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1.
Introduction
1.1
Most planned organisational change is triggered by the need to respond to new challenges or opportunities presented by the external environment and the intention to improve the operational effectiveness of the organisation. Common driving forces behind current change in the NHS are the achievement of strategic change, improved service delivery, service integration, the delivery of the NHS plan and the management of the developing primary care agenda.   
1.2
Open, honest, consistent, and relevant, two way and frequent consultation will take          
place with the Joint Negotiation Consultative Committee (JNCC) and the recognised staff organisations whose members are affected by the change. Information about proposed change, its implications and potential benefits will be communicated clearly to all staff. Staff are encouraged to contribute their own ideas and suggestions and to voice any worries or concerns by discussing them with their managers. At all stages of the process, members of staff will be encouraged to seek the advice and support of their trade union or professional representatives and managers. 

1.3 
NHS Brent will adopt a flexible and transparent approach when facing change and wherever possible will plan, prepare and minimise the impact of change by encouraging secondments, fixed term contracts and other temporary arrangements, supporting joint working and training and development opportunities. These will be within and external to the organisation, working collaboratively with other health care partners and organisations wherever possible.

1.4 
The framework applies to all members of staff including those staff employed by NHS Brent but with secondment arrangements with other organisations or on a leave of absence e.g. maternity, career break or long term sickness absence. 
1.5
This policy does not however extend to staff employed through agencies. It also does not apply to staff seconded from and employed by other organisations. Any existing agreements relating to such staff will however be honoured. 

1.6
Under Agenda for Change (AfC) Section 16 will apply as amended by Pay Circular (AforC) 3/2007 Amendment number 5.
2
Scope
2.1
 This policy is intended to apply to all NHS Brent employees unless otherwise stated. 

2.2
 “Change” is defined as significant organisational change applying to an individual or a group of staff. Examples of significant change include: 

• the re-organisation or merging of services;

• the restructuring of a function, position, service or department; 

• the closure of a specific service or ward; 

• change arising from competitive tendering; 

• relocation or major changes in working practice that would invoke pay protection or would introduce shift working including evenings and weekends. 

3
Purpose 

3.1
Whatever the reason driving the change and whatever the nature of the change, it is 


clear that staff are central to its achievement and success. NHS Brent acknowledges that change can cause significant levels of concern and uncertainty for employees and needs to be managed with care and in accordance with accepted good practice, in a fair and consistent manner and as sensitively as possible.  NHS Brent will endeavour to provide the appropriate support to all staff.
3.2
This policy aims to ensure that all change programmes are carried out in a fair and transparent manner and that all those involved are aware of their rights and responsibilities at all stages of the change process. 
3.3
This document outlines how the change should be managed and explains the 
procedures for consultation and communication, staff development and support. It also outlines the measures to be taken as far as possible, to maintain job security and to avoid redundancy and details the redeployment processes and the procedure to be 
followed when redundancy is unavoidable.

4
Roles and Responsibilities

4.1
Managers Responsibilities
· To be familiar with the policy and procedure for managing change.

· To circulate copies of the policy to staff affected by change at the start of the consultation period.

· To advise staff on their rights and responsibilities under the policy.

· To adhere to the policy and seek advice from the Human Resources Department as necessary.

· To ensure recognised trade unions are fully consulted.
4.2
Responsibilities of the Human Resources Department
· To be familiar with the policy and procedure for managing change.

· To advise managers and staff on their rights and responsibilities under the policy.

· To help inform the workforce of the policy.

4.3
Staff Responsibilities

· To be familiar with the policy and procedure for managing change.

· To fully participate during consultation periods. This includes informing the HR department of vacancies they may wish to be considered for during a redundancy notice period.
· To request advice from managers and / or the Human Resources Department as necessary.
4.4 
Trade(s) union(s) Responsibilities

· Trade Unions play a vital role in advising and representing staff undergoing organisational change and in working with managers to ensure that organisational change is managed with the least disruption to services to patients and in accordance with the principle of avoiding compulsory redundancies wherever possible.  The Trust will formally notify the trade unions of any proposed organisational changes and will undertake consultation with them in line with legal requirements

· So as to ensure the staff side is able to fully participate in the process, which may require frequent meetings with management and in particular affected staff, the Trust will be expected to arrange paid time off facilities for agreed members of the staff side, over and above existing arrangements.

5
Equal opportunities

5.1
NHS Brent reaffirms its commitment to promoting equal opportunities in employment.  The arrangements for handling staffing change as outlined in this document will be in line with NHS Brent’s Equal Opportunities Policy and NHS Brent will monitor all aspects of the change process with regard to ethnicity. In accordance with this policy and the Disability Discrimination Act 1995 NHS Brent will provide any necessary reasonable adjustments for disabled employees and applicants and will ensure that they are treated fairly at all times.   Adherence to the Policy and the relevant legislation will be carefully monitored and reviewed by the Director of Human Resources and Organisational Development.   
6
Managing personal futures


General
6.1.1
Organisational change will often offer new opportunities for personal growth and development for staff. If this goal is to be achieved, a two-fold commitment is necessary. From the organisation, it requires regard to personal needs, sound support mechanisms, and fair practices. From the individual member of staff it will require flexibility and a positive approach to new career pathways.


6.1.2
This part of the framework outlines an approach within which the management of personal futures may be considered.  It is not prescriptive. Instead, it builds upon previous experience of managing organisational change and offers general principles and good practice.


Objectives
6.2
When considering personal futures, both individual and organisational objectives need to be balanced.


Individual objectives    

6.3
NHS Brent will undertake to meet the following individual objectives:

· to secure wherever possible an on-going career within the organisation and ensure personal career planning and development are in place to achieve this with due regard to transferable skills and competencies

· to have the opportunity for personal growth and development within new career paths
· to receive adequate training and development to support performance in a new position


Organisational objectives
6.4
NHS Brent will promote the following organisational objectives:

· to safeguard the supply of high calibre staff within the organisation
· to retain the commitment of staff during  a period  of organisational change

· to manage the process of organisational change with sensitivity and  due regard  to the personal  needs  of individuals

· to manage the process of organisational change with sensitivity to the public and political environment of the NHS


Principles

6.5 
NHS Brent is committed to the following principles for managing change:
· there will be full and open communication throughout the period of organisational change

· staff will receive maximum advance notice of any organisational change which may affect their futures

· staff will be treated as individuals with due regard to their personal and employment circumstances

· all steps will be taken to avoid compulsory redundancies by early consideration of a range of future career opportunities

· staff will receive support to identify career opportunities and where appropriate staff will receive training and development to meet new skill requirements

· access to professional external counselling and career support will be available where it is deemed appropriate and beneficial to the employee

· staff will be expected to consider realistic career opportunities and to take an active role in identifying new opportunities

6.6
In order to meet changing business needs more effectively, there may be occasions when managers need to implement relatively minor changes.  Reasonable minor changes and adjustments to duties and working practices may be implemented without recourse to the formal procedures in this document but will require reasonable consultation with staff affected.  Any situation which may lead to redundancy will not be deemed to be a minor change. 
7
Consultation


General


7.1.1
The purpose of consultation is to provide as early an opportunity as practicable for all concerned to explore the options. Consultation will not be the mere passage of information, but will also provide an opportunity for staff and their representatives to express their views and have these taken into account when considering alternatives and making decisions. 

