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1. Introduction 
 

1.1 The Board of Governors has delegated responsibility to the People, Culture and 

Engagement Committee for the effective operation of this policy and for its subsequent 

revision and amendment. 

 

1.2 This procedure has been implemented following consultation with the 

recognised  trade unions, UCU and UNISON and will be reviewed on a regular basis by HR 

 

1.3 This policy does not form part of any employee's contract of employment, although there 

are statutory elements referenced within it. 

 

1.4 The University Equality Impact Procedure was used in the development of this policy. 

 

2. Purpose 

 

2.1 The purpose of this policy is to set out a broad framework for dealing with redundancies 

in relation to procedure, consultation, selection, redeployment and termination which 

applies irrespective of whether the Statutory Collective Consultation process is 

triggered. It also applies to those changes to terms and conditions of employment 

which are made through termination and re-engagement and which trigger the 

Collective Consultation provisions excepting those sections which are inconsistent with 

that process. This will ensure that, whilst always trying to avoid compulsory 

redundancies, if redundancies become necessary there is good communication with all 

affected employees. That all employees will be treated fairly and that meaningful 

consultation takes place with the recognised trade union/s about the procedure to be 

adopted and the selection criteria that will be applied. 

 

3. Scope 

 

3.1 This Policy applies to all University of Portsmouth employees. It does not apply to agency 

workers or self-employed contractors. There is a separate policy for the ending of fixed 

term contracts on their expiry dates which do not involve a redundancy situation and/or 

are not part of a wider organisational restructure. This policy does not apply to changes 

that are within the flexibility of the contract, although individual consultation at which 

the employee   may be accompanied by a UoP colleague or trade union representative 

will take place before the imposition of any change. Nor does the policy apply to 

changes to terms and conditions which are achieved through termination and re-

engagement but which do not trigger the Statutory Collective Consultation process. 

However, in these situations union and individual consultation and communication 

remain fundamental before the imposition of any change. 

 

4. Guiding Principles 

 

4.1 It is recognised that organisational change can be a stressful process, not only for the 
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affected employees but also for those managers tasked with the project. In leading a 

restructure process managers are fulfilling a role required of them by the University and 

have its full support in doing so. In discharging their duties managers will treat all 

affected staff and their representatives with professionalism dignity and respect. 

Managers are equally entitled to be treated in the same manner by all parties. 

 

4.2 Any restructure/redundancy process will be transparent and objective. In carrying out a 

redundancy exercise the University will not discriminate, either directly or indirectly on 

the grounds of sex, marital or civil partnership status, gender reassignment, race, colour,  

nationality or national ethnicity or national origin, religion or belief, disability, pregnancy 

and maternity or age. 

 

4.3 At any meeting with affected employees within the redundancy process, the employee  

has the right to be represented or accompanied by a work colleague (University of 

Portsmouth employee) or trade union representative. 

 

5. Background 

 

5.1 There are many factors that lead to organisational change not all of which will be financially 

driven. These may include changes in government funding; challenges of economic 

downturns; changes in strategic direction; re-balancing of resources, technological changes; 

new Government initiatives. Inevitably, such changes may affect day-to-day operations 

which could result in changes in the pattern of activities, the organisation of work and the 

ability to fund work, all of which could change the requirement for staff. It is important that  

the way such change impacts on our employees is carefully considered. 

 

5.2 It is the University’s intention to provide a stable work environment and sustain security of 

employment for its employees. However, the University must retain sufficient flexibility to 

ensure its economic viability and efficiency in a competitive environment. 

 

6. Policy statement 

 

6.1.1 The University of Portsmouth strives to be a good employer, and seeks to attract and 

retain  high quality employees. The University regards well-qualified, trained and highly 

motivated  employees as essential for its success.   

 

6.2 Although change is inevitable, the University’s policy is to provide, as far as possible, security 

of employment through careful strategic planning of its future employee requirements, 

including any consequential employee development needs. Where possible, the University 

will anticipate changes in funding or activities so that employee redundancies are kept to a 

minimum. It is the aim of the University, agreed with its recognised trade unions, to seek to 

prevent situations arising which threaten job security. Redundancies will only be considered 

as a last resort. 
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6.3 Every reasonable effort will be made to avoid situations that necessitate employee 

reductions. In cases where such reductions cannot be avoided, University management 

will handle these fairly, consistently and sympathetically, and seek to minimise the 

impact on the employees concerned. Authorisation from the University Executive Board 

(UEB) will be required prior to the implementation of employee reductions, and advice 

must be sought from Human Resources (HR) before proceeding. The University, as an 

employer, has a duty to ensure that any redundancies are fair. Human Resources have a 

role to provide advice, and to facilitate procedures including the management of 

redeployment. 

 

6.4 The University will meaningfully seek to avoid redundancies by considering steps such 

as:   

 

 

• the use of reorganisation 

• natural wastage 

• redeployment 

• voluntary redundancies 

• seeking alternative funding 

• reviewing the use of external contractors 

• temporary and agency staff 

• change in working hours/patterns (e.g. full to part-time on an agreed basis) 
phased, flexible or early retirement 
 

6.5 However, in order to sustain the overall health, viability and success of the institution 

the University may from time to time find itself in financial or other circumstances 

requiring changes in the number of employees. 

 

6.6 Throughout any proceedings under this policy, all parties will seek to ensure that 

confidentiality of individuals is maintained. This will not, however, preclude the 

University from disclosing information necessary for the discharge of duties or as 

required by law, nor, where appropriate, from disclosing information about any 

outcome under this policy.   

