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1.0
GENERAL

1.1 The Board of Management recognises that staff, their skills, abilities, commitment and knowledge represent the most significant resource available to the College.  The staff employed are, therefore, a valuable asset and the management will actively seek to provide job security for all.  Nevertheless, staff cannot always be protected in every way from the consequences of financial and business changes.

1.2 Staffing requirements are, therefore, determined by a variety of factors which may change over time, and along with the constant developments in new technology, this could mean the skills mix suited in today’s business, may be a mismatch in the future.

1.3 In the interest of good management practice, certain steps within this procedure will operate on an ongoing basis, since effective planning can help to determine existing and future staffing needs.  The following reviews of staffing will take place as necessary:

· Staffing system –indications of main recruitment, promotions, transfer and wastage flows of staff.

· Age and length of service profiles.

· Career profiles -Analysis of different grades and groups of staff.

· Analysis of natural wastage, staff turnover, overtime working, use of temporary staffing, etc.

1.4
The following procedure will come into operation if problems (e.g. changes in demand for courses or reduction in student numbers, funding) arise.  Union representatives will then be notified in writing that the management is considering operating aspects of this procedure.

2.0 PROCEDURE

2.1
Collation and Review of Staff Information

2.1.1
If general financial difficulties arise for the whole College, or a reduction in demand leads to a recognition that a particular division, section or unit is overstaffed in relation to their annual budget, the Strategic Management Group (with the assistance of Division Leaders, Unit Managers and Personnel, or relevant Division Leaders, Unit Managers and Personnel) will review staffing information in relation to the area(s) involved (See 1.3 above).

2.1.2 In order to review information, the Strategic Management Group, or an appropriate sub-group, will request relevant data from the Personnel Department regarding staff, e.g. ages, service, skills.

2.1.3 Section 2.2 shows a range of options, some or all of which may be used by the Strategic Management Group, in order to redress financial stability and to secure jobs for staff in the areas involved.  The Strategic Management Group will consider and identify the most appropriate option or options to implement.

2.2
Recruitment 
Vacancies:
Restricting recruitment to existing members of staff by advertising internally.

Recruitment freeze:
External advertisements will be frozen except in areas where special skills and qualifications are necessary and unavailable internally.  

Agency staff:
Freezing use of agency workers, unless when sessional work cannot be carried out by existing staff.
2.3
Skills Audit / Redeployment


A skills audit will be conducted in relevant division(s)/unit(s) analysing qualifications and experience of staff in all areas of provision and service to identify future requirements and identification of training opportunities for possible redeployment of existing staff into actual or projected vacancies.  It will be the responsibility for a member of the SMG to lead a skills audit.

Internal 

Redeployment:
A member of the SMG, with Division Leader or Support Staff Line Manager and Personnel assistance, will investigate all opportunities for redeployment, within other areas of the College, giving due consideration to appropriate training/re-training where required.


External 

Redeployment:
A member of the SMG, with management and Personnel assistance, will investigate potential work opportunities within other FE colleges, other educational bodies, e.g. SFEU/SQA, neighbouring local authorities and local Job Centres.

2.4
Early Retirement

Eligible staff may be offered early retirement in line with the Scottish Teachers’ Superannuation Scheme / Local Government Pension Scheme guidelines, if the required funding is available either within the College budget or through a restructuring fund.

2.5 Retirement

Staff will not normally be allowed to continue working in permanent posts after normal retirement age (65 years).

2.6 Reduction in Working Week

If deemed appropriate, full-time/part-time members of staff may be given the option to reduce the hours they work per week with salary paid on a pro rata basis. 

2.7 Additional Contracts/Overtime Working

A reduction or elimination in the number of additional temporary contracts and/or overtime working may be necessary.

2.8
Dual Appointments


Dual appointments (staff working on an evening or evenings as part of their permanent contract) may be considered in line with current conditions of service.

2.9
Unpaid Leave / Sabbatical


Staff may be offered, if certain criteria are met, i.e. 2 years continuous service, the opportunity to take leave, either unpaid or paid (at some reduced level) for the periods of 3, 6, 9 or 12 months only.  In this case, if a member of staff wishes continuity of pensionable service and is willing to pay his/her contributions while on leave, the management may pay appropriate employer contributions.  Holiday entitlement while on unpaid/sabbatical leave will be paid in accordance with the Working Time Directive.  Both parties may request an early return to work.

2.10
Voluntary Severance


Applications will be accepted from staff who wish to be considered for voluntary severance.  It is recognised that these applications will be considered without commitment on either side.

3.0
REVIEW OF PROCEDURE

This document will be subject to review within two years from the date of approval.

Page 4 of 4




[image: image1.png]