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1.0 INTRODUCTION 
 

1.1 This policy forms part of Ashford & St Peter’s Hospitals NHS Foundation 
Trust’s (ASPH) commitment to create a positive culture of respect for all 
individuals including staff, patients, their families and carers as well as 
community partners. The Trust’s values (the ‘4P’s’) are integral to all aspects 
of day-to-day life in the organisation and underpin the application of all our 
employment policies and procedures. 

 
1.2 Organisational change is driven by the business needs of the Trust.  Change 

can be triggered either by the external environment or by an internal review of 
service requirements.  Examples of significant organisational change include 
the reorganisation, relocation, merger, expansion or closure of a service, 
competitive tendering or outsourcing, or a major change in working practice.   

 
1.3 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.  
Examples might include small changes to working patterns and rota patterns, 
a change of line management arrangements, cross site working and aligning 
job descriptions with service need.   

 
1.4 This policy sets out procedures for managing organisational change to ensure 

that change is handled in a way that is sensitive, consistent, fair and in line with 
statutory requirements and best practice. It seeks to balance the paramount 
need for fairness and full staff involvement with the aim of ensuring that the 
organisation can be efficient and flexible in the way it responds to an ever-
changing environment. 

 
 

2.0 PURPOSE 
 

2.1 The purpose of this document is to set out the Trust’s approach to the 
management of organisational change and the procedures that should be 
followed by managers wishing to implement significant change.  It provides a 
framework by which the Trust will implement any proposed change to the 
nature and size of its workforce. 

 
2.2 To provide detailed guidance on the steps to be taken during organisational 

change. 
 

2.3 To ensure fairness and equity throughout the process, ensuring employees 
are well supported and treated sensitively at all times. 

 
2.4 To protect the continued employment of staff, wherever possible, and 

safeguard staff morale. 
 

2.5 To ensure compliance with relevant legislation. 
 

2.6 To ensure employees affected by organisational change are not 
discriminated against, either directly or indirectly, on the grounds of race, 
age, nationality, ethnic origin, gender, sexual orientation, marital status or 
disability. 
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3.0 SCOPE 
 

3.1 This policy applies to any individual, department or Trust wide organisational 
change or restructuring which may result in significant changes to role, 
responsibility and/or where job losses may result. 

 
3.2 Every instance of organisational change is different; however the 

potential ramifications will determine into which of the following three 
categories it falls: 

 
Ongoing Minor Change 
In order to adapt to changing requirements, it is likely that Ashford & St 
Peter’s will need to make periodic changes to roles, responsibilities and/or 
working practices. For example, this might include small changes to rota 
patterns or change of line management arrangements. Staff will, therefore, be 
expected to accept reasonable changes appropriate to the level of their post. 

 
Change affecting job security or contractual terms and 
conditions of employment 
Changes that may affect job security, resulting in potential job 
losses or redeployments include: 

• re-organisations, restructures or mergers  
• Reductions in, or discontinuations of, specific areas of work 
• Major changes to working practices or contractual terms 

 
Change across organisational boundaries 
Where organisational changes require staff to be transferred from one 
employer to another, the Transfer of Undertakings (Protection of Employment) 
Regulations, (TUPE), and subsequent amendments, will apply. Under these 
arrangements, the employees’ continuity of employment will be preserved, 
along with all their contractual terms and conditions of employment and any 
collective agreements that apply. 

 
 

4.0 DEFINITIONS  
 
For the purpose of applying the provisions contained in this document, the following 
definitions are provided: 
 
Consultation , as defined by ACAS: “Consultation is the process by which 
management and employees or their representatives jointly examine and discuss 
the issues of mutual concern.  It involves seeking acceptable solutions to problems 
through a genuine exchange of views and information.  Consultation does not 
remove the right of managers to manage – they must still make the final decision – 
but it does impose an obligation that the views of employees will be sought and 
considered before decisions are taken.  Indeed, in certain circumstances 
consultation with independent recognised trade unions is a legal requirement” 
 
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, the NHS Terms and Conditions of Service 
Handbook and Medical and Dental Terms and Conditions of Service (where 
applicable) on continuous employment. 
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Earnings includes salary (as defined below) and any additional allowances such as 
on-call and unsocial hours payments.  Earnings does not include overtime. 
 
