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TITLE:
REDUNDANCY - STAFF
PURPOSE/SCOPE:
To ensure that management will act fairly and consistently in its dealings with all staff if a retrenchment, transfer of work or re-organisation becomes necessary and causes a possible reduction in staffing requirements.

RESPONSIBILITY:
1)
For completing CC/PER/REDTUNOT lies with the Finance and 
Personnel Manager


2)
For completing HR1 form lies with the Finance and Personnel 
Manager


3)
For completing CC/PER/REDAPPEAL lies with the employee 
being made redundant


4)
For hearing Appeals lies with an appointed Redundancy Appeals 
Officer.

DEFINITIONS:
Staff defined as all employees of the Board of Cardonald College.

APPENDICES:
1)
Guidance Notes for Line Managers


2)
Redundancy Action Steps


3)
CC/PER/REDTUNOT - Sample letter notifying trade unions of 
proposed redundancies


4)
CC/PER/REDASSESS - Sample Assessment Form


5)
CC/PER/REDINDIV - Reason for redundancy (individual)


6)
CC/PER/REDGROUP - Reason for redundancy (group)


7)
CC/REDAPPEAL - Notice of Appeal Proforma


8)
CC/PER/ASSIST - Letter offering advice

RELATED
College Equal Opportunities Policy -1:2

INFORMATION:
ACAS Handbook on Redundancy

ORIGINATED
APPROVED
DATE
PAGE

Personnel Department
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1.0
GENERAL
1.1
It is the statutory duty of the College to inform the staff and recognised Trade Unions at the earliest opportunity of any proposals relating to surplus staff in the College, irrespective of the numbers involved.

1.2
This will be communicated to the staff by individual letter.  Recognised Trade Unions will be informed appropriately.

2.0
CONSULTATION

2.1
When reductions in staffing levels are recognised as being a possibility, the College management will consult with the recognised trade unions at the earliest opportunity with a view to reaching agreement on how redundancies can be avoided or minimised.  The College management will make every effort to minimise involuntary redundancies by:


natural wastage
restricting recruitment


reduction in temporary staff
internal promotions


re-deployment (and conservation)
re-training


networking with other colleges
inviting volunteers


short time working
reducing overtime/additional hours

2.2
In addition to the minimum legal requirements, the College will undertake to consult with trade union representatives and individual staff members at the earliest opportunity.  This will be in the form of group and individual discussions with written confirmation of:

1)
The reason for the proposed redundancies

2)
The numbers and staff categories affected by the decision

3)
The total number of staff in each staff category

4)
The proposed selection method, time scale and process

3.0
NOTIFICATION TO THE DEPARTMENT OF EMPLOYMENT
3.1
Potential redundancies will be reported to the Department of Employment on Form HR1.  Notice periods are as follows:-

20 - 99 staff

30 days before potential redundancy takes place

Over 99 staff

90 days before potential redundancy takes place

3.2
The College, prior to lodging the form HR1, will ensure so far as possible, that the information given in the form is accurate.  (see section on - Disclosure of Information).  On confirmation that this is the case, then the form HR1 must be notified to the Secretary of State and a copy given to the representatives of the relevant recognised Trade Unions as part of the consultation process.
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4.0
DISCLOSURE OF INFORMATION

4.1
The College, in compliance with legislation, will give information to the recognised Trade Union representatives in writing (CC/PERS/REDTUNOT).  The information to be disclosed is listed under five headings:

a)
the reasons for the proposals to dismiss

b)
the numbers and descriptions of staff whom it is proposed to dismiss

c)
the total number of staff of each description 

d)
the proposed selection method

e)
the proposed method of carrying out the dismissals

5.0
REPRESENTATION BY TRADE UNIONS

5.1
The College will consider any representations from the recognised Trade Unions and reply to them in writing.  If representations are rejected, the College will state the reasons for rejection.

5.2
Such matters will normally be addressed at JCC meetings.

6.0
JOB AT RISK
6.1
Having completed the process of selection for redundancy, the manager responsible for conducting the assessment will inform the individual that his/her job is at risk of redundancy.

6.2  This meeting is purely a communication meeting.  An opportunity will be offered for the individual concerned to meet, at a mutually agreeable time, along with proper representation (i.e. Trade Union representative or colleague) and discuss fully, the reasons why his/her job is at risk

6.3
There will be no restriction to the number of meetings between the parties.  All relevant information will be available for discussion, i.e. selection forms, time/attendance records, group structures, line manager's reports, etc.

