision from
one campus to another.

2.4.2 Insuch situations, it is expected that affected employees will be directly
consulted with a view to reaching agreement. It is expected that
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2.5

2.5

2.6

changes will be consistently applied across the College as far as
possible.

Formal Collective Consultation

251

2.5.2

253

The College will consult, with a view to seeking agreement, with
recognised trade unions where there is a proposal to make 20 or more
staff redundancies at one campus (“establishment”) within a 90-day
period.

The aim is to ensure as far as possible that jobs are secure. However,
it is recognised that there may be various situations, including a need
to vary the way services are delivered or to change the structure of the
organisation on an ongoing basis, which could require a reduction in
headcount.

For the purposes of consultation with employee representatives, the
College will confirm in writing to affected employees, and their union
representative(s):

e The reasons why any post(s) are proposed to be made redundant;

e The numbers and job roles of employees proposed to be
redundant;

e The total number of employees employed by the College at the
establishment/service area in question;

e The proposed method of selecting the employees who are at risk
of redundancy;

e The proposed method of carrying out the dismissals, including the
period over which the dismissals are to take effect;

¢ The method of calculating the amount of redundancy payments to
be made to those who are dismissed;

e The number of agency workers, where they are working and the
type of work they are doing.

(As defined in Section 188 of the Trade Union and Labour Relations
(Consolidation) Act 1992)

254 As a minimum, consultation with affected employees and their

representatives will comply with the following statutory requirements:

e Where 20 or more but less than 100 employees may be made
redundant, within a rolling 90-day period, consultation will start at
least 30 days before the first dismissal takes effect;

e Where 100 or more employees may be made redundant within a
rolling 90-day period, consultation will start at least 45 days before
the first dismissal takes effect.

Employees have the right to representation from either a fellow employee or a
trade union representative at individual consultation meetings.

Affected employees (and recognised trade union representatives in formal
collective consultation situations) are encouraged to provide feedback on the
proposals presented in the format requested.
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4.

APPOINTMENT TO NEW POSTS AND SELECTION FOR REDUNDANCY

3.1

3.2

3.3

34

Following consultation, a number of scenarios may exist. The process for
appointing affected employees to alternative employment is detailed below.
This may be departed from or varied where appropriate and will be subject to
consultation during the formal consultation period.

The College will ensure that an open and transparent process is followed and
that it is made clear to affected employees and union representatives at an early
stage.

Employees can be matched to new roles, and may undertake a period of
retraining and/or development to enable them to perform and to meet the
required standards as necessary.

Where a statutory obligation requires the College to give preferential treatment
to some individuals who are at risk of losing their employment, then the College
shall comply with that obligation. Pregnant employees will have this protection
from the date they notify the College of their pregnancy until 18 months after
the birth. Employees who have taken adoption leave will be protected for 18
months from the date of placement. Employees taking less than six weeks’ shared
parental leave will have the protection during their period of leave. However,
employees taking more than six continuous weeks of shared parental leave will
be protected for 18 months after the birth. In some capability cases, disabled
employees may be entitled to preferential treatment in redundancy selection.

ALTERNATIVE EMPLOYMENT

41

4.2

Suitable alternative employment - this is a vacant role that an employee can
reasonably be expected to undertake as there is a close match between the
employee’s current/former role and the new role. This will be assessed based
on the similarities between the posts including (but not limited to):

e The degree of similarity between the nature of the employee’s current role
and of the vacant role;

e Any differences between the essential criteria of the role and the
employee’s qualifications, skills and experience;
Whether the role is of the same status or grade to their current role;

e Whether there are any differences in the terms which apply to the vacant
role as compared with those that apply to the employee’s current role.

Where possible, employees at risk of redundancy will be matched in to posts
considered to be suitable alternative employment. Where there is more than
one employee at risk, the employees will complete an ‘Expression of Interest’
form and will attend a meeting with the recruiting manager. The recruiting
manager will assess the qualifications, skills and experience of the employees at
risk, and will select on this basis, advised by HR. The employees will be advised
of the outcome of the selection process and of the other options available to
them.
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4.3 Alternative employment - where there is a vacancy that an employee has
indicated they would like to be considered for, but which does not meet the
criteria above to be considered to be suitable alternative employment, the
employee will usually require to be assessed for the role. This is to ensure that
they are able to transition into such a role. Employees who are at risk of
redundancy, or likely to be at risk, will be given priority in being considered for
College vacancies, before normal recruitment practices are implemented.