7.1.2
Any proposals for change that affect staff should be discussed informally between the line manager and the affected staff as soon as possible and the views and concerns of individuals should be taken into account as far as is reasonably practicable.

Consultation with the trade union/ professional organisation representatives 

7.2.1
Consultation with the appropriate recognised union(s) and professional bodies will take place at the earliest opportunity, either at the point that  serious consideration is given to changes or once specific proposals for change that will affect staff have been formulated, and always prior to proposals being circulated to staff.

7.2.2
The proposals for change will be issued in writing to the JNCC and will include details of:

· the current position/structure

· the reasons or rationale for the proposals for change 

· the new staffing structure(s), where appropriate

· any transfers of service, the reasons for them and when they are to take place

· the departments, numbers and descriptions of employees affected and the implications for the affected employees

· the way in which employees will be transferred, selected for posts within any new staffing  structures(s),  or if necessary, selected for redundancy

· the options  envisaged  to  minimise  the  impact  of  the change or redundancy

· (if necessary) how many redundancies will be carried out, including the period over which they will take effect

· the approach to avoid or reduce redundancies and to mitigate its consequences

· the communication plan for the change process and timetable of events.


7.2.3
In certain cases dictated by external circumstances (e.g. urgent office moves, legislation) where changes need to be made very quickly, the trade union representatives will be briefed immediately and this oral briefing will be followed by a written brief. In all but very exceptional and explicitly justified circumstances, the minimum period of consultation will be four weeks, which can be increased to a maximum of 3 months. During a period of change, management will meet regularly with staff and trade union representatives and will ensure that they are kept informed of developments as they occur. If there is a need, in very exceptional and explicit circumstances to consider a shorter period of 4 weeks to carry out the consultation, this will be discussed with the trade unions with a view to reaching an agreement to reduce the consultation period for the particular situation. 
7.2.4
Professional and trade union representatives will be given the opportunity to put forward the views of employees and to discuss the proposals with management.


Individual consultation with employees

7.3.1
Interviews will also be arranged at the earliest opportunity between individual members of staff and their manager. Staff will be advised of their right to be accompanied by their recognised professional or trade union representative or workplace colleague at all meetings and to seek their advice throughout the process.  The detail and outcome of individual interviews should be recorded and confirmed in writing. The purpose of the meeting will be to:
· ensure the maximum time for individuals to consider the impact of the proposals upon their personal position, 

· discuss and explore the options 

· invite the employee to comment and respond to the proposals.  The employee may need a little time to respond and not be able to do so at that particular meeting.


7.3.2
The appropriate manager should continue to meet with the individual employee on a regular basis throughout the period of change in order to continue exploring alternatives.

7.3.3
Throughout the period of change staff should be encouraged to discuss their concerns and queries with their line manager. The line manager should take up these concerns and queries and feed back a response to staff as quickly as possible, if not immediately. 

7.3.4
In addition to the regular meetings with their manager, staff will be kept informed by briefings from their line managers, their monthly team brief meeting and supplementary open meetings, newsletters and email communication as appropriate.

7.3.5
Feedback, discussion and questions will be positively encouraged.


7.3.6
Staff and their representatives are also encouraged to provide comments and responses in writing.

Consideration of consultation

7.4.1
Management will consider the views of staff and representatives, when making a final decision about any proposed change.  A written report will be provided to the staff and trade unions covering the change process to be followed and the timeframe.  The report may include: 
· the reasons for the decision

· equality impact assessment

· any relevant health and safety assessments

· an explanation where the management decision is in conflict with the views of the trade unions representatives and staff or where the proposal has changed as a result of consultation

· identification of posts which are the same or substantially the same in the old and new structures

· arrangements for filling posts via Slotting In or Ringfencing

· selection arrangements for posts within the new structure 

· measures that will be taken to avoid compulsory redundancies 

· arrangements for seeking suitable alternative employment

· reference to the Trust’s protection arrangements and how these will apply

· support for staff who are affected by the change, including career counselling and reasonable time off to seek other employment or undertake training

· proposed timescales for each stage of the change process.

7.4.2
Where the decision of management is in conflict with the views of trade union representatives and staff, management will provide a written explanation of the reasons for the decision. This response will also be provided to the JNCC.

8
Support/assistance/counselling

8.1
Members of staff, as individuals or as a group, are encouraged to seek the advice and 
support of their trade union/professional organisation representative.

8.2
The following are examples of the support and assistance that NHS Brent will make available to staff affected by the changes: 

· practical assistance with the production of CVs, applications forms and preparation and coaching for interviews

· confidential careers advice 

· support in developing coping strategies in the face of change with the assistance of the Occupational Health Service

· confidential stress management coaching and or counselling through the Occupational Health Service.

· adequate time off for recognised trade union representatives to meet with staff to discuss the changes

9.
Transfers of services and staff 


Complete transfers of services and staff

9.1.1
When services are transferred from one organisation to another, in line with current legislation staff engaged wholly or almost wholly (normally 50% or more of the individual’s current role) within the transferring service will transfer to the new organisation.   


9.1.2
In most cases, staff transferring from one NHS organisation to another will do so by virtue of a Transfer Order. This means that every aspect of staff terms and conditions within the transferring employee’s contract of employment, all existing policies and procedures, will transfer with them and cannot be changed as a consequence of the transfer. 

9.1.3
Under TUPE 2006 the current employer must provide the following information to the new employer at least 14 days before the transfer: 

· The identity and age of the employees who will transfer. 

· Information contained in the employees’ written particulars of employment under section 1 of the Employment Rights Act 1996. 

· Information on any collective agreements affecting the employees that will apply after the transfer. 

· Any disciplinary proceedings taken against the employees or grievances brought by them in the last two years. 

· Any claims brought by the employees against the current employer in the last two years. 

· Any claims that the current employer reasonably believes might be brought. 