 

7. Equality analysis 

Those undertaking organisational changes or planning redeployment or redundancy will be 

required, before decisions are made, to undertake an equality analysis of any proposals. This 

will ensure that the University is able to demonstrate due regard in relation to protected 

characteristics in the decision making process, ensuring that any disproportional 

disadvantage or impact, be it negative or positive, is highlighted, the reasons identified and 

actions taken if the impact cannot be justified. 
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8. Managing change 

 

8.1 It is recognised that from time to time it may become necessary to bring about changes to 

the structure of the organisation, services and/or posts which may lead to a reduction in 

employee numbers. The needs of the University, together with the requirement to manage 

employees fairly and equitably, are critical components of the process. 

 

8.2 In planning for change, a draft business case, which must include a timeline incorporating a 

communications and consultation plan, supported by the Dean or Head of Professional 

Service, with input from the Head of School or Department as appropriate, must be 

submitted to UEB following discussion with Human Resources and Finance. A narrative 

format for a business case is at Appendix 1 and a template business case at Appendix 2. 

Appendix 4 provides an outline of key activities and responsibilities. 

 

8.3 Following approval of the draft business case by UEB the appropriate manager must consult 

on the proposals with the accredited union representatives for the category of affected 

employees. The consultation is in relation to defined matters set out at paragraph 12, which 

will include the procedure to be adopted, the selection process and redeployment 

opportunities. Both union and individual consultation are required during a redundancy 

process but they are separate and distinct obligations. During this stage of union 

consultation, the union/s represent the affected staff and will reflect their views within the 

process. Where possible jointly agreed updates will be released to staff at appropriate 

intervals during union consultation and staff will be provided with additional feedback 

opportunities throughout. 

 

8.4 Following closure of union consultation, the outcome of the process and any additional 

feedback from staff should be reported to UEB along with any proposed changes to the 

business case in consequence. Reasons for rejecting submissions arising from the 

consultation process should be stated. There may be circumstances where it is not 

necessary to refer the business case back to UEB (typically involving the removal of a 

unique/standalone role) but the union/s have the right to request this.   

 

9. Measures to avoid redundancies 
 

Every reasonable effort will be made to avoid redundancies and the following include, but 

are not limited to, the actions that could be taken: 

 

9.1 External Revenue Generation – this would require a fully costed business case with clear 

milestones and timescales for the income generation. 

 

9.2 Reviewing the use of external contractors. 

 

9.3 Recruitment – the University should suspend normal employee recruitment in areas that 

could provide redeployment opportunities as soon as it becomes clear that an employee 
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reduction may be necessary. Where vacancies cannot be filled by a process of 

redeployment, normal recruitment procedures will be operated. 

9.4 Redeployment – the University will seek opportunities for redeployment of employees from 

areas faced with the need for a reduction in employees. 

 

9.5 Natural wastage – the University will make every effort to utilise natural wastage to reduce 

the need for any other reduction (e.g. resignations, retirements, end of fixed term 

contracts). 

 

9.6 Change in working hours/patterns e.g. full to part-time, including for a temporary period 

where appropriate on an agreed basis, if appropriate and where there is a fully costed 

business case. 

 

9.7 Phased/Flexible/Early retirement – where there is a fully costed business case. 

 

10. Consultation and communication 
 

10.1 At the earliest opportunity, following approval of the draft business case, in principle, by 

UEB, the University must consult with the recognised trade unions in any situation where 

organisational change is being considered. An electronic and paper copy of the business 

case with enclosures must be sent to the local union representatives in good time before 

the first consultation meeting. Where Collective Consultation is triggered this information 

must, in addition, be sent to the Head or Main Office of the accredited Union. Consultation 

must be meaningful, timely and appropriate and include an exchange of views about the 

draft business case where staff and/or their representatives have the opportunity to 

influence the final outcome. 

 

10.2 It is essential that individual employees are informed of the situation in a timely and 

appropriate manner, including those who may be away from the University for a range of 

reasons including, but not limited to, maternity leave, sabbaticals, secondments and long- 

term sickness absence. 

 

10.3 Good communication and opportunities for feedback are fundamental to the process and, 

hence, the effective management of change. It enables staff and their union representatives 

to have informed discussions as staff will understand the business reasons behind any 

proposals and be better able to make constructive suggestions. It also ensures that staff are 

engaged and through their representatives and feedback opportunities have a voice that 

will be listened to. Also, it will help the University to move forwards after the change has 

been implemented as well as supporting staff throughout the process.   

 

10.4 A record of all discussions and meetings, both formal and informal, must be made at every 

stage of the process, including actions and outcomes, and kept securely in line with the 

Records Management Policy. 
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11. Job slotting/matching/Ring-fencing 
 

11.1 Whilst some restructures involve a reduction in roles which remain the same but with 

fewer  employees required to fill them others involve employees being placed at risk who 

are required to apply for new roles within a new structure. 

 

11.2 In a restructure involving a reduction in the number of roles selection criteria are used to 

determine those who will be provisionally selected for redundancy. 

 

11.3 Where new roles are created but there is a sufficient degree of similarity in terms of duties 

and responsibility to roles in the previous structure employees will be slotted/matched to 

the new roles where the vacancies match or exceed the number of roles to be deleted from 

the old structure. Where there are fewer roles within the new structure than employees 

the selection process will usually be interview based and the process is similar to a 

recruitment exercise. The procedure for the interview process will be the subject of union 

consultation and will involve a panel whose composition reflects equality and diversity 

principles and who have been appropriately trained. Every aspect of the process will be 

robust and tested for reasonableness. 

 

11.4 Where within a restructure a new role/s has been created by merging several deleted 

posts (or a significant proportion) the new post is usually ring-fenced to allow the holders of 

the deleted posts to apply for the role on a competitive interview basis. Where possible an 

appointment will be made from that group. It would be generally accepted that some 

training and development may be required.   