4.4 The employee(s) at risk will complete an ‘Expression of Interest’ form and will
meet with the recruiting manager(s) who will assess the suitability of the
employee(s) for the vacant post(s) in terms of qualifications, skills and
experience. The employees will be advised of the outcome of the selection
process and of the further options available to them.

4.5 There will be some instances where the business case proposes that there will
be changes to current posts and job roles, and it is possible for employee(s) to
be matched to these job roles without the need to undergo the matching
process. This will occur if there is a close fit between the duties and skills
required for the new post(s) and those that exist in the current post(s).

5. SELECTION FOR REDUNDANCY

5.1 The criteria used to select employees for redundancy will depend on the existing
circumstances and the particular needs of the College at the time. However,
every effort will be made to construct a fair, objective measurement, and robust
set of criteria. These criteria will seek to ensure that there remains a balance of
skills to meet current and/or future business needs. Any proposed criteria will
be outlined during the consultation process, allowing those affected by the
proposed change(s) to make representation on the proposals.

5.2 An employee selected for redundancy will be given an opportunity to challenge
the scoring within a set time. The Assessment Panel will review the challenge
and the employee will be informed of the outcome. If the scoring is amended as
a result of the review, the employee may no longer be at risk and another
employee may become at risk of redundancy.

6. TRIAL PERIOD

6.1 If the employee is offered suitable alternative employment (as defined in
paragraph 4.1 above) in the College, they will be entitled to a four-week trial
period carrying out the job role. This replaces the need for a probationary period
in the new post. The purpose of the trial period is to give the employee and their
manager a chance to decide whether the new job is a suitable match for the
employee’s skills.

6.2 The offer of alternative employment will be confirmed in writing to the
employee. This written offer will include the following:

a) The job title and job description for the alternative post;

b) The salary, hours and main terms and conditions of employment;

c) The arrangements for review of the trial period;

d)  The length of the trial period including the start and termination date.
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6.3

6.4

6.5

6.6

6.7

6.8

6.9

Normally the trial period will begin from the date that the employee transfers to
the new post. Exceptionally, the start of the trial period may be delayed because
of the flow of the academic year. In such situations the employee will be
informed in writing of the delay to the start of the trial period.

At the beginning of the trial period, the manager will meet with the employee to
discuss and record in writing the aims and objectives of the trial period and how
the employee will be assessed and any further training and/or development to
be arranged. During the trial period, the manager and employee will arrange and
hold regular meetings to discuss and record progress. This will include the job
aims and objectives including any further training and/or development agreed.
The manager will keep written records of these meetings, which will be shared
with the employee. The Trial Period Review Form at Appendix 3 must be
completed by the new line manager and the employee at every review meeting
and at the final meeting at the end of the trial period.

At the end of the trial period the manager will assess the employee against the
agreed aims and objectives and will confirm whether the redeployment will be
confirmed. If there are any concerns, these will be raised with the employee in
advance of the trial period ending and only following advice from the HR team.

If the employee is not considered a suitable match for the new post they may be
considered for other suitable roles or redeployment opportunities. If no
alternative employment is found for them within a reasonable period of time it
is likely that the employee will be made compulsorily redundant.

The trial period of four weeks may be extended in exceptional circumstances
only. These may include the absence of the employee, to take account of
College holiday periods, the availability of training or because the line manager
has been unable to assess the progress of the trial period due to circumstances
outside their control. If the employee works beyond the end of the four-week
trial period their entitlement to a redundancy payment will cease because the
employee will be deemed to have accepted the suitability of the new
employment. The trial period may be extended where it has not been possible
to properly assess their performance in the new role.

If the trial period is extended, this will be confirmed in writing to the employee.
The discussion with the employee about this will be at the earliest opportunity
before the end of the original four-week trial period.

