
 

 

CLACKMANNANSHIRE COUNCIL 

Report to Partnership and Performance Committee 

 Date of Meeting: 11 March 2021 

Subject: HR Policies  

Report by: Strategic Director Partnership & Performance 

1.0 Purpose 

1.1. This paper seeks Committee approval of the following revised policies: 

 
 Equality, Diversity & Inclusion   
 Casual Workers  
 Organisational Change  
 Recruitment  
 Severance 

 
Recommendations: 

Committee is asked to: 

1.2. Challenge and comment on the paper as appropriate. 

1.3. Approve, subject to formal approval by Council, the revised policies which 
are attached at Appendix 1.  

1.4. Note that the Policy group met on 11 August, 8 September and 29 September 
2020 where extensive discussions took place with both Trade Unions and 
Management in the review and/or development of these policies. 

1.5. Note that on 9 December 2020 the Tripartite agreed that these policies be 
presented to the Partnership and Performance Committee for its 
consideration. 

2.0 Considerations 

2.1. HR and Workforce Development continues, as part of its rolling programme, 
to review, update existing policies as well as developing new policies and 
procedures related to HR, H&S, OD and Payroll. 

 

THIS PAPER RELATES TO 
ITEM 8 

ON THE AGENDA 
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2.2. In order to ensure collaborative and partnership working the Council’s policy 
group meet regularly to review and agree new/revised policies and 
procedures.  

2.3.  Our new Equality, Diversity & Inclusion Policy outlines the responsibilities on 
all employees to ensure every Council member of staff and every Council 
user will be treated fairly and without prejudice and no one will receive less 
favourable treatment or be discriminated against.  

2.4. The Casual Workers policy  provides information to managers, staff and 
workers on the use of casual workers and when it is appropriate to recruit on 
this basis. This policy has been reviewed and updated as part of the HR 
review cycle.  

2.5. The Organisational Change policy  sets out the Council's approach to 
managing the impacts on staff arising from organisational change, for 
example service redesigns, and has been updated to ensure continued 
compliance with employment legislation.  This policy has been reviewed as 
part of the HR review cycle.  

2.6. The Recruitment & Selection policy aims to provide a clear framework for all 
employees involved in the recruitment and selection of staff to follow, and 
which    will ensure that those recruited to the Council embody the vision and 
values of the organisation. This policy has been reviewed and updated as part 
of the HR review cycle.  

2.7. The Severance policy sets out the mechanisms which will be used should    
there be a requirement to reduce the Council establishment. This policy has 
been reviewed and updated as part of the HR review cycle. 

3 Sustainability Implications 

3.1 None 

4 Resource Implications 

Financial Details 

4.1 N/A 

Staffing 

4.2 TUs have been consulted in the development of the policies and procedures. 

5 Exempt Reports 

5.1 Is this report exempt?      Yes   (please detail the reasons for exemption below)   No 
  

6.0 Declarations 
 
The recommendations contained within this report support or implement our 
Corporate Priorities and Council Policies. 
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(1) Our Priorities (Please double click on the check box ) 

Clackmannanshire will be attractive to businesses & people and  
ensure fair opportunities for all    
Our families; children and young people will have the best possible 
start in life   
Women and girls will be confident and aspirational, and achieve 
their full potential   
Our communities will be resilient and empowered so 
that they can thrive and flourish   

(2) Council Policies  (Please detail) 

7.0 Equalities Impact 

7.1 Have you undertaken the required equalities impact assessment to ensure 
that no groups are adversely affected by the recommendations?  
 Yes      No  

8.0 Legality 

8.1 It has been confirmed that in adopting the recommendations contained in this 
 report, the Council is acting within its legal powers.   Yes   
  

9.0 Appendices  

9.1 Please list any appendices attached to this report.  If there are no appendices, 
please state "none". 

Appendix 1 – following procedures 
 Equality, Diversity & Inclusion  
 Casual Workers  
 Organisational Change  
 Recruitment  
 Severance 

Appendix 2 -  

EQIAs  

10.0 Background Papers  

10.1 Have you used other documents to compile your report?  (All documents must be 
kept available by the author for public inspection for four years from the date of meeting at 
which the report is considered)   

  
Yes   (please list the documents below)   No  
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EQUALITY, DIVERSITY AND INCLUSION POLICY 

 

1 Introduction 

 

1.1 Clackmannanshire Council is committed to Equality, Diversity and 

Inclusion. It is the Council’s policy that there should be no unlawful 

discrimination against employees or any job applicant because of 

‘protected characteristics’, as outlined in the Equality Act 2010. These 

characteristics are age, disability, gender reassignment, marriage or 

civil partnership, pregnancy or maternity, race, religion or belief, sex or 

sexual orientation. 