Reckonable Service means Continuous Service plus any service with a previous 
NHS Employer where there has been a break of 12 months or less.   
 
Redeployment means the transferring or recruitment of Staff at Risk into a suitable 
alternative post. 
 
Ringfencing means the process by which Staff at Risk will be considered for a post 
in a new staffing or management structure which is similar to their current post and 
where there is more than one contender for that post. 
 
Salary includes basic pay and any geographical allowances only.   
 
Slotting In means the process by which Staff at Risk are confirmed into a new post 
in a new staffing or management structure which is similar to their current post and 
where that individual is the only contender for that post.  Slotting in may occur 
where a post is in the same band as the individual’s current post or where it 
remains substantially the same (i.e. 70%) with regard to job content, responsibility, 
grade, status and requirements for skills, knowledge and experience.   
 
Staff at Risk means staff whose posts may potentially be redundant as a result of 
organisational change if suitable alternative employment cannot be found. 
 
Suitable Alternative Employment  is work within the Trust that is on broadly 
similar terms and within the same range of skills required as the current 
employment where the individual meets the essential criteria of the person 
specification (or could meet after a reasonable amount of training).     
 
TUPE means the Transfer of Undertakings (Protection of Employment) Regulations 
2006.  
 

 
5.0 PRINCIPLES 

 
5.1 All organisational change processes that might impact on job security for any 

affected staff will be the subject of formal consultation and regular 
communication with staff and their Trade Union or professional association 
representatives. Staff will be actively encouraged to seek advice and support 
from their representatives. 

 
5.2 Consultation with staff and representatives will take place at the earliest 

opportunity when firm proposals are ready to be discussed, and will provide 
opportunity for full contribution and feedback. Adequate time will be given in 
which to respond and feedback to be given. All reasonable efforts will be 
made to consult with staff away from work on extended leave (e.g. maternity 
leave, sick leave). 

 
5.3 Following formal consultation, a clear implementation plan will be 

communicated to all affected parties. Staff will be offered one-to-one meetings 
to discuss the personal impacts of the change/s and will be reminded of the 
option to bring a Trade Union/professional association representative with 
them. 
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5.4 Where reductions in staffing levels are necessary, the Trust will take all 
reasonable steps to explore options for redesign, redeployment and re-training 
of staff to suitable alternative employment and therefore avoid redundancies 
where at all possible. 

 
5.5 The Trust will seek to maximise the opportunities for existing staff to apply 

for posts in a new structure, giving prior consideration to existing post 
holders. 

 
5.6 Where job losses may result, the statutory requirements for disclosure of 

information and notification to Trades Unions will apply.  In addition, 
notification needs to be made to the Redundancy Payments Service, who 
act on behalf of the Secretary of State for Business, Innovation and Skills, 
where 20 or more employees are at risk of redundancy.  

 
5.7 As well as accessing support from Trade Union and/or professional 

association representatives, the Trust will provide support from 
Occupational Health, the Employee Assistance Programme (EAP) and 
professional staff. 

 
 

6.0 CONSULTATION REQUIREMENTS 
 

6.1 In accordance with legislation and the partnership working principles of the 
NHS, the Trust commits itself to meaningful and appropriate consultation with 
trade unions and staff affected by the organisational change, with a view to 
reaching agreement on the way forward although there will be times when 
organisational change will need to proceed without a consensus being 
reached on all issues.  The timing and extent of consultation will be 
proportionate to the degree of proposed change, the number of staff affected 
and the impact on individuals. 
 

6.2 Ongoing Minor Change - where such changes are required, the reasons for 
these will be discussed with staff and they will be given the opportunity to state 
their views and suggest any alternative solutions as part of a localised, 
informal consultation process. Training will be provided where necessary to 
equip staff with any new knowledge or skills they may require. Affected 
individuals will be given reasonable notice of the change and be supported, as 
far as practical, to adapt to the new way of working. Further information is 
given in the Organisational Change Procedure (Appendix 1). 