Where the College or the employee does not consider that the post the employee
has been placed in is suitable, they could be dismissed because of the redundancy
of their previous post, and may be entitled to receive a redundancy payment.

7. PROTECTION OF SALARY

7.1 Employees who are, in the context of a potential redundancy, redeployed into a
post on a grade with a lower salary than their current salary, will receive salary
protection for a period of four years from the effective date of the change. They
will not receive pay increases applicable to their employee group during this
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7.2

period unless otherwise stated. At the end of the pay protection period they
will move to the salary for the post they have been appointed to.

Pension rights will depend on the pension scheme rules for the role in which the
employee is transitioned into.

8. REDUNDANCY PROCESS

8.1

8.2

8.3

Where an employee has not yet been placed in alternative employment they will
be invited to attend a meeting to consider the potential redundancy of their post.
They will usually receive five days’ notice of the meeting and be entitled to bring
a trade union representative or workplace colleague with them to the meeting. At
the meeting the Chair (who will be advised by an HR representative) will explore
options to avoid compulsory redundancy. The employee will be given the
opportunity to suggest alternative proposals to redundancy and any offer of
redeployment or retraining will be discussed with them. They may be
accompanied by a workplace colleague or a union representative at this meeting.
They will be given an opportunity to put forward alternative proposals, to avoid
redundancy. Prior to the meeting the employee will be provided with the
following information in writing:

e the reason for the proposed redundancy;

o the effective date for termination of employment if the employee is
dismissed;

e any offers of redeployment and the terms and conditions associated
with any new post;

e details of any redundancy and other payments due.

Where there are no reasonable alternatives, the employee will be informed in
writing of the outcome of the meeting, which could include dismissal for
compulsory redundancy. In that scenario, the employee will either be placed on
notice of the termination of their employment, or will be paid a payment in lieu of
notice (PILON). The decision of whether to make a PILON or require an employee
to work their notice period will be at the sole discretion of the College.

The employee will be advised of their right to appeal against the decision if they
are dismissed.

9.  APPEALS

9.1

9.2

Any appeal must be made in writing and outline the grounds for appeal. The
appeal must be made to the Director of HR and OD within five working days of
receipt of the outcome letter.

An appeal may be on various grounds including:

e Whether there was a true redundancy situation, as defined in Section 139
of the Employment Rights Act 1996;

e  Whether this procedure was followed to the extent that would be
reasonable in the particular circumstances;

e Whether the appropriate consultation took place;
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9.3

9.4

9.5

9.6

e Whether available alternative employment was offered;
e The perceived unfairness of the process or decision;
e  Whether the selection criteria have been unfairly or incorrectly applied.

The employee will receive written notification of the appeal meeting, normally
giving them a minimum of five working days’ notice.

The appeal will be heard by a designated senior manager, who was not directly
involved in the original decision.

Records and access to relevant documentation with regards to the redundancy
selection process will be made available to the employee, their trade union
representative and the person chairing the appeal.

The outcome of the appeal hearing will be confirmed to the appellant within a
reasonable period of time following the appeal hearing, with the College aiming
to respond within five working days.

10. SEARCH FOR EXTERNAL ALTERNATIVE EMPLOYMENT

10.1

Employees who have been given notice of redundancy and who have two years’
continuous service have the right to be given reasonable paid time off to look
for alternative work outside the College, arrange training, and attend interviews
or counselling. All such time off must be agreed with their line manager in
advance. Such permission will not be unreasonably refused.
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1.3

14

1.5

1.6

1.7

18

1.9

2

APPENDIX 1: REDUNDANCY SELECTION GUIDANCE NOTES
INTRODUCTION

It is of paramount importance that the redundancy selection process be undertaken in
an objective and consistent manner.

In some cases, the role is being removed entirely and it may be considered inappropriate
to pool those employees with employees in other roles, meaning there is no selection
from within a pool and no scoring required. It will be necessary to clearly establish the
“pool” of employees to be considered for redundancy selection. The redundancy
scoring process will only be required where some within the selection pool would
remain in employment.

When it is necessary to select employees from a “pool” the process must:
(@) be undertaken and led by a senior manager.