1.2 As an employer the Council has a duty of care to protect and support 

all staff and is legally responsible for acts of discrimination, 

harassment and victimisation carried out by employees in the course 

of their employment. 

1.3 The Council commits to creating an environment free of bullying, 

harassment, victimisation and discrimination, promoting dignity and 

respect for all, and where individual differences and the contributions 

of all employees are recognised and valued.  

 

2  Scope 

2.1 This policy applies to all Council users both internally and externally 
(i.e. staff, casual workers, contractors, agency workers, Elected 
Members and visitors). 

2.2 It applies to all terms and conditions of employment, including rates of 
pay. See Appendix 1 for further information. 

 

3  Policy Statement 

All Council staff and Council users will be treated fairly and without prejudice 
and no one will receive less favourable treatment or be discriminated against. 

It is the Council’s policy to provide equality to all,  irrespective of the protected 
characteristics outlined within the Equality Act 2010. 
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See Appendix  2 for further information on the protected characteristics. 

See Appendix 3 for definitions of discrimination. 

4  Legislation 
 

4.1 The Council’s policy on Equality, Diversity and Inclusion is informed 

by its Statutory Duties as a Public Body and relevant legislation 

including the Equality Act 2010, the Human Rights Act 1998, 

Protection from Harassment Act 1997, Scotland Act 1998 and 

relevant Scottish Hate Crime Legislation. Appendix 2 provides further 

detail on this. 

5  Responsibility of all Employees: 

5.1 To help create and maintain an environment free from bullying, 

harassment, victimisation or discrimination and to behave 

professionally towards others. 

5.2 Promote positive non-discriminatory behaviour. 

5.3  To behave appropriately and treat others with respect and dignity at 

all times. This also applies to work related trips or events, including 

social events. 

5.4 Must not use social media to harass, bully or unlawfully discriminate 

against staff or third parties, both inside and outside of the workplace. 

5.5 Should be aware of the potential impact of their behaviour on other 

people. 

5.6 Be aware that a breach of this policy will be investigated under the 

Council’s Disciplinary Policy and Procedure. 

5.7 Make their manager aware of any suspected discriminatory acts of 

practices. 
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5.8 Have the option to raise concerns through the Dignity at Work 

Procedure, available on Connect. 

5.9   Should advise their line manager (or another manager if the issue 

relates to their line manager) if someone’s behaviour towards them or 

another person or people causes concern. 

6   Line Managers: 

In addition to the above, have particular responsibilities for: 

6.1 Familiarising themselves with, and understanding this policy, and 

associated Dignity at Work Policy and Procedures, and ensure that 

their staff have read and understood this policy. 

6.2 Being a role model for others and ensuring they treat people with 

dignity and respect. 

6.3 Being prepared to challenge and deal promptly with those who act in 

breach of the standards set in this policy. 

6.4 Taking appropriate action to protect employees from harassment and 

intimidation by members of the public. 

6.5 Ensuring that employees in their teams receive and undertake 

appropriate training. 

6.6 Treating allegations sensitively and, as far as possible, maintaining 

confidentiality when concerns are raised with them. 

6.7 Promoting objective decision making in all areas based on merit and 

performance 

6.8  Where providing information is involved, take steps to make sure that 

the information is provided in an accessible format. For example, a 

manual worker asks for the health and safety rules to be recorded 
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onto an audio CD and given to them because they cannot read. This 

is likely to be a reasonable adjustment to make. 

7   Human Resources: 

7.1 Will undertake Equality Impact Assessments for all staff policies and 

procedures to ensure that they are free from bias and discrimination. 