 

11.5 If the terms and conditions of any new role differ wholly or in part from the corresponding 

terms of the previous role, the new role will be offered subject to a statutory 4 week trial 

period (see para 13.2).   

 

11.6 Where any new role is one grade lower than the previous role the base salary of the new 

role will be maintained at the previous rate for a period of up to two years. 

 

11.7 In cases of redundancy, information on pension benefits which is required to be obtained 

will be available to each eligible individual based on the pension regulations in force at that 

time. Employees are advised to consider any impact redundancy may have on their pension 

at the earliest opportunity following receipt of written notification that they are “at risk”. 

See Appendix 5 for pension provider contact information. 

 

12. Redundancy 
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Introduction 
 

12.1 We live in a constantly changing environment and it is inevitable that some changes 
will have a significant impact on the University which in some cases, may 
result in the necessity to consider redundancy. 
 

12.2 In accordance with the Employment Rights Act 1996 an employee shall be deemed to 
be  dismissed by reason of redundancy if the dismissal is wholly or mainly attributable 
to: 
 

• the fact that the University has ceased or intends to cease to 

carry on the business for the purposes of which the employee 

was employed by the University or 

• the University has ceased or intends to cease, to carry on the 

business in a place where the employee was so employed or 

• the requirements of the University for employees to carry out 

work of a particular kind has ceased or diminished or are 

expected to cease or diminish or 

• the requirements of the University for the employees to carry 

out work of a particular kind, in the place where they were so 

employed, has ceased or diminished or are expected to cease 

or diminish 

 

12.3 If redundancies are being proposed, there are specific requirements in law that must 

be followed to ensure that any redundancies are conducted fairly. The information 

supplied to the union/s must include all the information listed in section 12.8. 

 

Consultation with trade unions 

 

12.4 Before the consultation period can commence a draft business case must be prepared 

and agreed, in principle, by UEB (see Appendix 1 and 2). The appropriate manager 

leading the change management process, together with a HR representative, will meet 

with the trade union representatives to discuss the proposed organisational change. An 

electronic and paper copy of the draft business case will have already been sent to the 

Union/s in advance of this meeting. 

 

12.5 The University is committed to undertaking early and effective consultation with the 

recognised trade unions, communicating the proposals to staff at the earliest 

opportunity and providing effective channels of communication for staff in addition to 

individual consultation. 

 

12.6 Where it is proposed to make redundancies of 20 or more employees within a period 

of 90 days a legal duty to provide information to the union representatives of affected 

employees and to collectively consult with them arises. There is also an obligation to 

notify the Secretary of State. Certain minimum time periods apply depending upon the 

scale of the proposed redundancies. Where 100 or more redundancies are proposed 
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consultation must begin at least 45 days before the first dismissal takes effect. For 

fewer than 100 redundancies the minimum period which must elapse is 30 days. The 

University  will adopt the information and consultation requirements irrespective of the 

number of redundancies that are proposed in the interests of consistency and clarity. 

 

Stage 1 - The Provision of Information 
 

12.7 The first stage in the collective consultation process (which the University will adopt in 
all cases) is to provide the union representatives with required information. 

 

12.8 The formal consultation period required under the legislation commences when the 
trade unions have received, in writing, the information below. This will normally be 
included in the draft business case but is often extracted in a covering letter for ease of 
reference: 

 

• the reasons for the proposed redundancies 

• the numbers and descriptions of employees it is proposed to 
dismiss as  redundant 

• the total number of employees of any such description 
employed in the area/establishment in question 

• the way in which the employees will be selected for redundancy 
(to include details of proposed selection criteria) 

• the proposed method of carrying out the dismissals with due 
regard to any agreed procedure, including the period over which 
the dismissals are to take effect 

• the method of calculating the amount of redundancy payments 
to be made to  employees who may be dismissed 

• agency workers: the number of agency workers, where they 
are working and the type of work they are doing, where 
applicable 

• other relevant information, such as proposals for avoiding or 
reducing the numbers involved 

 

 

Stage 2 - Collective Consultation 

 

12.9 Consultation is with the union representatives in their capacity as representatives of 

the affected employees with a view to reaching agreement. Consultation must: 

 

• Be entered into with an open mind whilst proposals are still at 
a formative stage 

• Provide adequate information to enable the proposals to be 
understood and a response made 

• Provide a fair and proper opportunity for views and counter 
proposals to be expressed 

• Ensure that any proposals are conscientiously considered 
before any response is made 
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The subject matter of consultation is prescribed and must include: 

• Avoidance of dismissals 

• Reducing the number of employees to be dismissed 

• Mitigating the consequences of dismissals 
 

12.10 In addition, the appropriate managers will always consult over the proposed selection 

method and the pools for selection and also any other matters which the union/s raise 

as a matter of concern for those at risk and those who may be affected by measures 

taken in connection with the proposed dismissals. 

 

12.11 The University will progress the redundancy proposals only after full consultation has 

taken place. The University Negotiating and Consulting Committee (UNCC) will be 

notified of any organisational changes but is not part of the formal consultation process. 

Issues arising from the implementation of this policy which have wider University 

implications will be referred to the UNCC. 

 
Redundancies will only be considered as a last resort. 
 

12.12 A formal management meeting will take place with employees at risk of redundancy 

when the business case will be shared and explained. Formal written confirmation of 

“at risk” status will be provided. During the period of union consultation when the 

union representatives will be liaising with affected staff those at risk will also be given 

the opportunity to feedback to management on the proposals through a variety of 

forums either individually or as a group. There will be a further formal meeting with the 

at risk group of employees once UEB has re-considered the proposals in light of the 

consultation process and any consequential changes to the business case. Next steps in 

the process will also be explained. 