 
6.3 Changes affecting job security or contractual t erms and conditions of 

employment – a formalised consultation process will take place in such 
situations, including formal notification to, and engagement with, local Trade 
Union representatives. Prior to the commencement of consultation, such 
changes must be supported by a business case agreed by the Trust’s 
Executive Committee (TEC) and a Consultation Paper which has been 
agreed by the Employee Partnership Forum (EPF). The ensuing steps and 
timescales for consultation are laid out in the Organisational Change 
Procedure (Appendix 1). 

 
The minimum requirements for formal consultation where redundancies are 
planned are as follows: 
 
• 100 or more redundancies – the consultation must start at least 45 days 
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before any dismissals take effect. 
• 20 to 99 redundancies – the consultation must start at least 30 days 

before any dismissals take effect. 
• Where fewer than 20 staff are to be dismissed there is no legal time limit 

within which formal consultation must be carried out.  However, 
consultation must begin at the earliest opportunity (as soon as serious 
consideration is given to any potential redundancies) and a consultation 
period of 15-28 days (as per section 1.3 of the procedure) would apply.   

 
6.4 Change across organisational boundaries (TUPE) 

There is no legal minimum period for formal consultation where a Transfer of 
Undertakings is proposed, however consultation must be meaningful and allow 
sufficient time for staff and representatives to consider the proposals.   

 
The Trust is committed to ensuring that it will negotiate with other providers to 
ensure that the TUPE regulations are applied where areas of service are 
transferred and the Transfer is deemed to be covered by the regulations. 
 
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 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 measure which will be taken in connection 
with the transfer.   
 
The process of consultation should involve both the “receiving” organisation and 
the transferor organisation.  One-to-one meetings should be held with individual 
staff and their 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.  Any representations made by the staff and/or 
their representatives must be duly considered and any reasons for rejection 
must be stated.   

 
 

7.0 DUTIES 
 

7.1 Manager’s Duties 
• To treat all employees affected by organisational change with fairness and 

equity 
• Where formal consultation is required, to ensure a robust plan for any 

proposed organisational change is prepared for consultation with staff. This 
should include information on proposed changes to organisation structures 
and preparation of a business case and/or consultation paper, as necessary. 
Notify the Staff Side Chair and set-up collective consultation meeting/s with 
staff, staff side and the relevant HR representative. 

• To give proper consideration to staff’s views expressed during consultation 
processes, giving appropriate feedback. 

• To seek advice and guidance from the relevant HR representative 
• To support the redeployment of staff from other Departments if there are 

suitable alternative vacancies in own area. 
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7.2 Employee’s Duties 
• To seek advice from their Trade Union, professional association or 

HR representative if they require clarification on any part of the 
Organisational Change Policy and any potential impacts on their 
own situation 

• To participate in consultation processes in a constructive and timely 
manner, attending planned meetings as required 

• To give full consideration to all offers of suitable alternative employment 
and to undertake such training as may be necessary in order to undertake 
the new role effectively.  (A trial period of 4 weeks will be provided). 

 
7.3 HR Department Duties 

• To provide support and expertise to managers and staff during periods of 
organisational change, ensuring adherence to the Organisational Change 
Policy and Procedure and compliance with relevant legislation. 

• To provide advice and guidance to staff facing redundancy in 
respect of completing application forms and interview technique, 
where requested. 

 
7.4 Staff Side Duties:  

• To support their members and provide guidance and 
representation so that their views are fully communicated.   

• To enable meaningful formal consultation to take place where 
required before contractual change is implemented in accordance 
with legislative requirements.   

 
7.5 Payroll/Pensions Department Duties 

• To provide information and advice to employees and managers as 
requested on redundancy and early retirement calculations. 

 
7.6 Occupational Health Department Duties 

• To provide health and counselling support to employees subject to 
organisational change as required. 

 
 

8.0 APPEALS 
 

8.1 Any dispute arising from the application of this Policy shall be heard in 
accordance with the Trust’s Grievance Policy and Procedure. 