6.4
The only restriction is that others in the same selection group will not be identified by name.

6.5
College documentation should not be copied and issued to the other party except for a copy of the individual's own assessment sheet, where applicable.
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6.6
The individual is entitled to, and shall receive on request, written reasons for selection.

7.0
NOTICE OF DISMISSAL

7.1
At the time when it becomes necessary to issue formal letters of dismissal, it is essential that individuals receive their letters on the same day as the date on the letter or prior to the commencement dates of notice contained in that letter.

7.2
If, for some reason, the letter is not issued by such date then the letter should be issued at the first appropriate opportunity with the date on the letter being changed to the new date of issue.  The date from which notice commences will not be prior to the issue of the letter.

7.3
A reasonable period should elapse between the time where individuals are informed of "Job at Risk" to the time at which they receive formal notice of dismissal.  The period will usually be no more than 15 working days.  In any case there must be adequate opportunity for meaningful consultation with the individual prior to issue of the notice of dismissal.

8.0
SELECTION CRITERIA

8.1
The selection criteria will be clear, objective and precisely defined.  It will be applied fairly and must be free of race and sex bias.

8.3
Selection can be on the basis of voluntary or compulsory redundancy. 

8.3
Where selection from a group and/or restructuring exists, it will be necessary to carry out an assessment of all the staff in the affected area.

8.4
The following categories will be given consideration during the selection process:



skills



standard of work performance 



qualifications


attendance record



experience


disciplinary record



conduct


potential to adapt to alternative work



aptitude


potential early retirement



time keeping

8.5
Length of continuous service will be a factor when the assessment results in equal rating.

8.6
In defining the pool from which staff will be selected for redundancy, the management should examine the contracts of employment to determine which members of staff are at risk, bearing in mind how the contracts have operated in practice.

Page 4 of 6
	[image: image5.png][

\
a

CARDONALD

COLLEGE
GLASGOW




	PROCEDURE
	NUMBER       4 : 1 : 2
REVISION     0


8.7
The management needs to bear in mind that the selection pool can shape future composition of the workforce in terms of age, sex, race, skills and working arrangements (i.e. full-time or part-time).

9.0
ASSESSMENT FORM

9.1
The assessment form should be completed by the direct line manager.  This will be carefully reviewed by both the reviewing manager and the Division Leader/Unit Manager and signed when they have satisfied themselves that the selection is fair.

9.2
Assessment Form Guidelines
9.2.1.
All those required to take part in the selection process must be issued with a copy of guidelines and be fully conversant with the document.

9.2.2
Any misunderstandings must be resolved prior to undertaking the assessment.  (See Guidance Notes for Line Managers).

10.0
APPEALS
10.1
Where an individual has exhausted discussions with his/her direct manager and wishes to pursue the fairness of selection for redundancy to the next stage, the Redundancy Appeals procedure will apply (see Guidance Notes for Managers - Step 3).

10.2
In pursuing this matter, the individual will complete an Appeal Request Form (CC/PER/REDAPPEAL) and submit it to the Personnel Department.

10.3
The Assistant Personnel Manager will arrange the appeal hearing and will brief those hearing the appeal as to its purpose.  The Appeal Panel will be fully empowered to alter or reverse any previous decision made.

11.0
REDUNDANCY PAY
11.1
Redundancy payments will be in compliance with appropriate legislation.

12.0
NOTICE
12.1
Staff being made redundant will receive full notice as detailed in their personal contract of employment with due regard to minimum legislative requirements.
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13.0
BRIEFING MATERIAL

13.1
All briefs must be copied to all staff designated to notify staff members that their job is "at risk" and/or who are required to participate as part of the appeal panel.

14.0
ASSISTANCE IN FINDING ALTERNATIVE EMPLOYMENT
14.1
The College will make available facilities to assist redundant staff in finding alternative employment (See CC/PER/REDASSIST letter).

14.2
Staff who have been given notice of redundancy will be given reasonable paid time off to look for alternative work or arrange training.  All such time off will be agreed with the line manager in advance.

15.0
REVIEW OF PROCEDURES

15.1
This document will be subject to review within two years from the date of approval.
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