 

All employees are entitled to notice of the termination of their employment as provided for 

by their contract of employment. The University will regard the contractual position as the 

minimum period of notice. 

 

Managing redundancy for women who are pregnant or those on family leave 
 

12.13 The beginning of pregnancy to the end of maternity leave is a ‘protected period’ 
during which a woman is entitled to special consideration if this is necessary to make 
good any disadvantage she may otherwise experience. The law makes clear that: 

 

• selecting a woman for redundancy because of her pregnancy, 

maternity leave or a related reason is an automatically unfair 

dismissal as well as being unlawful discrimination 

• failure to consult a woman on maternity leave about possible 

redundancy is likely to be unlawful discrimination 
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• a woman made redundant while on maternity leave must be 

offered any suitable alternative vacancy if one is available 

anywhere in the University before any other employee. She 

does not need to apply for it. This is lawful positive 

discrimination 

• Legislation is currently pending that will extend the redundancy  

protection period to six months after her return 

• Similar rules are in place governing redundancies during 

adoption and shared parental leave 

 

12.14 HR must be consulted before any organisational change is considered which may 

affect a woman who is pregnant or on maternity leave. 

 

Preparing redundancy selection criteria 

 

12.15 Preparing criteria for selecting individuals for redundancy is central to the 

redundancy process. Normally, therefore, the appropriate Manager(s) (for example 

Dean/Head of Professional Service/Head of Department) with the support of Human 

Resources will establish the criteria by which they will select individuals for redundancy. 

These will reflect the skills and knowledge required for current and future needs. The 

Manager(s) must be able to demonstrate that the criteria are fair, that they have been 

fairly and objectively applied, and that unfair emphasis has not been given to particular 

criteria over others. However, weighting of criteria to reflect the importance of criteria 

to current and future needs is legitimate. 

 

12.16 Human Resources must always be involved in the preparation of criteria for selection 

for redundancy. Trade unions must also be consulted in respect of both the criteria for 

selection and their relative importance. See Appendix 3 for more information on 

selection  criteria. 

 

Consultation with employees 

 

12.17 At any individual consultation meeting within the redundancy process, the employee 

has the right to be represented or accompanied by a work colleague (University of 

Portsmouth employee) or trade union representative. If the employee’s companion 

cannot attend on a proposed date, the employee can suggest an alternative time and 

date provided it is reasonable and it is not more than 5 working days after the original 

date. 

 

The affected employees shall each be notified in writing of: 

 

• the number of proposed redundancies 

• the Department, Faculty or other area and/or (as appropriate) 

the categories or descriptions of employees affected 
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• that he or she is employed in a Department, Faculty or other 

area, and/or (as appropriate) falls within a category or 

description of employees affected 

• that accordingly he or she is potentially at risk of dismissal by 

reason of  redundancy 

• that he or she will be consulted individually before any decision 

to dismiss him or her by reason of redundancy is taken and that 

he or she has the right to appeal such decision 

• that he or she has the right to be represented or accompanied 

by a work colleague or trade union representative 

 
Selection for redundancy 

 

12.18 The selection criteria at Appendix 3 are intended to be used as a guide to help in 

clarifying thoughts in respect of individuals so that selection is a carefully thought out and 

objective  process. How the criteria have been chosen must be discussed during union 

consultation in addition to how they are to be applied to individuals and the 

justification for decisions     made. 

 

Selection process  

 

12.19 After the closure of union consultation and approval by UEB to the progression of the 

proposals a ‘provisional’ selection for redundancy will be made either by a selection or 

interview panel.   

12.20 Once a provisional selection has been made based on appropriate evidence or 

interview performance all ‘at risk’ employees must be informed of their provisional 

selection and invited to individual consultation meetings.   

12.21 The selection is provisional only and may be subject to change throughout individual 

consultation. A member/s of the selection/interview panel will enter into consultation 

on an individual basis with those employees provisionally selected for redundancy and 

will be supported by a member of HR. In advance of the first individual consultation 

meeting those provisionally selected will be provided with a copy of their 

selection/interview scores and invited to discuss their provisional selection. If any 

additional information is provided the provisional selection must be reconsidered. 

However, if individual consultation does not change the position the selection for 

redundancy must be confirmed in a subsequent meeting and notice of termination 

issued.  

 

12.22 Where a selection pool of employees in posts at risk of redundancy has been 

identified (i.e. there are several staff performing the same or similar tasks who could be 

‘at risk’), consideration should be given to whether it would be appropriate to invite 

application for voluntary redundancy from within the pool, thus avoiding or reducing 

the need to make compulsory redundancies.   
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12.23 Where the University has agreed to offer Voluntary Redundancy an at risk employee 

may express a wish to leave the University and it may be appropriate to agree to allow 

the individual to leave on the basis of voluntary redundancy. It should be noted, 

however, that where the number of volunteers exceeds requirements and/or there are 

concerns about the imbalance in the remaining skills and experience which may be 

created and/or where voluntary redundancy has not produced suitable volunteers, the 

University is not obliged to accept every or any volunteer for redundancy if it does not 

consider it appropriate to do so. If voluntary redundancy is agreed this will be on the 

basis that the individual no longer wishes to remain employed with the University and 

redeployment would therefore no longer be sought from the point at which this is 

agreed. 

 

12.24 Selection criteria are not required where a redundancy or redundancies are 

proposed in relation to: a unique post; all posts within a particular entity or group; all 

posts of a     particular description or category.  However, the procedure otherwise 

remains the same. 

 

Confirmation of decision 
 

12.25 Where the outcome of the individual consultation is that selection for redundancy of 

the employee is to be confirmed, the decision and formal termination of employment 

will be confirmed in writing by the Dean/ Head of Professional service.   