 
8.2 Appeals against a decision to select an individual for redundancy will be 

heard in accordance with the Trust’s Appeals Policy. The purpose of such 
an appeal is to establish whether the manager has acted reasonably. The 
right to appeal must be exercised within 10 calendar days of the decision to 
select an individual for redundancy and the appeal should be submitted in 
writing to the Director of Workforce Transformation.  All appeals lodged will 
be heard as soon as possible and normally within a period of 28 days from 
the date that the appeal notification is received, unless an extension to this 
period is agreed by both parties to the dispute.  Appeals will be heard by a 
panel as set out below: 

 
• A senior manager, either a direct report of an Executive Director or a member of 

the Trust Board (Executive Director or Non-Executive Director) 
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• A senior member of the HR Team in an advisory capacity.  
 
 

9.0 DISSEMINATION AND IMPLEMENTATION 
 

9.1 This policy will be stored in the ‘employment policies’ section of the Trust 
Intranet and is available to all staff. Human Resources staff will discuss and 
support implementation of this policy with directorate managers. 
 
 

10.0 MONITORING 
 

Human Resources staff will work closely with directorate managers to support and 
monitor compliance with this policy. Feedback will be discussed at Human 
Resources management meetings. Instances of organisational change requiring 
formal consultation will normally be discussed at the Employment Partnership Forum 
with staff representatives in order to ensure all staff are followed and any learning 
captured for improvement of the policy/procedure. 
 
 

11.0 ARCHIVING ARRANGEMENTS 
 

This is trust-wide document and archiving arrangements are managed by the Quality 
Department who can be contacted to request master/archived copies. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

APPENDIX 1: PROCEDURES FOR MANAGING ORGANISATIONAL CHANGE 
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1.0 CONSULTATION PROCEDURES 
 

1.1 Consultation, whether formal or informal, is an essential component of organisation 
change. It allows for clear communication and a process for obtaining feedback from 
various stakeholders, not least the individuals directly employed in the area where 
change is to be effected. 

 
1.2 Ongoing Minor Change – section 6.2 of the Organisation Change Policy applies. 

This informal consultation would involve: 
• An open staff meeting where reasons for the change are communicated, and  

staff given opportunity to raise concerns and ask initial questions 
• A period of time (7 to 14 days) for staff to reflect on the change, ask any further 

questions and give full feedback. Staff will be reminded of the option to approach 
their trade union or professional association representative for advice, if they so 
wish 

• At the end of the informal process, the line manager would state the outcome of 
the consultation process and communicate an effective date for the change 

 
1.3 Change affecting Job Security or contractual te rms and conditions of 

employment – this would involve a formal consultation process, entailing: 
• A business case approved by the Trust’s Executive Committee (TEC) and a 

Consultation Paper which has been agreed by the Employee Partnership Forum 
(EPF) 

• Notification to, and engagement with, staff representatives 
• The production of a change management consultation paper setting out the 

rationale and impact/s of the organisational change 
• One or more (as necessary) staff meetings to present the change management 

paper, explain the rationale and impact/s of the change and give an opportunity 
for staff to ask initial questions 

• A period of time (15 to 28 days) for staff to reflect on the change, ask any further 
questions and give full feedback 

• At the end of the process, the line manager would state the outcome of the 
consultation process and communicate an effective date for the change. Staff 
should be offered one-to-one meetings to discuss the personal impacts of the 
change/s. 

 
Where redundancies are planned as part of an organisational change, consultation 
arrangements are superseded by the ‘minimum requirements for redundancy 
consultation’, contained within 6.3 of the Organisational Change Policy. 

 
1.4 Change across Organisation boundaries – when services are transferred from one 

organisation to another in line with 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, where services are brought 
back into the NHS, and in relation to the transfer of undertakings. 

 
All the terms and conditions within the transferring employee’s contract of 
employment (including contractual policies and procedures) will transfer with them 
and should not be changed as a consequence of the transfer.   
 
As stated in 6.4 of the Organisational Change Policy, TUPE does not impose any 
specific timescales for consultation. However, consultation with affected staff and 
their representatives must take place at the earliest opportunity, in a way that is 
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meaningful and allows sufficient time for them to consider the proposals. The 
consultation requirements set out in section 6.4 of the Organisational Change Policy 
should be followed.   