7.2 Remove barriers in order to maximise recruitment, selection, 

participation and retention of staff. 

7.3 Provide equality and diversity training for staff and managers. 

7.4 Provide advice on the application and implementation of policies and 

procedures.  

7.5 Will monitor the effectiveness of the policy on an ongoing basis. 

Revisions and updates will be implemented by the Council following, if 

appropriate, consultation with recognised Trade Unions. 
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Equality and Fairer Scotland Impact Assessment - Screening  
 
 
Title of Policy: Equality & Diversity 

Service: Partnership & Performance 

Team: HR 
 

Will the policy have to go to Council or committee for approval Yes 

Is it a major policy, significantly affecting how functions are delivered? No 

Does it relate to functions that previous involvement activities have identified as being 
important to particular protected groups? Yes 

Does it relate to an area where the Council has set equality outcomes? Yes 

Does it relate to an area where there are known inequalities?  No 

Does it relate to a policy where there is significant potential for reducing inequalities or 
improving outcomes?  Yes 

 
IF YES TO ANY - Move on to an Equality & Fairer Scotland Assessment 

 
IF NO - Explain why an Equality & Fairer Scotland Assessment is not required 

 

 
APPROVAL 

NAME DESIGNATION DATE 

   

 
NB This screening exercise is not to be treated as an assessment of impact and therefore does not need to 
be published. However, if you decide not to assess the impact of any policy, you will have to be able to 
explain your decision. To do this, you should keep a full record of how you reached your decision. 
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Equality and Fairer Scotland Impact Assessment - Scoping  

 
Purpose of the proposed policy or changes to established policy 

To develop an Equality & Diversity Policy to ensure that staff are aware of the standards required for 
ensuring a fair and consistent approach in line with legislation and good practice and provide 
information on how to deal with related issues in the workplace. 

Which aspects of the policy are particularly relevant to each element of the Council’s 
responsibilities in relation to the General Equality Duty and the Fairer Scotland Duty? 

General Equality Duty - 

 Eliminating unlawful discrimination, harassment and victimisation and other prohibited 
conduct  

The provision of the Equality & Diversity Policy should assist with the elimination of discrimination for 
protected characteristics, as individuals who have a protected characteristic have a mechanism to 
support them.  On application forms we don’t ask for information in relation to all the protected 
characteristics, unless the candidates wish to disclose a disability which would allow any necessary 
supports to be put in place at interview, or for them to be considered for interview, if they meet the 
essential criteria. We would only ask for gender /ethnicity to be disclosed is where it is an occupational 
requirement for the post. 
 Advancing equality of opportunity between people who share a relevant protected 

characteristic and those who do not 

Having due regard for advancing equality involves removing or minimising disadvantages suffered by 
people due to protected characteristics. The policy sets out guidance which will enable individuals to 
raise concerns, should they feel they or others have been/are being disadvantaged. It ensures all 
employees, whether within a protected group or not,  have a mechanism to raise concerns. 

 Fostering good relations between people who share a protected characteristic and those 
who do not. 

This element of the Duty is more relevant to the Council’s role as service provider, and there is 
relatively limited direct relevance to this particular procedure.  

Fairer Scotland Duty - 

 Reducing inequalities of outcome caused by socioeconomic disadvantage 

This procedure could assist with the retention of staff, given that they can see that the organisation 
aims to ensure employees are treated in a fair and consistent way.  
 
Levels of socioeconomic disadvantage are also more frequent for other protected groups including 
lone parents who are predominantly female and Black, Asian and Minority Ethnic (BAME) groups.  
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To which of the equality groups is the policy relevant? 

Protected 
Characteristic 

Yes/No* Explanation 

Age 
 
 
 

Yes Application forms no longer ask candidates age unless the vacancy 
is for an apprentice, where the date of birth is relevant. Profiles are 
written in such a way that years of experience are not specified and 
qualifications include equivalents to ensure recruitment doesn’t 
exclude people who obtained qualifications at different times. 
 