Staff should therefore be aware that this information will be shared with the new employer. Upon transfer the employee files will be given to the new employer and copies archived at NHS Brent. Information may also be shared with the Trades Unions.
9.1.4
Where there is a proposal to transfer services and staff to a different employer, there will be consultation with the trade unions at the earliest opportunity. This will be a minimum of 30 days (unless otherwise agreed) and where 100 or more staff are affected will be 90 days where reasonably practicable.
9.1.5
When services are transferred from one organisation to another in line with TUPE or by virtue of a Transfer Order under the National Health Service Act 1977, which mirrors TUPE, the employment of staff who are assigned to the services which are being transferred will transfer to the new organisation.  TUPE applies in contracting out scenarios, retendering and where the services are brought back into the NHS.
9.1.6
All the terms and conditions within the transferring employee’s contract of employment (including relevant policies and procedures) will transfer with them and should not be changed as a consequence of the transfer.
9.1.7
In some limited circumstances, the supervision and management responsibility of staff (but not their employment) may be transferred to another organisation under what is known as the Retention of Employment (ROE) model.  This model applies particularly in relation to the PFI Scheme where catering, security, portering, cleaning and laundry services are affected.  Under this model, staff will be seconded from the NHS (under the auspices of the Community Care Act 1990) to work for the Private Service Provider.  The terms of the secondment agreement will be reviewed and agreed with the staff who will be affected.
9.1.8
Where staff have responsibilities spanning more than one NHS organisation or more than one service, discussions will take place with the individual, their trade union representative and the organisations concerned to determine if their employment should transfer.  The options in this situation might be that the individual will transfer to one organisation with an agreement to provide services to the other(s), or have more than one contract of employment, or, in exceptional circumstances, to be declared at risk. 
9.1.9
In all of these circumstances, for the purposes of the consultation that will be carried out, the manager will identify the services, posts and individual staff that will transfer or be affected in accordance with the obligations of TUPE or under the ROE (secondment) model and shall write to the staff affected and the trade unions informing them of the intention that staff will transfer, the implications of the transfer and any measures which will be taken in connection with the transfer.

9.1.10 The manager will then hold one-to-one meetings with individual staff and their trade union representative to discuss the implications of the transfer, measures to be taken in connection with the transfer, answer any concerns or queries, discuss possible options if appropriate and consider personal circumstances. These discussions will be documented and confirmed in writing.  Every possible support will be given to staff to understand the reasons for and implications of the transfer and to ensure they have the necessary information with which to prepare themselves.

9.1.11 Formal notice of a transfer will be issued as long before the date of the transfer as possible in order to comply with the obligations of TUPE and this policy. In law, no specific time is specified for consultation to take place. Under Regulation 13 of the Transfer of Undertakings (Protection of Employment) Amendment Regulations 2006 (SI 2006/246) (TUPE) the only obligation to consult is where the current or new employer envisages that they will take measures in relation to any of the affected employees. They must then consult with the appropriate representatives with a view to seeking their agreement to the measures to be taken. However, in order to ensure transparency and openness, NHS Brent will consult with staff and recognised Trades Unions in all transfer situations in order to make certain that each individual is aware of the transfer, its purpose and its implications for them. The Trust will make every effort to give up to 3 months’ notice of a transfer, where possible. Where 3 months’ notice is not possible because, for example, of the timing of external announcements or decisions of approval, a shorter notice period will be provided after consultation with the JNCC.
10
Staff ‘at risk’ of redundancy
Definition of ‘At Risk’

   10.1
An employee will be declared ‘At Risk’ of Redundancy at the point at which it becomes clear that s/he could potentially be placed in a redundancy situation in the future.  This declaration is not a notice of redundancy.

Definition of redundancy
10.2.1
An employee may become redundant wholly or mainly due to the fact that the employer has ceased, or intends to cease:

· to carry on the business for the purposes of which the employee was employed or

· to carry on the business in the place where the employee was so employed; or

· the requirement of the business for employees: 

· to carry out work of a particular kind; or 

· to carry out work of a particular kind in the place where the employee was employed have ceased or diminished, or expected to cease or diminish.

10.2.2
Management will make every effort to support staff at risk of redundancy in obtaining suitable alternative employment within the local health economy or elsewhere within the NHS.
Identification of posts and staff at risk 

10.3.1
When changes in staffing levels or skill mix are proposed, which will lead to a reduction in the numbers of staff employed in particular departments or grades, management will identify the positions and the individual staff or pool of staff ‘At Risk’ of redundancy. 

10.3.2
The pool of staff at risk will be determined by the consideration of factors such as whether any of the jobs are interchangeable, whether other groups of employees are doing similar work and whether any agreed procedure should be followed.


10.3.3
Staff deemed to be at risk of redundancy will be informed at an individual meeting with their line manager, member of HR and trade union representative or colleague to:

· discuss how the proposed changes affect the individual and the rationale for considering him/her at risk of redundancy

· explore any preferences a member of staff may have for redeployment

· explore the possible options open to them
· explain the redeployment, ring fencing, clearing house processes and opportunities 

· explain possible protection of any terms and conditions of service

10.4.1
Staff at risk of redundancy will be issued with a letter within five working days of the meeting which will confirm their “at risk” status and reiterate NHS Brent’s commitment to make every effort to obtain redeployment
10.4.2
The manager must ensure the member of staff is placed on the Redeployment 
Register.  The register will detail those staff at risk of redundancy to ensure that they are given prior consideration when they apply for posts within the new or revised configuration or structure, new posts and posts which become vacant in NHS Brent during the period of organisational change. 

10.4.3
When the nature of the change is wide, the Redeployment Register and the details of the available and vacant posts may be extended to include other organisations similarly affected.  The registers will then include the details of staff at risk and the details of vacant posts of the organisations that have explicitly agreed to jointly adopt the same principles and approach to the management of the changes.  This will therefore necessitate a consistent approach to the identification of posts and staff at risk.

11
Redeployment of staff at risk and the filling of posts

Suitable alternative employment


11.1
Suitable alternative employment (see AfC section 16) should: 


· provide similar earnings 

· have similar status 

· be within the employee’s capability 

· not involve unreasonable additional inconvenience
Stages of the process for filling posts


11.2
An outline of the stages of the process of filling posts is as follows:

· Stage 1 Automatic Slotting In or Restricted Competition - where more than one employee has a claim on a post or a successor post.

· Stage 2 Ring Fenced Competition - at risk staff employed by NHS Brent or other organisations with which a reciprocal agreement has been established.

