NOTE:  This procedure was prepared in 1993.  It will be jointly reviewed for any similar circumstances in the future. 

MID CHESHIRE HOSPITALS

STAFF AFFECTED BY ORGANISATIONAL CHANGE

Introduction


In September, management announced a projected financial deficit and its intention to identify ways of redressing this.  This paper outlines the processes and procedures to be adopted in handling the personnel issues arising from this decision.  In particular, it describes the ways in which management will seek to minimise the impact of any change on staff and their jobs.  It is our firm intention to ensure that, as far as is practically possible, compulsory redundancy is avoided.  However, we accept that there may be circumstances where this becomes necessary as a last resort, and where all other options have proved unsuccessful.


General Principles

All staff will be treated sensitively, reasonably and as fairly as possible.  Our aim will be to satisfy the employment preferences of each individual as far as reasonably possible.  There will be open communication with the staff concerned, with local trade union representatives and with full time officers of the trade unions involved.  Staff will be encouraged to seek advice from their managers and trade union representatives.   Staff will be given equal opportunity in all respects.


Staff currently employed under protected Whitley Council terms and conditions who are affected by change will remain subject to these national terms and conditions of employment.


Communication


During this period of change it will be vital to ensure that staff are kept fully informed.  This will be achieved by ensuring:


-Information is made available at an early stage and at regular intervals to staff about the changes taking place.


-Staff affected are seen individually regarding their particular  circumstances and the options available to them.


-As much information as possible is made freely available.


-All staff affected receive written confirmation of their position and the range of options available to them.


Individual Interviews

All staff identified by changes as "at risk" will have the opportunity for an individual interview with their manager or Personnel staff to discuss their employment preference. 


A Personal Specification form will be completed by the manager/Personnel staff during the initial interview in consultation with the member of staff.  This will be forwarded to the Personnel department to be considered for any current or future suitable vacancies.  Staff may also at this stage identify their preference to be considered for voluntary redundancy.


The Personnel department will use the information from  personal specification forms to develop and maintain a manpower plan of all staff requiring alternative employment and to deal with any requests for voluntary redundancy.

            Job Specifications

Standard job specifications will be prepared for every post which may be suitable for at risk staff, including a description of the main duties and responsibilities of the post and of the main selection criteria to be applied. 


Advertising and Applications

All vacant posts will be notified to the Personnel department.  At this stage, consideration will be given as to whether or not the post is to be deleted from the establishment as part of targetted manpower reductions or whether or not the post is suitable for redeployment.


All posts which may be suitable for redeployment will be advertised in the Trust's vacancy bulletin produced by the personnel department.  Individuals identified at risk will receive a personal copy of each bulletin.


Managers or Personnel staff will bring to the attention of individual members of staff and discuss with them, any specific vacancies that appear suitable.  Staff will be expected to seriously consider such opportunities.


The opportunity will be made for the member of staff to visit the department concerned and discuss the post further with the manager where the vacancy has occurred.


The Personnel department will advise the manager responsible for making the appointment of the interest of the member of staff and forward their personal details. 


All staff at risk expressing an interest in a specific post will be given a preferential interview.   In considering the individual, managers will be encouraged to consider the individual's potential for re-training.  Following consideration the appointing manager will advise the Personnel department of their decision.  Those cases where staff are not appointed will be reviewed by the Director of Personnel. 


No other candidates will be considered for appointment until the Director of Personnel is satisfied that full consideration of "at risk" staff has been made.


Staff will be expected not to unreasonably refuse suitable alternative employment offered to them.  Where at risk staff wish to pursue opportunities outside the Trust, reasonable time off with pay will be granted.


Training and Development

Staff will be encouraged to take up training and development opportunities which will better equip them for posts.  This will often involve secondments to other departments/wards as well as more formal training where this is felt to be necessary.


Managers/Personnel staff will identify training and development needs of staff during their individual interviews and will record this on the person specification forms.  The Training department will arrange training and development activities to meet common needs where appropriate.  Specific needs and more specialised training and development needs will be considered individually.


Criteria for Voluntary Redundancy and/or Premature Retirement.


Wherever possible the Trust is committed to ensuring that as far as is reasonably practical staff have the opportunity to be considered for suitable alternative employment.  However, some staff may also wish to be considered for voluntary redundancy.  Where this is the case this will be identified on the personal specification form completed with their manager/Personnel staff.  In such circumstances staff will be given the appropriate financial information in order to assist them in deciding whether or not they wish to be considered.  


Voluntary redundancy will be offered to those staff identified "at risk" in the first instance. However where necessary this may be extended to additional groups where appropriate. 


The position on voluntary redundancy will be reviewed as the change programme is implemented.  All staff will be kept up  to date with the current position.


Compulsory Redundancy

The Trust reiterates its intention to use compulsory redundancy as a last resort.  All steps will be taken to ensure that staff have every opportunity to continue their employment with the Trust where they wish to do so.  Where it is felt that compulsory redundancy may be necessary extensive consultation will take place with the Trade unions and the individual/s concerned.  Such circumstances will only arise when all other options have been exhausted.  


In considering compulsory redundancy the Trust will follow recognised good practice in this area.  Where selection for compulsory redundancy from a pool of at risk staff is required, the following criteria will be used:

20 Length of Service
   Longest serving in selection pool receives 20 points.  Others in pool receive proportionate amount dependent upon service.  Continuous service only, with MCHT, CHA prior to 1.4.91.  Staff who have been subject to a transfer under Transfer of Undertaking Regulations will have their continuous service recognised for the purpose.  Part time service carries the same credit as full time service.

40
Performance
   General performance and flexibility in work as assessed by small panel of managers with working knowledge of those in the selection pool.  Excellent performance and flexibility attracts 40 marks.  Formal action under the capability procedure will result in 0 marks. Notes of the reasons for the comparative marks awarded will be kept.

10
Qualifications
     Where formal qualifications are of relevance to the job, up to 10 marks may be awarded.

-20 
Discipline
    First written warning 
-10 marks


    Final warning 

-20 marks

    Expired warnings carry no penalty.

20
Attendance
   Only sickness absence will be considered.  The full sickness absence record of each employee will be considered by the panel and rated;


Excellent
20 marks


     Good

15 marks


Acceptable
10 marks


Poor

 5 marks



Bad

 0 marks

     Special leave, maternity leave, time off for TU duties/training etc will be disregarded.

Grievances  Staff who have a grievance arising out of the operation of this policy have the right to raise this under the Trusts existing procedure.  Separate arrangements apply for appeals against selection for redundancy.