 

12.26 The employee will be issued with notice of termination of employment and with a 

statement of their redundancy terms, pay, provisions and the effective date of 

termination. The employee will be informed of their right to appeal that dismissal, the 

format of the appeal process, and of any applicable time limits for the making of such 

an appeal. 

 

Redundancy pay 
 

12.27 In cases where it has not been possible to find suitable alternative employment 

within the University individuals will be entitled to a minimum redundancy payment 

based on their actual week’s pay as follows: for each complete year of service under age 

22, half a week’s pay; from age 22 up to but under age 41, one week’s pay; 1.5 weeks 

for each year age 41 and over up to a maximum of 20 years’ service. This is more 

generous than the Statutory Redundancy Payments Scheme and is inclusive of those 

entitlements. 

 

12.28 Employees, who are under notice of redundancy and have been continuously 

employed for at least two years, qualify for the statutory entitlement to a reasonable 

paid amount of time off to look for another job or for retraining. The time off must be 

agreed with the manager in advance and must be allowed before the expiry of the 

period of notice. 
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13. Redeployment 

Where an individual has been provisionally selected for redundancy, there is an obligation on 

the University to consider if that individual could be redeployed within the University. 

 

Arrangements for redeployment 

 

13.1 Where an employee has been provisionally selected for redundancy, they will be given 

redeployment status until the expiry of their notice period. This means that they will be 

given prior consideration for vacancies through the University’s redeployment register. 

 

13.2 The redeployment module sits within the University’s online recruitment system. It 

allows redeployees to view all vacancies before they are advertised more widely.  Once 

provisionally selected for redundancy, HR will create a profile for the employee in the  

redeployment module. Access to the module will be set up and the individual sent a link 

and password to enable them to log in. If a redeployee applies for a role and meets the 

essential criteria, they should be shortlisted for interview. If a redeployee is appointed 

to another role, they will be entitled to a trial period. 

 

Offers of suitable alternative employment 

When considering whether or not an alternative role is suitable, managers should consider: 

 

• the employee’s skills and experience, i.e. do they meet the essential 

requirements of the person specification 

• the terms of the alternative post, including status place of work, duties, pay, 

hours and responsibility i.e. how similar these are to the previous post 

 

13.3 Offers of suitable alternative employment, together with all the appropriate terms 

must be made in writing after provisional selection has been confirmed. Employees 

must reply in writing normally within 5 working days to accept or reject the offer. 

Employees who unreasonably reject offers of suitable alternative employment may 

forfeit the opportunity of redeployment and lose their entitlement to redundancy 

payments, should their employment be terminated. An employee’s failure to respond 

to the offer within the agreed timescale will be regarded as a refusal to accept suitable 

alternative employment. The employee’s existing contract will therefore come to an 

end on the completion of the notice period and there will be no entitlement to a 

redundancy payment. 

 

13.4 Where the offer of alternative employment or matched/slotted role is at a grade lower 

than their substantive grade they will have their base salary maintained for a period of 

up to two years. During this time the employee will benefit from cost of living increases 

but will not benefit from incremental progression. After being in post for two years, 

salary protection will cease and the salary will be reduced to the top of the standard 
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scale for the post. 

 

13.5 Where an employee considers that a particular post is not a ‘suitable alternative’, a     

review will be undertaken, taking into consideration any representations as to the role 

and the personal reasons for the rejection from the individual and their trade union 

representative if appropriate. 

 

13.6 When redundant employees take up alternative employment and the terms and 

conditions differ wholly or in part they are entitled to a statutory 4 week trial period in 

the new job which may be extended solely for the purposes of retraining. Should either 

employer or employee terminate employment during the trial period, the employee will 

still be treated as redundant and the right to redundancy pay will be preserved, unless 

the employee is judged to have terminated employment in the alternative job 

unreasonably, taking into consideration any representations from the individual and 

their trade union representative if appropriate. 

 

14. Appeal against redundancy 

 

Making an appeal 

 

14.1 An employee may appeal in writing and this would normally be on the following 

grounds: 

• against initial selection 

• against the application of the process for redundancy 

• against the termination of employment on the grounds of redundancy 

 

14.2 To exercise this right of appeal the employee should set out their full grounds of appeal 

in     writing to the Chief People Officer within 10 working days of the issue date of the 

letter confirming the termination of employment on the ground of redundancy. 

 

14.3 The appeal notification and grounds of appeal will be forwarded to the HR 

Employment Practice Team who will assist in the coordination of the documentation for 

the appeal hearing. 

 

14.4 The appeal hearing will be conducted by a panel of at least two UEB members who 

have had no previous involvement in the application of the selection process. The panel 

members will be drawn from a different Faculty/Department to the employee and 

composition will, where possible, reflect equality and diversity principles. 

 

14.5 Panel membership will be nominated by the Chief People Office or Deputy Directors. 

 

14.6 The trade union representative or UoP work colleague will be allowed to address the 

hearing to sum up the employee's case and confer with the employee during the 
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hearing. The trade union representative or UoP work colleague does not, however, 

have the right to answer questions on the employee's behalf, address the hearing if the 

employee does not wish it or prevent the employee from explaining their case. If the 

employee's representative cannot attend on a proposed date for a hearing the 

employee must notify the person arranging the hearing as soon as possible and is able 

to suggest an alternative time and date so long as it is reasonable and it is not normally 

more than 5 working days after the original date.   

 

14.7 If the grounds of appeal raise new matters any documentary evidence in support must 

be included with the appeal notification and if this involves new witnesses their 

evidence must     be submitted within a written statement. New evidence will only be 

considered if relevant and there is good reason why this had not been included within 

the individual consultation process. This may delay the listing of the appeal as 

management may need to undertake further investigation in order to respond. If 

management provide new information this will be disclosed as a summary including, 

where appropriate, copies of additional relevant documents and witness statements. 