· Stage 3 External open competition


Stage 1 - Automatic 'Slotting In' or Restricted Competition 

Staff at risk or Under Notice of Redundancy

11.3
For a particular vacancy in a new or modified structure, where the new post is the same, or   75% the same, as an individual's substantive post and where there are no other displaced or at risk staff with the same role, the individual will slot in automatically without competition. The manager and the HR Representative will, in consultation with recognised Trade Unions identify posts, which are the same or substantially the same in the old and new structures. Documentation must be completed to support this (see template appendix 1) In some cases, where, for example, there are a number of posts which are substantially the same, but there are fewer in the new structure, the new posts will be ring fenced and the limited pool of staff affected will be subject to a selection process.  

Stage 2 - Ring Fenced Competition

Staff at risk or Under Notice of Redundancy

11.4.1
A system of "ring-fencing" vacant posts and a redeployment process ("Clearing House”) will be implemented as early as possible. This will ensure that staff whose jobs are at risk of being made redundant are given prior consideration for posts they apply for within the new or revised configuration or structure, other new posts and posts which become vacant in NHS Brent during the period of organisational change. 


11.4.2
Staff affected will be eligible for posts on the following basis:   


For posts which are substantially the same if of the same band, and were 75% similar, where there are more “postholders” than posts available. All in the pool will be subject to a selection procedure.
11.4.3
Current band will be the substantive band unless the employee has been acting up, because of exceptional circumstances, for more than one year, in which case the acting band or salary will apply. 

11.4.4
The re-deployment period will be for a minimum of 8 weeks

11.4.5 If a member of staff seeking redeployment wishes to apply for a more senior post or promotion (i.e. more than one band higher) they may only do so after the post has been subject to ring-fenced competition, i.e. at the internal advertisement stage.

11.4.6
A manager may not fill a vacancy in NHS Brent without initially consulting the Human Resources Team. The specific agreement of the appropriate Director and Human Resources will be required and the JNCC secretary and chair should be consulted if any post is to be open to external open competition immediately without first applying the ring fencing process.

11.4.7 The Human Resources Team will support managers in implementing this procedure. The team will be responsible for preparing briefing guidance material for managers and staff about the redeployment arrangements, and will assist with the identification of those individuals and will oversee the implementation arrangements. 

11.4.8
The Human Resources Team will automatically send the vacancy bulletin to all the at risk staff on the Redeployment Register, along with any other vacancies which may be relevant.

11.4.9 Once a member of staff on the Redeployment Register expresses an interest in a particular post, s/he must notify the Human Resources Team immediately. The job description and person specification for the post will be sent to the member of staff and they will have a period of five working days in which to indicate their interest in this, at which point the post will be ringfenced. 

11.4.10Every effort will be made to expedite the process as quickly as possible in order to reduce the uncertainty for the staff affected.


Redeployment selection process

11.5.1
The process of seeking suitable alternative employment will be a matter of matching the knowledge and skills of the individual to the person specification of alternative posts, offering reasonable retraining where appropriate.

11.5.2
Selection of candidates will follow the normal procedure and a matching interview will take place. A selection panel will be arranged which should be appropriate to the position or post.  The panel will consist of at least two managers or senior staff and may include a HR or a manager or senior member of staff from another department or, for senior level posts, a manager from outside NHS Brent. The panel will assess the candidate against the person specification and the appointment will be made using objective selection techniques, including the use of person specifications drawn up from the relevant job descriptions.


Retraining

11.6
Retraining will be considered and the following will be taken into account:

· the number of staff affected.

· the job opportunities likely to become available.

· skills and knowledge required.

· the individual's suitability for redeployment and retraining in relation to available job opportunities.

· the individual's ability and willingness to retrain for the available job opportunities e.g. where employees wish to change from one specialisation to another, support and training will be provided if reasonable and practicable.

· the extent to which retraining can be provided will be determined by management in the light of service needs and demands.

· financial assistance for relevant training will be given where appropriate.


Offers of redeployment

11.7.1
A member of staff at risk offered redeployment will be given the offer in writing within 
ten days of the interview and will be given 5 working days from receipt of the letter to 
consider the offer.  Any training required will be set out as an attachment to the offer letter. Following acceptance of redeployment under this procedure, the postholder will have the usual right to apply for other vacant posts on the same or higher grade in open competition.

11.7.2
Where an offer of alternative employment is made to an employee who would otherwise be redundant, there will be a trial period of eight weeks (depending on the role). It will take effect without a break from the previous employment and will be confirmed in writing. This trial period will allow both management and employee to decide whether the new employment is suitable. 

11.7.3
Individual arrangements regarding extensions to the trial period may be made by mutual agreement in respect of retraining for employees where justified and necessary.

11.7.4
If, within the trial period, it is decided by mutual agreement between the manager and the employee that the new employment is unsuitable, the employee may be treated 
as having been dismissed for redundancy on the day on which the trial period ended if the date is after or at the end of the redeployment or redundancy notice period. 

11.7.5
Where, in the opinion of management, an offer of suitable alternative employment has been made and rejected or where the employee has accepted  employment with the same or another NHS Trust, the individual may forfeit his/her entitlement to redundancy benefit. Decisions on the suitability of alternative employment will be made in full consultation with the employee and his/her trade union representative. 

11.7.6
Staff at risk of redundancy who refuse re-training, transfer and/or redeployment for suitable alternative employment will be notified by their manager that they may prejudice their rights to further offers of redeployment and to contractual redundancy payments.


Continuity of employment

11.8
All NHS Brent employees obliged as a result of organisational change to move by transfer or redeployment to another post with NHS Brent shall, in respect of all terms and conditions of service determined by Agenda for Change agreement, be regarded as being in continuous employment. 


Reciprocal arrangements

11.9.1In the case of change that is both wide and substantial with significant impact,             which spans a number of NHS organisations, NHS Brent will endeavour to reach an explicit agreement with those organisations. The agreement will contain a commitment to equality of opportunity for all of the staff similarly affected by the change.  All staff employed by the agreeing organisations will then have the same access to opportunities and vacant posts within any of the organisations and will be considered equally in accordance with the jointly agreed principles. 

11.9.2
This will mean that NHS Brent staff at risk will have the opportunity to apply for posts within other organisations should those posts remain vacant following the consideration of staff within similar grades within their own ring fencing processes.

11.9.3
Similarly if an NHS Brent post remains vacant after the Slotting In or Restricted Competition stage the details will be given to the organisations with which the agreement has been made so that the employees of similar grades at risk within those organisations may also be considered prior to broadening the recruitment process.

11.9.4
It will be important to ensure that the organisations have the same or similar approach and principles to ensure that all staff have the same opportunities.