Disability 
 
 
 

Yes Staff data shows a relatively high “Prefer Not to Say” response in 
relation to disclosure of a disability (36.8%). At a national level, it is 
estimated that 1 in 10 people who are economically active have a 
disability or long term health condition. * 
 
It is hoped that the policy would encourage disclosure by staff if they 
have a disability, in order that appropriate supports can be put in 
place.  The Council is compliant with the Disability Confident 
Scheme. 
 

Gender 
Reassignment 
 
 
 

Yes This characteristic is as relevant as the others , ie individuals could 
raise any concerns through their manager or the Dignity at Work 
Procedure. 

Marriage and civil 
partnership 

 

Yes This characteristic is as relevant as the others, ie individuals could 
raise any concerns through their manager or the Dignity at Work 
Procedure. 

Pregnancy and 
Maternity  
 
 

Yes  
Family Friendly Procedures will be kept up to date and in line with 
legislation. 

Race Yes It can be noted that 0.8% of staff have indicated that they are 
BAME.  This characteristic is as relevant as the others in that  
individuals will be included in shortlisting if they meet the essential 
criteria Shortlisting managers do not have access to this 
information. 
 

Religion and Belief  
 
 
 

Yes It can be noted that 3.46% of staff indicated that they affiliate with a 
minority religion.  This characteristic is as relevant as the others in 
that individuals will be included in shortlisting if they meet the 
essential criteria. Shortlisting managers do not have access to this 
information. 

Sex 
 
 
 

Yes This characteristic is as relevant as others but other elements could 
impact from a gender perspective, such as individuals working part-
time for example, as in Scotland 86.9% of men in employment are 
in full time employment compared to 57.5% of women.  
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* Delete as required 
 
What evidence is already available about the needs of relevant groups, and 
where are the gaps in evidence? 
 

 
Reference has been made to staff equality data from itrent (as at 31.12.2019).  
 
In line with the Retention Schedule equal opportunity information on recruitment is only held for a 
period of 6 months.  
 
 

Which equality groups and communities might it be helpful to involve in the development of 
the policy? 

Trade Unions will be involved in the review of the draft policy at policy group. Discussion will take 
place at policy group on the content or the policy procedure and suggested amendments/additions will 
be agreed collectively.  

Next steps 

The Council will take steps to ensure that this policy is managed appropriately by managers. Advice 
and support will be provided to managers from HR Business Partners on the application of the 
procedure.  
 
Enabling managers to be confident and comfortable in managing some of the concerns that can be 
raised in relation to equality and diversity, ensuring that staff are trained. 

  

Sexual Orientation 
 

Yes This characteristic is as relevant as the others in that individuals 
could raise any concerns through the Dignity at Work Procedure. 
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Equality and Fairer Scotland Impact Assessment - Decision  
 
 
Evidence findings 

The evidence highlights that the introduction of this policy/procedure may have a positive impact on 
protected groups 
 
There are no evidence findings to suggest that any of the protected characteristics more than others is 
the reason for Dignity at Work complaints being raised.  
 
The overall commitment to support employees with particular characteristics should assist the Council 
in demonstrating that it has paid due regard to the General Equality Duty 
 
Details of engagement undertaken and feedback received 

This Procedure has been developed in consultation with recognised trade unions who, along with 
Council Management, form the Council’s Policy Group. In addition the policy/procedure will be 
considered by Tripartite (Elected Members, Unions and Management) It will  also be reviewed, and 
hopefully formally adopted, by  the Partnership and Performance Committee on behalf of the Council. 

Decision/recommendation 

Having considered the potential or actual impacts of this policy, the following decision/ 
recommendation is made: 
 
Tick 
 

 

Option 1: No major change  
The assessment demonstrates that the policy is robust. The evidence shows no potential for 
unlawful discrimination and that all opportunities have been taken to advance equality of 
opportunity and foster good relations, subject to continuing monitoring and review. 

 Option 2: Adjust the policy – this involves taking steps to remove any barriers, to better 
advance equality or to foster good relations. It may be possible to remove or change the aspect 
of the policy that creates any negative or unwanted impact, or to introduce additional measures 
to reduce or mitigate any potential negative impact. 

