FCH – Stages in Redundancy Process
1.  Staff at risk of a reduction in fte (partial or complete) are identified through the fte sheet (third tab in the spreadsheet, labelled ‘2009-2010 Staff FTE BREAKDOWN’).  Clare normally updates this spreadsheet on or about the 12th day of each month, so current fte totals can be checked soon after that date each month.  Staff at risk of a reduction in fte in the next 8 months can be identified from the tab labelled ‘2009 staff fte variations’ on the same spreadsheet.  These data, however, are updated less often than the data on the ‘FTE BREAKDOWN’ tab.  The latter is therefore more reliably up-to-date for identifying fte totals. Neil Gordon, Faculty HR Manager, uses the same information.
2. Staff at risk of a reduction in fte in the next 7 months are identified by Katrina through the above tabs on the spreadsheet. The list of those identified is discussed at UMC once a month.
3. At this meeting, UMC identifies who else should be in the same selection pools as the person at risk of dropping fte.  Selection pools generally include people defined as doing similar work at the same grade. However, UMC may wish to minimise the number and size of selection pools and flag up the sets of skills that the department wishes to retain.  Information about the composition of selection pools, as defined by UMC, is conveyed to Neil.
4. UMC informs line managers that exploratory meetings should be held with staff who are (i) those initially identified at risk (of loss of FTE or of whole post); and (ii) those in the selection pool (and therefore also at risk).

5. Line managers are given information provided by Neil (bullet-point list) on what should be covered during these initial exploratory meetings.  Information on the redundancy process in the form of FAQs developed by James, in liaison with Neil and Kieran Balloo (HR Administrator in Central HR), will also be available to staff on the internal website.

6. Line managers are to inform UMC of the date of their exploratory meetings with staff.  This information is then conveyed to Neil.
7. Neil prepares a form (Form 1), sent to Central HR, on each individual who is either at risk of a reduction in fte or who is part of the selection pool and therefore also at risk. This form includes the date of the initial, exploratory meeting held between line managers and staff.

8. Neil prepares a second form (Form 2) for Central HR which is a report outlining the projected potential reduction in fte by grade in SSRU, the names of the members of staff in each selection pool, those who have been excluded from selection pools and the criteria for exclusion.
9. Forms 1 and 2 should be submitted to Central HR by the last working day of a month.
10. Once this has gone in, Neil asks all relevant staff to submit up-to-date CVs and to complete skill profiles which should be checked by their line managers.

11. Neil then submits all this documentation to Kieran which will help Central HR identify opportunities for more work as and when staff become redeployees.  
12. Central HR (Glynis Vercoe and HR administrators like Kieran) check that all the documentation is complete and makes sense. By the end of the first week of the following month, they go through all the documentation with Bryn Morris, Director of Administration.

13. Bryn then authorises Central HR to write to Judy Ireson, Dean of FCH, and Neil requesting that formal meetings are now held with all staff at risk.
14. Formal meetings are held with the following staff present:  the staff member at risk and possibly a colleague or Union representative; Head of Department; and Neil. The line manager may also attend. The Head of Department chairs these meetings.
15. At this meeting, the staff member’s current work situation is quantified. If at risk in the near future, then the conversation focuses on such issues as i) the likely duration of the research and why it is coming to an end; ii) current and future fte; iii) exploring possible options and outcomes eg, obtaining further funding to extend current work or acquire new work, etc. 

16. If the meeting has been convened because the staff member is part of a selection pool due to others on the same grade doing similar work facing partial or total fte reduction, then the discussion focuses on the reason for being included in the selection pool and the selection criteria that SSRU will be proposing to the Centre for any redundancy panel to take in to account when they make their decision on who should be selected for redundancy and who should be retained.

17. Neil writes to Bryn via Central HR confirming that the Centre should or should not proceed. The emergence of new work for any staff member will be flagged up by SSRU via Neil to Central HR, particularly if such staff were named on bids and grantholders are expecting them to do the research. The objective is to persuade the Centre to remove staff from the redundancy process as quickly as possible.

18. At any time in the process before or after a redundancy panel has been convened, the allocation of new work will be sent to Central HR via Neil. Please see Point 26 below.
19. On receiving Neil’s confirmation that the formal meeting has taken place, Kieran invites the staff member to submit any further information which will help their case. This will go to council. He gives them 20 working days to reply.

20. Central HR sends Bryn a report plus any additional documentation provided in the previous 20 working days that will have to be submitted to Council. Bryn will then discuss the outcome of the formal meetings with Central HR. He will then submit all cases at risk to two members of Council delegated with the responsibility of checking and approving. These will not be IoE staff.

21. The Council members will confirm their approval to Bryn/Central HR. The latter will then submit all documentation to a Redundancy Panel of three comprising a Dean of another faculty (Sue Hallam or Chris Husbands), Fran Setter (Head of Central HR) and an academic from the third faculty.

22. The Panel will recommend to Bryn their selections for redundancy. They should take into account the selection criteria drawn up by SSRU.
23. Bryn will discuss the recommendations with Geoff Whitty, IoE Director.

24. If approved, Bryn will ask Central HR to issue three-month notices and advise others in the selection pools that they have not been selected for redundancy this time.

25. Anyone receiving their notice immediately becomes a redeployee for three months; Central HR should then flag up any potential work to a staff member, at their grade or lower, which matches in some or all respects their particular skill-sets. NB: If a part-timer has so requested, Central HR will flag up work of a higher fte , eg someone on 0.5fte can ask to be sent details of any suitable, full-time vacancy, as well as any part-time positions. 
26. At any time during the notice period, any work allocated to a staff member by SSRU will be reported to Central HR via Neil. Typically, this allocation will be made by SSRU inviting all eligible staff to apply and then interviewing them or by staff members securing named work as described in Point 18 above.

27. If at the end of the three-month notice period a staff member has not secured further work, either through their own efforts or SSRU’s or through the redeployment process, then regrettably the Institute will have to terminate their contract  and provide a redundancy payment, calculated by Neil, if they have two or more years of continuous service with the IoE.
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