11.9.5
NHS Brent will strongly urge all current and new organisations to adopt this    approach and collaborate to the benefit of all staff and the health economy. Every effort will be made to achieve this agreement.
Stage 3 - External Open Competition

Posts that remain vacant after ringfenced competition

All Staff and External Applicants 

11.9.6
Following completion of Stages 1 and 2 (automatic slotting-in and ring-fenced competition), the post may be advertised without restriction and open competition will take place in accordance with the usual recruitment procedure. Posts will be filled by fair, transparent and open competition as required by employment law and NHS Brent’s policies, openly advertising and applying a selection process based on matching candidates against the specification.  


Members of staff who are not offered alternative employment

11.10.1 Where a member of staff at risk is not shortlisted s/he will be offered feedback regarding the reasons for the decision.

11.10.2 Members of staff not appointed to a ring fenced post will be offered post-interview feedback and any relevant coaching or training where appropriate. They will also be able to consider the other options available to them and discuss these with their line manager in conjunction with the Human Resources Adviser who will assist in identifying alternative courses of action. 

11.10.3 Staff not eligible to Slot In to new posts and whose post is not substantially identifiable within a transfer of service who have been unsuccessful within the redeployment process will potentially become redundant and will therefore be advised of this by their manager. At this stage, the employee will continue to be supported in finding suitable alternative employment and should notify the HR Department of any posts they consider themselves eligible to apply for.
11.10.4 Following consideration of the suitable alternative employment provisions any member of staff who has failed to secure a post, may be issued a redundancy notice as a last resort provided alternative action has been considered. 

12
Redundancy

12.1.1 NHS Brent will have aimed to ensure that, as far as is consistent with the operational efficiency and success of the organisation, the impact of the change is minimised and redundancies are avoided or reduced through the consideration of alternative courses of action, such as: 

· natural wastage and restrictions on recruitment where reasonable and practicable

· the use of short fixed-term contracts to provide cover for temporary fluctuations in workforce need

· reduction/elimination in overtime where reasonable and practicable

· consideration of reasonable possibilities for retraining of staff 

· operation of a ring-fencing arrangement of vacant posts within and external to the organisation for those staff at risk or under notice of redundancy 
· consideration of premature retirement and voluntary redundancy

12.1.2
An important consideration concerns the imbalance in the remaining skills and experience which may be created by accepting volunteers for redundancy and which restrict the continued operational efficiency of NHS Brent. Therefore, the final decision on whether voluntary redundancy is approved is subject to the exigencies of the service and, in the case of premature retirement, appropriate approval in accordance with the regulations.

12.1.3
NHS Brent will ensure that redundancies are handled in a fair and consistent manner; and that if suitable alternative employment is not available, redundancy packages are fair and equitable and in accordance with Agenda for Change (as applicable at time of change).

Redundancy procedure

12.2.1
 Consultation will take place with staff and union representatives as described in section 4. Management will, so far as it is possible, ensure that the information required described in section 4 has been or is provided in writing to employees and their trade union representatives including a proposed timetable for the whole process.

12.2.2
Human Resources will notify the Department of Employment in writing of any proposed redundancies, within the terms of the legislation in force at the time. A copy of the notification form will be sent to the trade union representatives concerned.  Advance notification to the Department does not bind NHS Brent to make the employees redundant.


12.2.3
Written redundancy notices will be issued in accordance with an employee's contract notice period or statutory notice, if greater. The manager and a member of Human Resources will meet individual members of staff and their representatives:

· to issue formal notice to this effect
· to provide the reasons for the redundancy 
· to explore further support and assistance which may be provided
· to reassure the individual that every effort and attempt to find suitable alternative employment will continue throughout the notice period. 

12.2.4
As much warning as possible will be given to individual employees of likely redundancies.  It is recognised however, that the length of advance warning will depend on the circumstances of each case.  

12.2.5
Attempts to redeploy staff will continue throughout the sequence of 
events leading to dismissal because of redundancy.  


Redundancy entitlements

12.3.1 Redundancy benefits will be paid in accordance with the guidelines in AfC Section 16 (as applicable). To qualify for a redundancy payment/early retirement benefit the individual must have: 
· a contract of employment with the Trust; and

· at least 2 years’ (104 weeks) Continuous Service within the NHS 

12.3.2 A redundancy payment takes the form of a lump sum, dependent on the employee’s Reckonable Service at the date of termination of employment. The lump sum is calculated on the basis of one month’s pay for each complete year of Reckonable Service, subject to a minimum of 2 years’ Continuous Service and a maximum of 24 years Reckonable Service (i.e. the maximum payable is 24 months)

12.3.3 Early retirement on the grounds of redundancy is available, subject to the employee:

· being a member of the NHS Pension Scheme;

· having at least 2 years’ Continuous Service and 2 years’ pensionable membership; and

· having reached the minimum pension age in accordance with the relevant NHS Pension Scheme arrangements.

12.3.4 Some staff may be subject to locally-agreed contractual arrangements in respect of redundancy which will need to be honoured. 

12.3.5 Staff will not be entitled to redundancy payments/early retirement on the grounds of redundancy if they:

· are dismissed for reasons of misconduct

· at the date of the termination of the contract have obtained without a break, or with a break not exceeding four weeks, suitable alternative employment with the Trust or other NHS employer

· unreasonably refuse to accept suitable alternative employment with the Trust or another NHS employer

· leave their employment before expiry of notice, except if they are being released early 

· are offered a renewal of contract with the substitution of a new employer for the Trust.

12.3.6  Staff whose employment is subject to TUPE or Retention of Employment Model (ROE) transfer will not be redundant and therefore will not be entitled to redundancy payments/early retirement on the grounds of redundancy.  

Time off work for redundant employees

12.4.1
Any employee under formal notice of redundancy, will be given time off to seek other employment or to seek training for future employment.  Assistance will be available for preparing CVs and interview training where necessary.  In suitable cases, NHS Brent may finance outplacement assistance from an external agency.  Sympathetic consideration will also be given to requests for time off for such purposes to employees who, whilst not under formal notice, may well soon be given notice and/or who would in voluntarily securing other employment remove the possibility of a compulsory redundancy. Where feasible, NHS Brent will contact other NHS employers to investigate work opportunities. 


Early release of redundant employees 

12.5.1Employees who have been notified of their cessation of employment because of redundancy, and for whom no suitable alternative employment is available may, 
during the period of notice, obtain other employment outside the NHS and wish to 
take this up before the period of notice of redundancy expires. In these 
circumstances, NHS Brent shall, unless there are compelling reasons to the contrary release such employees at their request on a mutually agreeable date and that date shall become the revised date of redundancy for the purpose of calculating any 
entitlement to a redundancy payment under the other terms of this agreement.