The employee will be provided with a reasonable opportunity to consider the 

information. 

 

14.8 The appeal hearing will normally be dealt with by way of review of the fairness of the 

original decision in light of the procedure that was followed and any new information 

that may have come to light. 

 

14.9 The appeal panel may need to adjourn the appeal hearing to allow further 

investigation into any new and relevant points raised at the hearing. The employee will 

be given a reasonable opportunity to consider any new information obtained before 

the hearing is convened. 

 

Notification of the Appeal Hearing 
 

14.10 The employee will be provided with written details of the appeal hearing which will 

be arranged without unreasonable delay. This notification will normally be within 10 

working days of  receipt of the appeal notification and grounds and will include: 

 

• Details of the date time and venue for the appeal hearing 

• Confirmation of the right to be accompanied by a UoP work colleague or 

accredited union representative 

• The names of the panel members 

• The names of the persons who will be present at the hearing 

• The format that the appeal will take 

• A guidance note as to the procedure that will be followed 

 

Upon receipt of this notification, by return, the employee must confirm their attendance, or 
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propose an alternative date in accordance with para 14.1 and provide details of their 

companion. The employee must take all reasonable steps to attend the appeal hearing and 

an unreasonable refusal to do so may result in the panel making a decision in the 

employee’s absence on the basis of the available evidence. With the consent of the 

employee arrangements can be made for an accredited Union Representative or a UoP 

work colleague to be in attendance where it is known the 

employee will be absent at the hearing. 

 

Appeal Documentation 

 

14.11 The appeal documentation comprising the documentation upon which the parties 

will rely will be prepared by the HR Employment Practice Team and sent to the 

employee, the employees trade union representative where requested by the 

employee, management and the panel members not less than 10 working days before 

the hearing date. 

 

The Appeal outcome 

 

14.12 The appeal hearing will usually be adjourned for a short period to enable the Panel to 

arrive at a decision. The decision may be conveyed orally in the presence of the parties 

and will be      confirmed in writing with full reasons as soon as reasonably practicable, 

usually within 5 working days. However, after a lengthy hearing, the process may be 

adjourned and reconvened at another time to consider the decision. The method for 

communicating the outcome will be indicated by the Panel Chair. The Panel may: 

 

• Confirm the original decision 

• Revoke the original decision 

 

14.13 The appeal decision is final. There is no further right of appeal. 
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15. Appendix 1 - Format for Business Case 

 

The following provides the minimum information to be included in the draft business case 

(draft template can be found in Appendix 2). It is the contents of the business case which will 

be shared with the trade unions for consultation purposes. Employees will also receive a 

copy. 

 

Until the consultation process has been completed and the trade unions and staff affected 

have had the opportunity to comment on the proposals and management have considered 

them and responded, the business case remains a draft business case. 

 

1. Department Overview 

 

• Reason, rationale and timescales for change. 

• What would be the impact if no change is made? 

• Proposed new organisation design and structure, including revised roles and 

responsibilities (provide existing and proposed organisation charts and job descriptions). 

• Business impact and mitigation plans for impact of changes e. g. increase or reduction in 

employees, change in type of positions, budget, funding. Details of data used to inform the 

decision, including non-financial data such as student numbers, and the source of the data 

should be included in the business case. They must be reviewed and updated in preparing 

the business case and during the consultation period to monitor any changes which may 

have a significant impact on the final decision to reduce employee numbers. The draft 

business case, together with details arising from union consultation and staff feedback and 

reasons for accepting or rejecting them, may be resubmitted to the UEB for further 

consideration. 

• Explain where the proposed redundant post(s) fits into the existing department structure. 

(For instance, it would be helpful to insert or attach an organisational structure chart and 

identify where the post fits into the structure and/or provide contextual information as 

appropriate.) 

• Give total numbers of employees in the department by grade and job title. 

• Give details of any further anticipated organisational change over next 12 months if 

relevant to the business case. 

• Provide an assessment of any equality impact of this proposal. 

• Provide an overview of the context and background e.g. financial reasons and stakeholder 

engagement already undertaken 

• Any other relevant information. 

 

2.  Case for employee reduction 

• The numbers and descriptions of the employees it is proposed to dismiss as  redundant. 

• Outline the key tasks and responsibilities of the post(s) proposed for  



University of Portsmouth Organisational Change and Redundancy Policy November 2021  

 Page 21 of 30  

reduction/redundancy. 

• The total number of employees of any such description employed at the University. 

• Give details of the activities that are to reduce or cease and the reasons for 

this  cessation/reduction. 

• If the reasons for the proposed reduction are financial, please give the financial 

background of the activity/project. (Please ensure it is clear how this relates 

to the  Department’s financial situation.) 

• Alternatives to reductions – give details of all alternatives considered 

and steps taken to avoid the need for reductions. See section 6.4 of 

the policy. 

• What are the costs of employee reductions and the financial implications 

e.g. costs/savings analysis, and where appropriate timescale for 

recovering costs 

• Provide an analysis of any potential impact elsewhere in the University as a result 

of these reductions. 

3. Determining the affected group of employees (pool) 

• Are there people within the Department who do the same or similar roles? 

• Whether you have answered ‘yes’ or ‘no’, please fully explain your answer with 

reference to any other potentially similar roles in the Department. (Please 

refer to the structure chart/contextual information provided in question 1a) 

as appropriate.) 

• If yes, have all of those people been included in the pool for provisional selection 

for  redundancy? 

• If other people in same or similar roles have not been included in the pool, 

please give full details of the reasons for this. 