 
Under the TUPE Regulations, in circumstances where services are transferring out of 
the organisation, the new employer will take over the contracts of employment for all 
the transferring staff in the service being transferred.  Since all jobs will transfer to the 
new employer, ASPH will neither make anyone redundant nor offer redeployment.  If 
an employee chooses not to transfer, this will be classed as a resignation and 
redundancy will not apply.  Unless a resignation is received before any proposed 
transfer date, the employee will be deemed to have transferred to the new employer 
under the automatic operation of the TUPE regulations.  As such they will no longer 
be Trust employees.   
 
If there are vacant posts within ASPH then it is the decision for transferring staff if 
they wish to apply for such vacancies.  Any applications will be considered as part of 
the Trust’s normal recruitment and retention processes.  If a member of transferring 
staff is successful in being appointed to a vacant role then they will move to this new 
post rather than transfer under the TUPE regulations to the new employer.   
 
As required by the legislation, the new employer will be provided with information 
about transferring staff at the appropriate time.   
 
Excess travel expenses will be paid in accordance with normal arrangements to staff 
who are required to change their base of work as a consequence of TUPE, subject to 
the qualifying criteria detailed in section 2.10. 
 

2.0 REDEPLOYMENT/SUITABLE ALTERNATIVE EMPLOYMENT PR OCEDURES 
 

2.1 Where Restructuring takes place, a logical, fair and transparent process will be put 
in place to fill posts in the new structure.   This will take place as follows: 

 
2.2 In order to maximise opportunities for all existing staff, new structures will normally  

be filled from ‘the top down’. All staff will be notified of promotional opportunities and 
be invited to apply for any higher-level posts via the standard recruitment process. 
This may be in competition with external candidates, as long as any external 
appointment/s would not result in an existing team member being displaced. If there 
is a risk of existing staff being displaced as part of this process, the posts in the new 
structure will be ‘ringfenced’ and existing staff given prior consideration over other 
potential candidates. 

 
2.3 Next, members of staff will be automatically ‘slotted-in ’ to a post in the new structure 

where: 
• Their substantive post remains largely unchanged (70% of their current 

responsibilities can be identified in a post in the new structure) 
• There is no significant grade or salary change 
• The number of similar available posts and post holders are equal 

 
‘Slotting-in’ status will be applicable to part-time posts that meet all the above criteria 
where there is no significant increase or decrease in hours. 

 
Once a member of staff has been slotted-in, they will no longer be deemed to be at 
risk and will therefore be precluded from applying for other posts until all existing staff 
have been accommodated in the new structure. 
All individuals who are slotted-in will meet with the relevant line manager to explore 
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perceptions about the new role and to discuss, review and agree any training or 
development needs. 

 
2.4 Where ‘slotting-in’ cannot take place (due to an imbalance between the number of 

posts and postholders) the following process will be put in place. The individuals 
concerned will be allocated to one of two groups: 

 
Priority Consideration – category 1: 
• Their substantive post remains largely unchanged in the new structure (70% of 

current responsibilities can be identified in a post in the new structure) 
• A single new post replaces multiple posts 
• There is no significant grade or salary change 

 
Priority Consideration – category 2: 
• Their current substantive post ceases in the new structure 
• They can demonstrate that their current post and past experience and 

competence relates to at least 50% of a post/s in the new structure 
• They are willing to remedy any skills shortfalls 
• It can be demonstrated by the relevant line manager that the skills shortfalls can 

be remedied within a reasonable timescale. Appropriate competencies/training 
and development plans need to put together accordingly. 

 
2.5 All unfilled posts in the new structure will be ringfenced and staff will be informed of 

the process by which they should express preference(s) for vacant posts. Staff 
should not be required to “apply for their own jobs”, and slotting-in should occur 
wherever possible. However, if there is to be a reduction in the number of like or 
similar posts, then management and staff representatives should agree the means of 
appointing individuals to vacant positions. This may include the application of 
selection criteria, or an interview-type selection process.  In such cases as this staff 
in Priority Consideration – category 1 will be dealt with first, followed by staff in 
Priority Consideration – category 2. 

