REVIEW OF ORGANISATIONAL STRUCTURES PROCEDURE

FOR TRANSFER AND MATCHING OF EMPLOYEES TO POSTS

INTRODUCTION

This document sets out the procedure to be followed on the transfer and matching of employees to posts during a period of reorganisation.

The procedure has been agreed jointly between the Trust and its Trade Unions and its use during any reorganisations will be the subject of review and agreement between both parties if deemed necessary.

1. Transfer Procedure

1.1 All transfers and matching to posts will be based on the grade and duties of the individual’s substantive post.

1.2 Employees on part-time or job-share contracts of employment will be transferred or matched on the basis of their existing substantive post. Employees wishing to change to full-time working can apply for any posts advertised in the new structures.

1.3 Employees working in functions which are transferred in full and unchanged or in any area of work which will not change as an immediate result of the reorganisation will transfer to the new organisational structure and will not be subject to the matching procedure. It is expected that the majority of employees will transfer with no change to their jobs. Where there is any need to change the job remit to fit in to the revised structure the employee concerned and their trade union will be consulted.

2. Matching Procedure

2.1 The matching process will apply to all posts in the draft service structures which have been issued to Trade Unions for consultation.

2.2 Matching will be carried out on a layered basis from top down with employees grouped according to function and those doing broadly comparable work being considered together.

2.3 The grouping of employees for matching will be determined by each Strategic Lead, in consultation with the Director: Centralised Activities, following which appropriate Trade Unions will be consulted with a view to securing agreement in respect of each service. 
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2.4 Where a sufficiently close fit is found between posts and transferring employees (in terms of existing grade, duties, responsibilities, skills, knowledge and experience) no further matching will be required at that level.  The employees concerned will be matched on a one for one basis to the posts.

2.5 Where there is not a sufficiently close fit and/or there are more persons being transferred than posts available, selection for posts will be conducted by the Director/Strategic Lead, or other senior designated officer, by means of restricted competitive interview. For Chief Officers, selection in such circumstances, will be conducted by a panel in accordance with the Trust’s Recruitment and Selection Policy and Procedures.

2.6 Where restricted competitive interviews are necessary, the employees identified for interview will be required to complete the Employee Personal Profile Form which will be used as the basis for the interview. Job Outlines will be prepared for each post to assist the Interview Panel and will be available to the employees concerned.

2.7 Where, following a restricted interview, either management or the employee determines that the proposed redeployment is not suitable, then the Director: Centralised Activities must be advised in writing of the reasons for their decision with particular reference to the Person Specification and Job Outline for the post in question.

2.8 On receipt of this information, the Director: Centralised Activities, taking into account all relevant factors will consider what further action to take. This may include:

· further discussion on the matter with the manager concerned
· advertising the vacancy in accordance with the Recruitment and Selection Procedures;
· referring the matter to the Chief Officer for a final decision.  

2.9 [bookmark: _Hlk215565988]Thereafter, the employee will be advised of the final outcome. Where an employee is unsuccessful at restricted competitive interview and therefore does not secure a post at a given level, that employee will be advised that they will be retained on the Redeployment Register. The Director: Centralised Activities, after consultation with management, will determine how long an employee will be retained on the Redeployment Register with the employee given the appropriate notice of termination of employment by their Line Manager after liaison with the Director: Centralised Activities. The notice of termination given will be 4 weeks for employees with 2 to 4 complete years of continuous service.  A further 1 weeks notice will be given for each additional complete year of continuous service, up to a maximum of 12 weeks.

If the employee has not been redeployed at the end of the notice period, then their employment will be terminated by the Trust and they will receive all relevant payments due. The employee will have had the right of appeal against any dismissal when issued with the letter confirming the notice period.

2.10 Where a post remains unfilled through the matching process, or is subsequently vacated following matching, and there are no suitable employees retained on the Redeployment Register then the post will be advertised in accordance with the Trust’s Recruitment and Selection Policy and Procedures.

2.11	Employees who do not wish to be retained on the Redeployment Register should advise the Director: Centralised Activities, in writing, of their decision at the earliest opportunity.
3. Appeals Procedure

3.1 Any employee who considers that management has failed to properly observe the procedure as outlined above may raise a grievance under the Trust’s Grievance Procedure in the usual way. This is in addition to any appeal lodged or heard under Section 2.9 above.

4. Pay and Conditions

4.1 The Trust will make every effort to redeploy employees to a post with an equivalent salary. However should this not be possible then the employee may be offered an alternative post which would be on the pay, terms and conditions applicable to that post.

4.2 Employees will not be redeployed into a higher graded post except in exceptional circumstances.
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