• Give job titles of posts proposed for inclusion in the pool. 

• Outline the proposed method of selection, selection criteria or interview process – 

Appendix 3. 

4. Supporting evidence  

• Can the redundancies be avoided by taking action at a wider 

organisational level? Give details of what options have been 

considered and why they have been rejected. 

• Confirm why the identified pool is appropriate. 

• Where there are more people within the pool than the required number of 

reductions i.e. a straightforward reduction in numbers confirm why the 

proposed selection criteria are appropriate. 

• The number of agency workers, where they are working and the type of work 

they are doing, where applicable. 

• Describe the impact the reductions may have elsewhere in the University. 

• Analysis of potential financial implications e.g. redundancy payments, staff costs 

of old and new structures etc. 
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5. Timescale for implementing organisational change 

• Provide a detailed timescale for implementing the organisational change 

with specific dates and details of steps followed including initial draft 

submission to UEB, consultation meetings with trade union 

representatives and meetings with affected staff. 

• Include information and dates pertaining to selection stages (e.g. 

competitive interviews, selection plans, ring-fence / matching / slotting 

process, notice periods, effective dates of redundancy, Appeal Hearings). 

Please refer to Appendix 4 for details of key actions and associated 

responsibilities. 

• The draft business case must be discussed with HR and central Finance 

before       submission to UEB. 
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16. Appendix 2 - Organisational Change Business Case 

 

Title:  

From: Name of lead manager(s) Date:  

NB – this document contains sections that will not be applicable to all scenarios. 

Text in italics should be either edited or deleted as necessary to meet the 

requirements of the organisational change. 

 
The business case must be discussed with the Chief People Officer and the Executive 

Director of Finance before submission to the University Executive Board for approval. 

 
The business case, once approved by UEB, will be shared with staff and unions. 

 
1. Introduction 

The introduction should include the context and proposal, reason, rationale and 

timescales for change. The reasons could include for example financial drivers which 

could result from reduced student numbers, course closure, efficiency, changes to 

technology, strategic direction etc. This is not an exhaustive list. 

 
2. Background 

This section should include an overview of the Faculty/Department in review, 

stakeholder engagement already undertaken, how proposed change supports 

delivery against the University Strategy and local plans. Consider adding link to 

University Strategy and link to Planning pages. Include all options considered as part 

of the review of the Faculty/Department, and other alternatives. 

Explain the measures you have taken to avoid the redundancies/restructure e.g. 

suspending recruitment, natural wastage, changes in working hours and patterns, 

reduce the use of overtime, reduce the use of agency staff, expenditure control, 

retraining, review of delivery models etc. 

 
3. Current Structure and Staffing 

Explain the current structure, staffing number details, brief outline of the work 

undertaken for the areas impacted by the proposed change, which details posts but 

not post holders. Include the current structure chart, and current job descriptions 

(attached as an appendix). Give total numbers of employees in the 

Faculty/Department (in the area impacted by the proposed change) by headcount, 

grade, job title and fte. The number of agency workers (in the area impacted), where 

they are working and the type of work they are doing, where applicable. 

 
4. Proposed Structure and Staffing 

Include an organisational structure chart which details posts but not post holders, 

attaching any new job descriptions which need to have been HERA graded. Clearly 

identify the reporting lines in the new structure. 

Identify any changes to the terms and conditions e.g. grade change, fte etc. 
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Provide a narrative around the changes and how this impacts on staff, this will include 

reductions in numbers, changes in grades. Methods to reduce redundancies should be 

outlined, this may include ringfencing/slotting, redeployment opportunities within the 

Faculty/Department/across the wider University, and whether Voluntary Redundancy 

would be considered. Detail whether this proposal is the first part of a staged process. 

This section may also outline interim provision being considered through the 

transition from one structure to another e.g. fixed term contracts. 

 
5. Selection Methods 

This section should outline the selection methods which will be used, which will be 

determined by the type of restructure e.g. deletion of posts and creation of new posts, 

or straightforward reduction  in staffing numbers. In the former case competitive 

interview is appropriate, and in the latter selection criteria will be applied. (This will be 

subject to union consultation.) 

NB Once union consultation has concluded the revised business case submitted to UEB 

for approval            must include the finalised selection criteria and supporting process. This 

will be the subject of union consultation. 

 
6. Financial Implications 

This section should describe the financial impact of your recommendation. This may 

also include a table summarising any savings or costs. Potential redundancy costs 

should be included in this section. 

Provide an overview of the context and background e g financial reasons 

If the reasons for the proposed reduction are financial, please give the financial 

background of the activity/project (please ensure it is clear how this relates to the 

Faculty/Department’s financial situation). 

 

What are the costs of employee reductions and the financial implications (e.g. 

costs/savings analysis, and where appropriate timescale for recovering costs)? 

Analysis of potential financial implications e g redundancy payments, staff costs of 

old and new structures etc. 

 
7. Risks Identified 

What would be the impact if no change were made? 

What are the associated risks to be considered in undertaking the proposed change 

e.g. reputational risk, resourcing issues, impact on student experience? 

Potential impact elsewhere in the University as a result of these changes? 
 

8. Equality Impact Assessment (Mandatory). Complete and attach as an 

appendix. This is a working document and will be reviewed and updated as the 

process progresses. 

 
9. Proposed Timeline 

Provide a detailed timescale for implementing the organisational change with specific 

dates and details of steps followed including initial draft submission to UEB, 
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consultation meetings with trade union representatives and affected staff. Include 

information and dates pertaining to possible redeployment stages (e.g. limited 

competition interviews, ring fence process, job matching, notice periods, effective 

dates of redundancy, Appeal Hearings etc). 

 
NB Timescales will need to be revised once Union consultation has concluded. 