Residential accommodation

12.6.1
Staff living in NHS accommodation, who are at risk of redundancy or become redundant, will be treated sympathetically. The issue of redundancy will be treated as contractually separate, unless the accommodation is considered to be incorporated in the terms of the individual's contract.


Possible future redundancy selection criteria


12.7.1
When compulsory redundancy is unavoidable, in some cases the application of 

selection criteria may be necessary. Alternatively, the application of criteria may not be applicable as the posts may be individual or specialised and a wider pool for redundancy may not exist. Where it is necessary to apply redundancy selection processes to a collective or an identified pool of staff, full discussion will take place with the JNCC to consider the criteria and application and ensure that it is objective, fair, non-discriminative and clearly defined. This criteria might include: skills, competencies, qualifications; attendance records; disciplinary records; work experience; performance records; length of service – and the process might be based on a point system. The overall selection procedure will be available in the event of an appeal. 

Voluntary redundancy
12.8.1 The PCT has a responsibility to maintain a proper balance of skills in the organisation in order to deliver our services.    Any reduction of posts will only be agreed following assessment of the impact on the services and in accordance with the following eligibility criteria.  Therefore the PCT can not promise that all staff who express an interest will be offered redundancy. In general terms redundancy will be approved where the cost of the redundancy payment will be recouped within a period of 6 months. The request must be treated appropriately in accounting terms and there must be equity and no group of staff be discriminated against unless there is objective, legal exemption or genuine occupational requirement.

12.8.2 In cases where redundancy is not considered good value for money the PCT will endeavour to find suitable alternative employment for an individual in order to avoid a redundancy payment having to be made.   In addition, this does not exclude employees from being selected for compulsory redundancy at a later date.
12.8.3 Applications should be completed and returned to Human Resources by the timescales agreed locally. (A copy of the form is attached as appendix 2)

12.8.4 All applications will be acknowledged. Quotes will then be obtained for each applicant, the applicant will be informed of their costing and they will be asked if they wish to continue with their application.  For those applicants who are aged over 50, quotes must be obtained from the pensions agency, which may take some time.
12.8.5 Each application will be considered by Directors for their respective services, with HR and Finance advice in line with the above eligibility criteria
12.8.6 All applicants will be informed of the outcome, whether successful or not.   The reasons will be notified to the individual concerned in writing.  There is no right to appeal against the decision not to grant VR although appeals against the process can be made through the normal Grievance Procedure.
12.8.7 Those staff whose applications were successful will have their termination date agreed with their manager and leaving date finalised.
12.8.8 It should be noted, that up until the day of termination, employees can withdraw their application.
12.8.9 Staff will be offered their normal redundancy entitlement, a rough guide is one months pay for each year of service, plus notice period, plus two weeks pay.  The first £30,000 of any payments would be tax free.
12.8.10 For those staff over 50 who are pension scheme members, the following options apply:

a) To take one month for each year of service, plus notice, plus two weeks as above or

b) To take voluntary early retirement with no reduction.  Pensions calculate the cost to the organisation and if this sum is less than option A, the difference is paid to the employee 
12.8.11Further advice can be sought from the pension department, and full quotes 

would be issued for 
these members of staff before redundancy would be 


approved. You should talk to your line manager before placing an application 

and you can also talk to a staff side representative or 
HR staff.

12.8.12Those staff not choosing to apply for voluntary redundancy will be required to 

participate in any formal change process that may result in competitive 


selection and  / or the search for suitable alternative employment.

Premature retirement

12.9.1
Premature Retirement on the grounds of organisational change will be administered in accordance with AfC Section 16 (as applicable).   Applications may be considered from any member of staff who is over 50 years of age with at least 5 years continuous service whether at risk or not where it would be to the benefit of the organisation.  The final decision will be at the discretion of NHS Brent.

13
Appeals procedures

13.1
All staff who are issued with a notice of dismissal on the grounds of redundancy, have 
a right of appeal in accordance with NHS Brent procedures, if they consider that the 

           selection criteria has been unfairly applied in their case.

13.2
Any individual or individuals who have a grievance relating to the way the process has been handled can invoke NHS Brent’s grievance or disputes procedures.  It should be noted that the change management process may continue during the grievance or disputes process, if the individual(s) raising the grievance/dispute is/are not detrimentally affected.

13.3
Any individual who is dismissed due to redundancy will have the right to appeal 
against dismissal under NHS Brent’s Appeals Procedure. 

13.4
In considering the appeal against the redundancy dismissal NHS Brent will satisfy itself on the following points:

· whether there was a genuine redundancy situation

· whether a proper and meaningful consultation had taken place

· whether the  procedures were correctly and fairly implemented

· whether the dismissal was reasonable, in all the circumstances

13.5 NHS Brent acknowledges that an individual has the right to pursue his/her case to an 
Employment Tribunal in appropriate circumstances eg. if they feel that there has been 
a failure to consult, they have been unfairly selected for redundancy, not offered 
suitable alternative employment or on the question of their right to a redundancy 
payment or the amount of that payment.

14
Support for employees following organisation change
14.1
The immediate priority if redundancies become unavoidable is the fair and sensitive handling of the change management. Once this has been achieved, the organisation’s ongoing effectiveness is dependent upon the remaining employees 

14.2
Therefore, the primary objectives at this stage will be to provide a forward-looking, 
positive and supportive attitude for the future and show employees the value of their 
role in that future and where necessary meet with employees to reassure them of their 
importance and employment prospects 

15.
Travelling expenses
15.1
Arrangements for reimbursing extra travelling expenses consequent on a change of place of employment due to a reorganisation of service will be made in accordance with AfC or local arrangements as applicable.

16.
Flexibility
16.1
The framework is intended to cover the vast majority of cases, but it is impossible to  

predict every situation that may arise. In the very exceptional circumstances where 

the details of this policy are inappropriate, prior consultation will take place with the staff organisation in the normal manner.

17.
Further guidance 

17.1 
Further guidance on the use of this procedure is available from the Human Resources Department or your trade union/ professional organisation representative. 

17.2 
Useful website - ACAS: www.acas.org.uk
18
Dissemination and Implementation

18.1
The author of this policy is responsible for contacting the communications team who will upload the master copy onto the NHS Brent intranet website, publicise it on the team brief, communication bulletin and intranet front page.

18.2
Managers are responsible for making paper copies available to all areas that do not have access to the NHS Brent website.

19
Monitoring of compliance and effectiveness

19.1
This policy will be reviewed annually to ensure that is remains in line with current employment law and NHS guidance. In addition to this, its effectiveness will be monitored against the audit tool in Appendix 6.