 
2.6 If an instance of organisational change includes the removal of a structure (rather 

than a restructuring), or where individuals are unable to be accommodated in a 
revised structure via the above process, they then become eligible for redeployment 
to suitable alternative posts across the Trust.  Suitable alternative employment is 
work within the Trust that is on broadly similar terms and within the same range of 
skills required as the current employment where the individual meets the essential 
criteria of the person specification (or could meet after a reasonable period of 
training).   

 
Where staff have the potential ability but not the immediate experience to undertake 
the full duties of the role, they will be provided with appropriate skills 
development/training.  This will be provided when it is reasonable, practical and 
cost effective and where the member of staff demonstrates a willingness to learn 
and can apply the new skills within an agreed timeframe.   

 
A post may be considered suitable alternative employment if it is banded on the 
same band as the staff members current post or the next higher (subject to 
appropriate assessment) or lower band (subject to pay protection as per section 
2.8) 

 
2.6.1 When one or more individuals are eligible for redeployment outside of their 

previous team structure, the line manager and/or a human resources 
representative will monitor the weekly vacancy listing to identify any suitable 
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alternative posts that might be suitable as a redeployment opportunity. 
 

2.6.2 As suitable opportunities arise, these will be discussed with all eligible members of 
staff and a process put in place to assess their suitability. Any potential 
redeployment opportunity will be ringfenced with prior consideration being given to 
displaced individuals (unless there is a statutory requirement to advertise nationally).  
Selection will be carried out on the basis of the skills and experience needed in the 
post, plus any other criteria agreed with individuals and staff representatives. This 
may involve an interview in circumstances where there is more than one individual 
who is eligible for the role or where the duties of the role are significantly different to 
the individual’s current role. 

 
2.7 Trial Periods 

 
2.7.1 All staff selected for a new post, other than those slotted-in, will have the right 

to a four-week trial in the post. The purpose of the trial period is for both the 
manager and the individual to assess the suitability of the post as alternative 
employment.  The trial period may also involve re- training for the individual 
in order to support their orientation into the role. 

 
Full discussions regarding role, responsibilities, induction and support 
arrangements should take place before the trial period is undertaken.  The 
trial period will give the member of staff the opportunity to determine whether 
the new job is suitable without necessarily losing the right to redundancy pay. 

 
2.7.2 The Trust will use the trial period to assess whether the member of staff is 

suitable for the new post, and may also decide to terminate the trial period if 
the member of staff is not suitable. Regular constructive feedback should be 
given to the employee by the manager during the trial period. 

 
2.7.3 An extension to the trial period of up to a further 4 weeks can be agreed, if it 

is felt that this would be in the best interests of the member of staff and the 
Trust. 

 

2.7.4 If successful, the member of staff will be confirmed in the new post. If 
unsuccessful, the Trust will explore other options for suitable alternative 
employment with the member of staff. However, this may not be possible in 
all cases. 

 
2.8 Protection of Pay and Conditions 

 
2.8.1 If, as a consequence of organisational change an employee is redeployed to 

a different post one band below that attracts a lower salary or lower level of 
regular earnings pay protection arrangements will apply. 

 
2.8.2 Protection of whole-time equivalent salary includes basic pay and any 

geographical allowance/s only. Protection of earnings may also apply should 
the employee be in receipt of lower regular levels of additional allowances in 
the lower-banded post, e.g. on-call and unsocial hours payments, based on 
a 3-month average prior to the commencement of protection. 

 
Guidance for protection of salary and earnings is as follows: 
• Less than 1 year ASPH service – no protection of salary or earnings 
• Between 1 and 2 year’s ASPH service – one year protection, the first six 

months of which will be protection of earnings and salary, the second six 
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months being protection of salary only. 
• Between 2 and 5 year’s ASPH service – one year’s protection of 

earnings and salary, followed by one year’s protection of salary only. 
• 5+ years ASPH service – one year’s protection of earnings, followed 

by two years protection of salary 
 

2.8.3 Protection of earnings/salary will always mean protection on a marked-time 
basis and protection will always end when the salary and/or earnings in the 
new post equals or exceeds the protected salary and/or earnings. 

 
However, staff will receive one annual inflationary increase during the first 
year of protection. No other increments or subsequent annual inflationary 
increases will be granted. 