10. Support for Staff 

Outline the support for staff that will be available to staff throughout the process to include: 

 
• Access to OH 

• EAP 

• Individual Faculty/Department arrangements (including briefings) etc 

 
11. Communications 

Effective Organisational change needs to be supported by a robust communications 

strategy. This section will provide an overview of the proposed communication plan 

to be adopted with all key stakeholders. 
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17. Appendix 3 - Selection criteria 

 
Each employee in a pool of employees at risk of redundancy in 

respect of whom selection criteria are to be applied shall be notified 

in writing of: 

• the relevant pool of affected employees 

• the total number of employees in the pool of affected employees 

• the total number of employees it is proposed to make redundant from that pool 

• the selection criteria to be used to determine which employees within the 

pool are to be dismissed by reason of redundancy 

• who will carry out the assessment of affected employees against the selection criteria 

• when the assessment of affected employees against those criteria will take place 

• the proposed arrangements for consulting individual 

employees within the  affected pool in respect of the 

application of the selection criteria to them 

 
Selection criteria may include matters relating to, but a not limited to: 

• skills 

• work experience 

• job knowledge 

• qualifications 

• training 

• standard of work 

• attendance record (absences relating to an employee’s 

disability or those that are pregnancy related will be 

discounted when this is used for selection criteria) 

• disciplinary record 

• Length of service will only be used as a criterion for a tie-break situation 
 

It is important that each member of the pool of employees is assessed 

against the same criteria. Criteria must, as far as possible, be both objective 

and capable of independent verification and must be discussed with the 

accredited employee representatives during the union consultation stage. 
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18. Appendix 4 - Key Actions and Associated Responsibilities 

 
In drawing up a timeline, it is often helpful to start with the proposed 

effective date of the change and work backwards. The following is an 

outline of key activities to be undertaken and relevant sequencing.  

Indicative timescales need to be incorporated. 

 
Note: actions marked with an * may not be required in every 

restructure involving redundancies. Further advice can be 

obtained from your HR Business Partner. 

 

Action Responsibility/Lead 

Preparation of business case (including Equality Impact 

Assessment, timeline, consideration of VR) 

Faculty/Department (supported 

by HRBP) 

Creation of new/revised Job Descriptions/Person 

Specifications* 

Faculty/Department 

HERA evaluation of new/revised roles* HR 

Adoption of selection criteria Faculty/Department (supported 

by HRBP/Legal) 

Provision of redundancy estimate for inclusion in business case HR 

Consideration of draft business case prior to submission to UEB HR and Finance 

Provision of information to Unions and draft business case Faculty/Department (supported 

by HRBP) 

Submission of Section 188 to Unions / HR1 to Secretary of 

State* 

Faculty/Department (supported 

by HRBP) 

Creation of communications / stakeholder plan to include: 

• arrangements for capturing feedback 

• FAQs 

• scheduling union/staff meetings 

Faculty/Department 

Creation of interview questions* Faculty/Department (supported 

by HR) 

Consultation meetings with Unions Faculty/Department (supported 

by HRBP) 

All staff meetings with provision of information and draft 

business case 

Faculty/Department (supported 

by HRBP) 
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Revised business case to UEB following union consultation 

period and staff feedback 

Faculty/Department (supported 

by HRBP) 

Training re: the use of selection panels and/or interview panels HR (supported by Legal) 

Application of selection method - selection panel or interview Faculty/Department (supported 

by HR) 

Individual consultation meetings and redeployment process Faculty/Department (supported 

by HR) 

Generation of letters re: provisional selection for redundancy 

(at risk); termination; contractual changes including alternative 

employment/redeployment 

HR 

Notice of termination of employment Dean/Head of Professional 

Service 

Appeals: management response Faculty/Department (supported 

by HR/Legal where appropriate) 

Implementation and transition phase Faculty/Department (supported 

by HR) 
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19. Appendix 5 – Other sources of information and support 

 
Employment Practice Team - employment-practice@port.ac.uk 

 

HR website www.port.ac.uk/departments/services/humanresources/ 
 

Policy and procedures www.port.ac.uk/accesstoinformation/policies/ 
 

Occupational Health Service – 023 9284 3187 

www.port.ac.uk/occupationalhealthservice/ 

 
 

Staff mental health and wellbeing support - www.togetherall.com 

 

Trade unions – UCU and Unison 

http://ucu.port.ac.uk/   or   

www.ucu.org.uk/ 

www.port.ac.uk/unison/ or   

www.unison.org.uk/ 

 

ACAS www.acas.co.uk 
 

Pensions 

• Teachers Pension Scheme: www.teacherspensions.co.uk/ 

• Local Government Pension Scheme: www3.hants.gov.uk/finance/pensions 

• NHS Pension Scheme: www.nhsbsa.nhs.uk/pensions 

• HR Pensions pages: 

www.port.ac.uk/intranet/humanresources/payandrewardincludingpensions

/pensions/

mailto:employment-practice@port.ac.uk
http://www.port.ac.uk/departments/services/humanresources/
http://www.port.ac.uk/accesstoinformation/policies/
http://www.port.ac.uk/occupationalhealthservice/
http://www.togetherall.com/
http://ucu.port.ac.uk/
http://www.ucu.org.uk/
http://www.port.ac.uk/unison/
http://www.unison.org.uk/
http://www.acas.co.uk/index.aspx?articleid=1461
http://www.teacherspensions.co.uk/
http://www3.hants.gov.uk/finance/pensions
http://www.nhsbsa.nhs.uk/pensions
http://www.port.ac.uk/intranet/humanresources/payandrewardincludingpensions/pensions/
http://www.port.ac.uk/intranet/humanresources/payandrewardincludingpensions/pensions/
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