 Option 3: Continue the policy – this means adopting or continuing with the policy, despite the 
potential for adverse impact. The justification should clearly set out how this decision is 
compatible with the Council’s obligations under the duty. 

 Option 4: Stop and remove the policy – if there are adverse effects that are not justified and 
cannot be mitigated, consideration should be given to stopping the policy altogether. If a policy 
leads to unlawful discrimination it should be removed or changed.  

Justification for decision 

This assessment finds no indication that the procedure will unlawfully discriminate against protected 
groups, and that a systematic approach has been taken to ensure that the procedure does not 
discriminate and takes into account the diverse needs and circumstances of individuals. 

APPROVAL 

NAME DESIGNATION DATE 
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DOCUMENT CONTROL SHEET:  
 
Key Information: 
 

Title: Casual Workers Policy & Procedure 
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Date Effective From: May 2018  
Version Number: 0.3 
Document Type: Policy/Procedure  
Document Status: Final 
Author: Claire McHardy  
Owner: Human Resources 
Approver: Council 
Approved by and Date: Council May 2018  
Contact Human Resources 
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Tripartite 9 December 2020 5.0 
P&P   
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CASUAL WORKERS 

 

1. Policy Statement 

1.1. Casual workers are recruited to meet the specific needs of the organisation 

and are required to support and maintain effective service provision.  The 

Council recognises the need to use casual workers to provide an element of 

flexibility within the workforce enabling a smooth delivery of services. 

 

2. Introduction 

2.1. This policy provides information to managers, staff and workers on the use of 

casual workers and when it is appropriate to recruit on this basis. 

2.2. Line managers are responsible for the recruitment of casual workers 

providing prior approval has been given in line with the recruitment and 

selection policy. 

  

3. Principles and Definitions 

3.1. This policy provides guidance for management on the appropriate use of 

casual workers. 

3.2. A casual worker is defined as an individual who works occasional and 

irregular hours on an as-required basis. 

3.3. A casual worker does not have a contract of employment and there is no 

obligation on the Council to offer work and no obligation on the casual worker 

to accept any work offered. 

3.4. The casual worker must not work regular shift patterns.  If a casual worker is 

used regularly or can demonstrate he/she can rely on the availability of work 

or can demonstrate the Council expects him/her to be available for work 

there is a risk an employment contract will develop by default. 

3.5. Line managers must ensure the use of casual workers is carefully monitored. 

Each time work is offered and accepted this is a new period of casual work. 

The worker will not be entitled to a written statement or any period of notice. 

3.6. Casual workers must not be expected to work in an unfamiliar or hazardous 

environment unless they have received sufficient information, instruction or 
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training to enable them to carry out their duties without risk to their own 

health and safety or that of their colleagues and others.   

 

4. Scope 

4.1.  This policy applies to the engagement and use of all casual workers within 

the Council.  For supply teaching, the Council will refer to the SNCT guidance. 

 

5. Recruitment Process 

5.1. Casual workers will be appointed in accordance with the Council's 

recruitment and selection process (please refer to the recruitment and 

selection procedure for further guidance). 

5.2. They are recruited into a pool of casual workers and are required to go 

through all necessary checks including proof of eligibility; medical check; 

references; copy of qualifications if relevant; Disclosure/PVG if appropriate to 

the role and registration with a professional body if required.  Once all checks 

have been verified, a new start form must be completed. 

5.3. On the first day of the assignment the line manager responsible for the 

casual worker should ensure the relevant induction is completed and must 

ensure relevant training for the post is planned and carried out effectively.  

Any periods of work will be paid through the submission of a time sheet to 

Payroll. 

5.4. Casual workers will be eligible to apply for internal vacancies.  If appropriate 

the necessary employment checks may need to be undertaken again, (your 

relevant service HR Business Partner will advise accordingly). 

 

6. Appointing a Casual Worker 

6.1. Casual workers covering salaried posts will be placed on the first spinal 

column point (SCP) for the grade of the post being covered.  Casual workers 

covering hourly paid posts will be paid the basic rate for the position.  

Increments will be paid where appropriate. 
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6.2. Once the recruitment process is complete, a letter detailing working 

arrangements will be sent to the casual worker to confirm the relevant 

conditions associated with being offered casual work. 