(b) be supported by a representative from the HR Department and an appropriate line
manager with detailed knowledge of the employee “pool” in question. Where there
is alarge “pool” it may be necessary for several line managers to provide the support
required. The assessment of every employee will usually be undertaken by a team
of three people, including a senior manager, a line manager and a HR representative.

Evidence for the panel's decision on which rating to apply must be as objective as
possible.

Factors 1 and 2 (disciplinary records and absence) will be completed by the HR team
based on current records in iTrent as at an appropriate date.

Assessment for factors 3 to 6 (performance, skills, knowledge and experience, future
potential and flexibility) will default to ‘3’ and then may move up or down the five-point
scale as a result of the assessment by the panel.

One scoring sheet will be completed for each employee being assessed. Where there is
disagreement, an average of the scores will be taken. Decisions will be determined
through discussion and evaluation of the evidence available for each criterion. The
reasons for the decision on scoring of factors 3 to 6 will be recorded on the form.

The scoring sheet will be shared with the employee as part of the discussion about the
outcome of the assessment. Scoring sheets will not be shared with other employees
other than on an anonymised basis or where sharing is considered necessary for a fair
process.

The frame of reference for assessing the expectations of lecturers will be the National
Lecturer Job Outline, as issued in June 2021 as part of Circular 02/21.

CURRENT DISCIPLINARY RECORD (FACTOR 1)
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This factor relates to the extent to which employees have had formal disciplinary action
taken against them within the following ratings guidance.

Score | Assessment Criteria

5 An employee with no formal or informal disciplinary record current or pending at
the date of assessment

3 An employee who has been issued with a written warning within the nine months
period ending on the date of assessment

0 An employee who has been issued with a final written warning within the 12-
month period ending on the date of assessment or has been the subject of
punitive disciplinary action short of dismissal, that is still effective, in the past

2.2 To assist the assessment of this factor, relevant information should be accurately
obtained from the appropriate employee record source and set out in Note (3) on the
Redundancy Selection Assessment Form (e.g. “No record of disciplinary action” or “Final
written warning issued 19/09/2022” etc.).

3. ATTENDANCE RECORD (FACTOR 2)

3.1 This factor relates to the following aspects of the employee’s sickness absence record.

3.2 The number of days within the four-year period ending on the date of assessment is
considered.

3.3 The scoring is:

Number of Days Scoring
0 - 7 days 5
8 - 14 days 4
15 - 21 days 3
22 - 35 days 2
36 - 49 days 1
50+ days 0

3.4 The rating will exclude:

a) any sickness absences which are sufficiently closely related to an employee’s
pregnancy or absence on adoption leave;

b) any sickness absences which are related to sickness or disablement as a result of an
accident (or industrial disease) arising out of and in the course of employment with
the College or its predecessors;

c) any sickness absence that is sufficiently closely related to the disability of an
employee, as defined in the Equality Act 2010.

3.5 To assist the assessment of this factor, relevant information should be accurately
obtained from the employee’s absence record on iTrent and attached to the
Redundancy Selection Assessment Form.

Controlled version available 10 Organisational Change Procedure |

on EC Intranet Version 1.0






3.6 The scoring of this criterion won'’t always be an exact science. For example, where an
employee has had an unusual and/or unacceptable period of absence in the last four
years, on account of any illness or injury that is unlikely to be repeated, that may also
be considered in the scoring. In some cases, such as those described in this clause, it
may be appropriate for the actual days and periods of sickness absence record for the
shorter period in question to be projected to an equivalent number of days and periods
of sickness absence for the prescribed four years period in order to seek to arrive at a
more typical and fair assessment of attendance for the employee. A note will be made
on the Redundancy Selection Assessment Form to explain and record the rationale for
the scoring. Those scoring the pool will seek to ensure consistency in how attendance
is assessed.

4. PERFORMANCE (FACTOR 3)
This is a measure of how well each employee carries out their duties in their role. Scoring

managers should consider in advance how they would differentiate between scoring
levels in each pool. The scoring definitions are:

Score | Assessment Criteria

5 | Consistently performs to a high level in current role. Exceeds expectations the
majority of the time, both in terms of quality and productivity. Requires
minimal or no managerial supervision while performing their duties. Also gives
assistance or guidance to less able colleagues as required.