20
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· Agenda for Change Handbook
Appendix 1 – Template for assessing suitable alternative employment

	Factor in current JD
	Factor in new JD
	Score 
(0 = not in both JDs 
1= in both JDs at different levels 
2= match)
	Weighting

	Example 

Supervision of temporary staff
	Example
Line management of Band 4 Administrator
	1
	5%
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Appendix 2 Voluntary Redundancy Application Form
*
I wish to consider voluntary redundancy/early retirement on the grounds of redundancy


and/or

*
I wish to be forwarded details of my voluntary redundancy/early retirement entitlements

*
I understand there is no guarantee that voluntary redundancy/early retirement will be automatically approved and that approval is subject to the needs of the service and the authorisation of the Director of the service.

*
I also understand that at this stage I am under no obligation to pursue my expression of interest and I reserve the right to withdraw my application at a future date if necessary.

Please print details:

Name
…………………………………………………………………………………

Department
………………………………………………………………………….

Signature:
…………………………………………  Date:  ……………………….

*
I wish/do not wish to meet a member of the Human Resources Department to discuss my redundancy/pension entitlements.

*
Please delete as appropriate

Please return to:
HR Manager



Human Resources




Wembley Centre for Health & Care

(Please mark your envelope PRIVATE AND CONFIDENTIAL)

Appendix 3 Glossary
At Risk

At risk for the purpose of this framework, relates to those staff whose posts may potentially become redundant.

Premature Retirement

Arrangements provided for premature retirement with immediate payment of superannuation benefits and compensation for eligible employees:

· on redundancy

· in the interests of the efficiency of the service

· on organisational change where the premature retirement would be in the interests of the service

In all cases the employee must be aged between 50 and retirement age and have at least 5 years' service within the NHS superannuation scheme.

Criteria for the selection of volunteers for premature retirement on organisational change shall be agreed at regional level between Management and Staff Side. 

All employees for premature retirement of superannuation and compensation benefits shall have their reckonable years in the NHS scheme enhanced.

Employees retiring prematurely for redundancy or organisational change who are entitled to an enhancement of their superannuation benefits on ceasing to be employed will, if the enhancement of service is less than 10 years, be entitled to receive redundancy payments. 

Where the enhancement of service exceeds 6 years they will be reduced by 30% in respect of each year of enhanced service with pro rata reduction for part years. 

Ref::General Whitley Council Section 46 .  Please note that this may be subject to change upon implementation of the new NHS pension arrangements.

Protection of Terms and Conditions

Protection of pay and terms and conditions applies, subject to certain conditions, to any employee who, as a consequence of organisational change, is required by management to move to a new post or suffers a reduction in basic hours worked within the standard working week.

It provides:

· short-term protection of earnings, whether or not down grading / banding is involved

· long-term protection of basic wages or salary (excluding any allowances such as acting up, London Weighting or additional payments) where downgrading / banding is involved

· protection of certain other conditions of service (e.g. period of notice, annual leave)

Ref.: General Whitley Council Section 47.  Please note that this is subject to change following assimilation to Agenda for Change.

Redundancy – Definition

The statutory definition of redundancy is contained in 139(1) of the Employment Relations Act 1996. Employees are to be regarded as being redundant if their dismissals are attributable wholly or mainly to:

· the fact that the employer has ceased, or intends to cease, to carry on the business for the purposes for which the employees were employed, or

· the fact that the employer has ceased, or intends to cease, to carry on that business in the place where the employees were so employed, or

· the fact the requirements of that business for employees to carry our work of a particular kind, or for employees to carry out work of a particular king in the place where they were so employed, has ceased or diminished or is expected to cease or diminish.

When it is proposed to dismiss as redundant 20 or more employees at one establishment within a period of 90 days or less the definition of redundancy differs slightly from the statutory one. It is contained in section 188(1) of TULRCA and the Collective Redundancies and Transfer of Undertakings (Protection of Employment) Regulations 1995 (the 1995 Regulations) and the Collective Redundancies and Transfer of Undertakings (Protection of Employment) (Amendment) Regulations 1999 (the 1999 Regulations) and is a dismissal “for a reason unrelated to the individual employee concerned”. This might occur, for example, where a business or plant closes down, or where an employer no longer needs as many employees to carry out a particular task. It might also occur where dismissals are to take place in a reorganisation or reallocation of work, but where there is no overall reduction in the number employed because the employer is taking on new recruits.

Redundancy Entitlements

The minimum qualifying period is as per Agenda for Change. 
The redundancy payment* shall take the form of a lump sum dependent on the employee's age and reckonable (continuous) service at the date of ceasing to be employed. 

In all cases the redundancy payment will need to be recalculated, and any arrears due paid if a retrospective pay award is notified after the date of cessation of employment.

Redundancy - Exclusion from Entitlements

Employees otherwise eligible shall not be entitled to redundancy payments under these arrangements if they: -

· are dismissed for reasons of misconduct, with or without notice;

· are age 65 or over; 

· at the date of the termination of the contract have obtained without a break or with a break not exceeding 4 weeks suitable alternative employment with the same or another Health Service Trust in Great Britain or NHS trust in Great Britain; 

· refuse to accept or apply for suitable alternative employment with the same or another Health Service Trust in Great Britain or NHS trust in Great Britain; 

· leave their employment before expiry of notice 

· are offered a renewal of contract (with the substitution of the new employer for the previous one) where the employment is transferred to another public service employer 

Ref.: AfC section 16

Redeployment, Ring fencing and Clearing House Processes

The term "Ringfence" or "Ringfencing" can be applied either to posts or to employees. When applied to posts, the term is taken to mean that the posts identified have a control placed upon them which allows only certain groups to employees at risk be considered for slotting in or redeployment prior to advertising the posts. When applied to employees, the term is taken to mean that an identified at risk group of employees will be notified of suitable vacancies prior to advertising them.

Slotting In

Slotting In is a term used to reflect a situation where an employee is confirmed into a post in a new staffing or management structure without having had to compete. Slotting in occurs where a post within the new structure substantially (75%) remains the same as a post within the old structure concerning job content, responsibility and accountability, band, status and requirements for skill, knowledge and experience.  Whilst the employee is not required to compete, if there is more than one postholder, but only one post, an interview will be held and the individuals measured against the person specification to determine who slots into the post.

Continuous Service 

Continuous Service means full or part time employment with the Trust or any previous NHS employer provided there has not been a break of more than one week (Sunday to Saturday) between employments. This reflects the provisions of the Employment Rights Act 1996 and Agenda for Change handbook (where applicable) on continuous employment.
Reckonable Service 

Reckonable Service means Continuous Service plus any service with a previous NHS employer where there has been a break of 12 months or less.  At the Trust’s discretion any period of employment outside the NHS which is relevant to NHS employment may be counted as Reckonable Service.