 
At the end of the protection period, the basic salary will revert to that of the 
lower-graded post (appropriate inflationary increases will apply). 

 
2.8.4 A lump sum payment, as an alternative to protection, may be negotiated on 

an individual basis. 
 

2.8.5 Staff will be encouraged to apply for appropriate posts of a higher 
salary/grade as an when they arise during the protection period. Protection 
will cease if the employee voluntarily moves to a new post. 

 
2.9 Refusal of Suitable Alternative Employment 

Should an employee unreasonably refuse an offer of suitable alternative 
employment, they may be disentitled from receiving a redundancy payment. 

 
 

2.10 Travelling Expenses 
 

2.10.1 Excess travel expenses will be paid in accordance with normal arrangements 
to staff who are required to change their base of work as a consequence of 
organisational change, subject to the following qualifying criteria and their 
individual terms and conditions of employment. 

 
• Less than 2 years ASPH service – no excess travel expenses to be paid. 
• 2-3 years ASPH service – excess travel expenses to be paid for six 

months. 
• 3+ years ASPH service – excess travel expenses to be paid for one year. 

 
2.10.2 Staff required to work on a temporary basis on a site that is not their normal 

base will be reimbursed excess daily travel expenses for the duration of their 
temporary placement (public transport rate). 

 
3.0 REDUNDANCY PROCEDURES 

 
3.1 Redundancy is a last resort and the Trust will seek to avoid compulsory 

redundancies by the following means: 
• Natural turnover 
• Suspension and/or restriction of recruitment to vacancies 
• Review of overtime and other working arrangements 
• Redeployment and retraining where appropriate 
• Voluntary redundancy/early retirement 
• Non-renewal of temporary contracts 
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• Reduction in the use of agency and bank staff in areas where posts are at risk 
 

Any other proposal/s submitted by staff side, aimed at avoiding redundancies, will 
be considered. 

 
3.2 Where staff are displaced as a result of organisational change either as by means of 

a direct reduction in the number of posts, or that they are unable to be 
accommodated in a new structure via the redeployment process outlined above, they 
will be deemed to be ‘at risk’ of redundancy. 

 
3.3 In these circumstances, contractual notice will be given and full consideration will be 

given as to whether the individual can be redeployed to suitable alternative 
employment to another post elsewhere in the Trust. This redeployment process will 
be equal to, and run concurrently with, an individual’s contractual notice period. This 
may be extended in exceptional circumstances. 

 
3.4 As soon as possible after an individual has been identified as being displaced, their 

line manager will arrange to meet with them to inform them of the following: 
• The Trust’s intention to dismiss them for reasons of redundancy 
• Their redundancy terms 
• The assistance they will be given, as outlined below 
• The effective date of dismissal 
• The reason for the redundancy 
• The process for considering suitable alternative employment, as outlined in 3.3 

 

3.5 Displaced employees will normally be expected to work their notice period and take 
any outstanding annual leave during this period. It may however, be possible for 
employees to be released early where it is in the best interests of both the Trust and 
the employee. 

 
3.6 In the event of organisational change that could result in job losses, staff may be 

offered the opportunity of taking voluntary redundancy or early retirement on the 
grounds of redundancy. This is with the intention of being viewed as a more positive 
and less demoralising method of achieving the necessary reduction in workforce 
numbers. Staff from within the staff group affected by the organisational change, or 
from within the same employment category, may be invited to apply. 

 
3.7 Where voluntary redundancy is to be offered, management in the department 

concerned, assisted by a Human Resources representative, will specify the selection 
criteria to be used. Selection shall be made by the relevant Executive Director, 
Clinical Director and/or General Manager, and a Human Resources representative. 
Should voluntary redundancy include an entitlement to premature retirement benefits 
under the NHS Pension Scheme, acceptance of the volunteer will require approval 
that funding is available to support the request. The Trust is under no obligation to 
accept voluntary redundancy requests. 

 
3.8 During any period of notice of redundancy, staff will be entitled to reasonable time off 

during working hours, subject to the granting of permission, to look for new 
employment or make arrangements for training/retraining. 