4 | Performs well in current role. Meets expectations at all times, sometimes
exceeding them, both in terms of quality and productivity. Requires only
occasional or no managerial supervision while performing their duties. May
occasionally give assistance or guidance to less able colleagues.

3 | Performs to a satisfactory level in current role. Generally, meets expectations,
both in terms of quality and productivity. Requires occasional managerial
supervision while performing their duties.

2 | Performs below a satisfactory level in current role. While meeting expectations
sometimes, both in terms of quality and productivity, also frequently fails to
meet these expectations. Requires frequent managerial supervision while
performing their duties.

1 | Consistently performs well below a satisfactory level in current role. Generally,
fails to meet expectations the majority of the time, both in terms of quality and
productivity. Requires regular managerial supervision while performing their
duties. May be subject to a formal Improvement Plan or other action under
the Capability Policy.

5. SKILLS, KNOWLEDGE AND EXPERTISE (FACTOR 4)
(including relevant qualifications and relevant external experience)

The scoring definitions are:

| Score | Assessment Criteria
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Displays the full range of skills and knowledge required for the role, along with
broad and varied experience highly relevant to the role. Requires little or no
supervision while working in the role. Has relevant qualifications that exceed
the requirements of the role. May have external experience that significantly
enhance the remit of the role.

Displays a good range of skills and knowledge required for the role, along with
a good range of experience required in the role. Requires only limited
supervision while working in the role. Has the qualifications necessary for the
role and may also have additional qualifications that enhance the remit of the
role. May have external experience that is highly relevant to the role.

Displays some of the skills and knowledge required for the role, but with some
clearly identifiable gaps. Also possesses a good level of relevant experience,
but with clearly identifiable gaps. Requires some supervision while working in
the role. Has the qualifications necessary for the role. May have external
experience that is relevant to the role.

Displays a limited level of relevant skills and knowledge required for the role
and possesses limited relevant experience. Requires greater supervision than
should be necessary. Has most of the qualifications necessary for the role.
May have some external experience relevant to the role.

Lacking necessary skills and knowledge to operate effectively without close
supervision. Possesses little or no relevant experience. Has few or none of the
qualifications necessary for the role. Has little external experience relevant to
the role.

NB: Whilst it is recognised that most lecturers are required to have, or be working towards, a
TQFE qualification, this is not required for those who were employed prior to 15 April 2019
and there is currently a waiting list of lecturers who wish to study for the TQFE. Taking
account of these factors, the criteria for skills, knowledge and expertise does not include
TQFE as a requirement of the role.

6. FUTURE POTENTIAL (FACTOR 5)

The scoring definitions are:

Score | Assessment Criteria

5 Displays skills and knowledge required to perform current role to a high level
and proactively seeks ways to learn new skills and knowledge and/or develop
existing skills and knowledge.

4 Performs well in current role and embraces opportunities to learn new skills
and knowledge and/or develop existing skills and knowledge.

3 Possesses skills and knowledge required for current role but develops or
learns new skills reluctantly.
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7.1

7.2

7.3

7.4

knowledge.

or learning new skills or knowledge

7. FLEXIBILITY CRITERIA (FACTOR 6)

This criterion will be scored on the assumption that all employees are willing to be
flexible whenever they reasonably can be. It is recognised that some employees
are better placed than others to be flexible in relation to, for example, shift changes,
therefore care has to be taken to ensure that employees are not unfairly
disadvantaged.

The default position will be that every employee being assessed will automatically
be assessed as a ‘3’ and then moved up or down in line with the view of the panel,
supported by evidence. If there is no evidence, this score will remain as a ‘3’. This
ensures that every employee being assessed is initially viewed as ‘satisfactory’.

Where an individual has failed or refused to demonstrate flexibility without good
reason, points will be deducted depending upon the significance of the incident and
when it occurred.