Suitable Alternative Employment

Suitable alternative Employment should be determined by reference to the Employment Protection (Consolidation) Act 1978. In considering whether a post is suitable alternative employment, regard should be had to the personal circumstances of the employee. Employees will however be expected to show some flexibility by adapting their domestic arrangements where possible. 

Ref.: AfC section 16
Transfer of Service/Posts

The transfer of services from one employing organisation to another. All staff engaged wholly or almost wholly within the service to be transferred to another organization shall also transfer with the benefit of their existing terms and conditions.  This reflects the operation of the provisions of the TUPE Regulations. 

TUPE 

TUPE is the Transfer of Undertaking (Protection of Employment) Regulations 2006.
Travelling Expenses

Employees who are required to change their base as a result of a reorganisation of services or of their acceptance of another post in consequence of redundancy may be reimbursed the whole of their extra daily travelling expenses for a period of 4 years from the date of transfer.  The excess shall be calculated based on bus or second class rail fares or the public transport mileage rate.

Ref.: General Whitley Council Section 23.  Please note this may be subject to change should local arrangements be put in place following assimilation to Agenda for Change. 

Appendix 4: Equality Impact Assessment Tool

	
	
	Yes/No
	Comments

	1.
	Does the policy/guidance affect one group less or more favourably than another on the basis of:
	
	

	
	· Race
	No
	

	
	· Ethnic origins (including gypsies and travellers)
	No
	

	
	· Nationality
	No
	

	
	· Gender
	No
	

	
	· Culture
	No
	

	
	· Religion or belief
	No
	

	
	· Sexual orientation including lesbian, gay and bisexual people
	No
	

	
	· Age
	No
	

	2.
	Is there any evidence that some groups are affected differently?
	No
	

	3.
	If you have identified potential discrimination, are any exceptions valid, legal and/or justifiable?
	n/a
	

	4.
	Is the impact of the policy/guidance likely to be negative?
	No
	

	5.
	If so can the impact be avoided?
	n/a
	

	6.
	What alternatives are there to achieving the policy/guidance without the impact?
	n/a
	

	7.
	Can we reduce the impact by taking different action?
	n/a
	


If you have identified a potential discriminatory impact of this procedural document, please refer it to the Equality & Diversity Manager together with any suggestions as to the action required to avoid/reduce this impact.

For advice in respect of answering the above questions, please contact the Equality & Diversity Manager.

Appendix 5: Document Review Checklist

	
	Title of document being reviewed:

Procedure for Managing Change
	Yes/No/
Unsure
	Comments

	1.
	Title
	
	

	
	Is the title clear and unambiguous?
	Yes
	

	
	Is it clear whether the document is a guideline, policy, protocol or standard?
	Yes
	

	2.
	Rationale
	
	

	
	Are reasons for development of the document stated?
	Yes
	

	3.
	Development Process
	
	

	
	Is the method described in brief?
	Yes
	

	
	Are people involved in the development identified?
	Yes
	

	
	Do you feel a reasonable attempt has been made to ensure relevant expertise has been used?
	Yes
	

	
	Is there evidence of consultation with stakeholders and users?
	Yes
	

	4.
	Content
	
	

	
	Is the objective of the document clear?
	Yes
	

	
	Is the target population clear and unambiguous?
	Yes
	

	
	Are the intended outcomes described? 
	Yes
	

	
	Are the statements clear and unambiguous?
	Yes
	

	
	Are style, font type and size etc correct?
	Yes
	

	5.
	Evidence Base
	
	

	
	Is the type of evidence to support the document identified explicitly?
	Yes
	

	
	Are key references cited?
	Yes
	

	
	Are the references cited in full?
	Yes
	

	
	Are supporting documents referenced?
	Yes
	

	6.
	Approval
	
	

	
	Does the document identify which committee/group will approve it? 
	Yes
	

	
	If appropriate have the joint Human Resources/staff side committee (or equivalent) approved the document?


	Yes
	

	7.
	Dissemination and Implementation
	
	

	
	Is there an outline/plan to identify how this will be done?
	Yes
	

	
	Does the plan include the necessary training/support to ensure compliance?
	Yes
	

	8.
	Document Control
	
	

	
	Does the document identify where it will be held?
	Yes
	

	
	Have archiving arrangements for superseded documents been addressed?
	Yes
	

	9.
	Process to Monitor Compliance and Effectiveness
	
	

	
	Are there measurable standards or KPIs to support the monitoring of compliance with and effectiveness of the document?
	Yes
	

	
	Is there a plan to review or audit compliance with the document?
	Yes
	

	10
	Review Date
	
	

	
	Is the review date identified?
	Yes
	

	
	Is the frequency of review identified?  If so is it acceptable?
	Yes
	

	11
	Overall Responsibility for the Document
	
	

	
	Is it clear who will be responsible for co-ordinating the dissemination, implementation and review of the document?
	Yes
	


Acknowledgement: Cambridgeshire and Peterborough Mental Health Partnership NHS Trust

Appendix 6: Document Publication Flowchart

Draft Policy

↓

Policy agreed by JNCC

↓

Policy ratified by the Board

↓

Policy uploaded to the intranet

↓

Publicity of Policy

Send to Communications Department for Communication Bulletin and team brief / Policy discussed at meetings e.g. Senior Directorate Meetings

↓

Present at staff forums / meetings e.g. Senior Directorate Meetings

↓

Policy to be monitored through the use of key performance indicators

Appendix 7: Audit tool

The following are seven questions to assess your understanding and implementation of this policy.

Score yourself – Yes / No

Do you understand the scope of this policy?



Yes / No

Do you understand your responsibilities as members of staff?
Yes / No

Do you understand your responsibilities as a manager?

Yes / No

Do you understand what the roles of Human Resources, the 

Representative and the Manager are?




Yes / No

Do you know what your Redundancy Entitlements are?

Yes / No

Do you understand the procedures for the formal stages of 

Consultation?







Yes / No

Do you understand the process for redeployment?


Yes / No

If you score yourself No for any of the questions, please re-read the relevant section of the policy. If you are still unclear, please contact the HR department for clarification.

A copy of this should be kept in your personal file and may be used as part of a continuous professional development folder.

Signed ……………………………………

Role ……………………………

Date ………………………………………






Page 1 of 33
PAGE  
Procedure for Managing Change, version 5, issued December 2009 
                               Page 1 of 39