 
3.9 The entitlements to redundancy payments for staff are either those set out in section 

45 of the General Whitley Council Conditions of Service, or section 16 of the Agenda 
for Change Handbook, as appropriate, or statutory provisions where they are more 
favourable. 
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3.10 If a member of staff accepts a suitable alternative position with another NHS 
employer within 30 days of the effective date of termination of employment, then this 
is regarded as redeployment and no redundancy payment is due. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Volume. 2 
Employment & 

Occ. Health 

Section 1 
Employment 

First ratified 
October 2014 

Reviewed October 
2017 Issue 3 Page 18 of 19 

 

APPENDIX 2: EQUALITY IMPACT ASSESSMENT 
 
 
Equality Impact Assessment Summary 
 
Name and title:  Katie Green, HR Business Partner 
Policy: Organisational Change Policy  
 
Background  

• Description of the aims of the policy. 
• Context in which the policy operates.  
• Who was involved in the Equality Impact Assessment. 

 
This policy forms part of Ashford & St. Peter’s Hospitals NHS Foundation Trust’s (ASPH’s) 
commitment to create a positive culture of respect for all individuals including staff, patients, their 
families and carers as well as community partners.  The Trust’s values (the ‘4P’s’) are integral to 
all aspects of day-to-day life in the organisation and underpin the application of all our 
employment policies and procedures. 
 
The purpose of this document it to: 

• Set out the Trust’s approach to the management of organisational change and the 
procedures that should be followed by managers wishing to implement significant 
change.   

• To ensure that members of staff are consulted about organisational change and that the 
organisational change is implemented in a consistent manner and within the timescales 
needed to ensure continuity and quality of service delivery.   

 
The principles and procedures support the aim of managing strategic and operational change in a 
way that is both supportive to staff and enhances the provision of the highest quality provision of 
patient care.  
 
It is recognised that any change process may cause concern to employees. Consideration has 
therefore been given in this policy to develop a framework to consider the individual interests of 
employees with care, consideration and equity. During any organisational change a fair and 
equitable process will be followed. This policy should be read in conjunction with other relevant 
HR policies. 
 
This Equality Impact Assessment was completed by a HR Business Partner and was reviewed by 
the wider HR Team (HR Business Partners, Employee Relations Manager and Advisors), as well 
as members of the following committees : Policy Sub Group, Employee Partnership Forum and 
the Trust Executive Committee  
 
Methodology  

• A brief account of how the likely effects of the policy was assessed (to include race and 
ethnic origin, disability, gender, culture, religion or belief, sexual orientation, age) 

• The data sources and any other information used 
• The consultation that was carried out (who, why and how?) 

  
The policy was reviewed and consideration given to the impact that the policy could have with 
regard to equality and human rights legislation.  No concerns were identified specifically in 
relation to race and ethnic origin, disability, gender, culture, religion or belief, sexual orientation 
and age. 
 
Key Findings  
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• Describe the results of the assessment 
• Identify if there is adverse or a potentially adverse impacts for any equalities groups 

 
The Policy ensures any change process is conducted in accordance with legal requirements and 
good practice. It will be applied to all employees regardless of whether or not they are in one or 
more of the protected groups.  There are no statements, conditions or requirements that 
disadvantage any particular group of people with a protected characteristic. The policy provides a 
clear and equitable process for all staff.  As such the impact is deemed to be neutral across all 
protected groups. 
 
Conclusion  

• Provide a summary of the overall conclusions 
 
There is no adverse impact on protected groups. This policy has already been implemented by 
the Trust, this is a revision of the existing policy to ensure it is current and in line with current 
legislation 
 
In conclusion there are no equalities groups that are adversely impacted upon as a result of this 
policy but this will be kept under review.   
 
The policy will be applied fairly and consistently to all staff employed by the Trust regardless of 
race and ethnic origin, disability, gender, culture, religion or belief, sexual orientation and age.  
 
Recommendations  

• State recommended changes to the proposed policy as a result of the impact assessment 
• Where it has not been possible to amend the policy, provide the detail of any actions that 

have been identified 
• Describe the plans for reviewing the assessment 

 
No significant changes are being recommended to the policy as a result of this impact 
assessment. 
 
Monitoring information may be collected for staff undergoing organisational change  
 
 