The following further guidance may assist in understanding the scoring. It is
recognised that dates of incidents may not be accurately recorded depending upon
what the incident was, but they can still be considered if the manager considers
that it is a reasonable example of an individual’s approach.

e Examples will not be considered if there is not a good reason for it being used.

e Examples that date to more than around two years before current relevant
date are unlikely to be considered.

e Examples are likely be weighted more heavily if recent (generally within around
6 months before appropriate date) rather than older (generally 6 - 12 months
before appropriate date).

e Scorers will consider whether the example is minor or significant when
deciding whether it should be considered and to what extent.

e Where there are a number of examples - significant or small - scoring will be
affected.

e Scorers will take reasonable steps to list the examples that are being
considered to assist with objectivity, transparency and consultation

e The assessment panel will take account of the employee’s personal
circumstances where they are known to impact on their ability to be flexible.
For example, a single parent-of-three may simply not be able to be as flexible
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7.5

7.6

8.

7.1

7.2

9.1

as someone with no family or carer commitments. Instead, it needs to be more
about how flexible their approach to work is.

Employees should only be scored on the basis of their flexibility when at work. How
willingly do they embrace changes to working practices? Do they help colleagues
to embrace change or do they take a negative view of being asked to show
flexibility? Examples of this may include a refusal, without apparent good reason,
to perform duties which sit out with their everyday duties. Other examples may
include individuals who have been negative, again without good apparent reason,
in relation to proposed changes in the workplace.

The scoring definitions are:

Score | Assessment Criteria

5 Proactively embraces change and suggests changes considered in the
best interest of the College.

4 Embraces change and displays a positive attitude towards requests for
change.

3 Understands the need for change and responds adequately to that need
but without going further than what is reasonably necessary.

2 Is reluctant or negative about change requests. Can have a negative
influence on colleagues when asked to embrace change.

1 Generally, displays a negative attitude to change requests. Refuses to
embrace change or new working practices and/or attempts to influence
colleagues to adopt a similar attitude.

TOTAL RATING

On completion of the assessment factors 1 and 2 on the Redundancy Selection
Assessment Form the total rating should be determined and the form signed by all panel
members undertaking the assessment.

Assessment Forms must not be compared until every employee in the pool has been
fully assessed on an individual basis and a form has been completed for each employee.
Forms must not be altered after completion other than to correct a clear error in which
case the alteration on the form should be initialled by the panel members undertaking
the assessment.

GENERAL

All information produced as a result of the assessment process should be handled in a
confidential manner and retained, after use, on the employee’s personal file, in
accordance with the College’s GDPR Policy and the provisions of the Data Protection
Act [as amended].
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9.2 It should be noted that an individual's completed form may be required as part of any
subsequent appeal against dismissal for redundancy. It may be necessary to release the
forms for the pool in the case of an appeal, but such information may be anonymised.
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APPENDIX 2: REDUNDANCY ASSESSMENT RECORD

Eactor 1 Factor 6 TOTAL
(max 5) Factor 2 Factor 3 Factor 5 (max 5) SCORE
(max 5) (max 5) Factor 4 (max 5) (max 5) (max 30)
Sickness - -
Disciplinary | Absence Skills, Future Flexibility
Performance Knowledge ;
Record Record over d potential
and Expertise
last 4 years

Scores

Comments
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APPENDIX 3: TRIAL PERIOD REVIEW FORM

TRIAL PERIOD REVIEW FORM

Det/Faculty:

Employee name: Start Date in this
role:

Job title:

Review meeting: 1 week 2 weeks Pre-4 weeks Extended

Date of review:

Employee objectives, please set at first meeting and review progress at each meeting

State what successes the employee has had throughout their probationary period and what strengths they bring to the
role

If job knowledge or performance is unsatisfactory at any stage, please give details on areas requiring further
development/learning. Please include details of any support/remedial action put in place/taken.

Employee comments - state how they feel they are doing

Please state any ongoing development needs
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For review meeting 3 only - recommendations and sign off
Employee has completed successfully completed training associated with the role

Any other specified training

| would RECOMMEND (please tick 1 option):
Trial period passed - employee is confirmed in post (please use Enhance to set objectives and review
development post-trial period)

Trial period extended - please specify why and discuss actions with HR

Trial period not passed - please discuss with HR

Rational for above recommendation:

Manager (Signature) Manager (PRINT) Date:
Employee (Signature) Employee (PRINT) Date:
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