 

7. Casual Worker Responsibility 

7.1.  The casual worker is responsible for the completion of their timesheet and 

submitting this to their line manager for authorisation in time to meet payroll 

deadlines.  All workers regardless of status are required to comply with all 

policies and procedures and undertake the necessary training required to 

perform their duties.   

7.2. Workers are responsible for complying with the Working Time Regulations 

including work undertaken with other employers.   

 

8. Casual Workers List 

8.1.  The line manager will be responsible for ensuring they hold an up-to-date list 

of the casual workers within their service area.   

8.2. This will record:  

 the casual workers' name and contact details;  
 recruitment checks undertaken prior to commencement of post;  
 type of work the worker was recruited to undertake;  
 specific skills, knowledge and training required;  
 location(s) where the casual worker is willing to undertake work;  
 availability for work;  
 periods of casual work undertaken; 
 paperwork/documentation completed in relation to appointment;  
 offers of casual work rejected and reasons for rejection;  
 registration/qualification checks where appropriate. 

8.3. In services where casual cover is required at short notice, it is recommended 

that appropriate managers are able to access the casual worker list directly in 

order to arrange cover out with normal working hours.  The list must be kept 

up-to-date with relevant details.  If a casual worker agrees to do short term 

work but is unable to fulfil this obligation on a particular day they must not be 

treated less favourably because of this and will still be considered for future 

casual work.  It is acceptable for casual work to be arranged verbally over the 
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phone or at a face-to-face meeting.  Allocation of shifts/available hours 

should be made, where appropriate, on a rotational basis.  Continuous 

periods of casual work must not last longer than 8 weeks. 

8.4. Casual workers should only be used when cover cannot be provided utilising 

existing resources to maintain service provision.  Managers must ensure 

sufficient budget provisions are available to pay for casual workers before 

arranging cover.  The list of casual workers within each service area will be 

reviewed by managers on an annual basis as well as establishing casual 

worker availability for the next 12 months. 

 

9. Monitoring and Reporting 

9.1. The hours of work and frequency of use of casuals must be closely 

monitored by managers on an 8-week basis to ensure work is undertaken on 

an ad-hoc basis.  Regular patterns or continuous work must not occur. 

9.2. Where a casual worker has been used continuously for more than 8 weeks 

an evaluation of the service needs to be made by the manager to determine 

whether the work is truly casual.  Reports will be generated from the iTrent to 

highlight the over use of casual workers. 

9.3. If there is an ongoing recruitment requirement or if the placement is expected 

to be on a long-term basis, a temporary, fixed term or permanent contract 

may be offered providing prior completion of a business case and approval 

by SLG. 

9.4. A change form must be completed confirming the period of temporary 

appointment, in line with the fixed term and temporary workers policy.  When 

the need for the temporary appointment ceases, a change form must be 

completed confirming the worker has transferred back to casual status.  

Continuous service must be broken by a break in service of at least one week 

(which must include at least two Sundays). 

9.5. Casual Workers are expected to conduct themselves appropriately when 

undertaking work for the Council. 

9.6. Casual workers should also be monitored in relation to their conduct and 

performance whilst working with the organisation. 
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9.7. Casual workers will have access to and must comply with the Council's 

policies and procedures. Further advice can be sought from your service HR 

Business Partner if required. 

 

10. Sickness 

10.1.  Casual workers may if the qualifying conditions governing the payment of 

statutory sick pay (SSP) are met, be paid SSP, if they have earned enough.  

  

11. Annual Leave 

11.1. Casual workers will be entitled to annual leave based on hours worked.  

Annual leave will be calculated by Payroll using the payroll excel formulae 

and paid on a quarterly basis. 

 

12. Pension 

12.1.  Where an individual becomes a qualifying worker they will be automatically 

enrolled into the relevant pension scheme and deductions taken from 

salary. 

 

13. Continuous Service 

13.1.  Casual work does not count towards continuous service.  Some casual 

workers accept work frequently however this does not make an individual 

an employee and this does not count towards service. 

13.2. Ex-employees engaged as casual workers should have a break in service 

of at least one week (which must include at least 2 Sundays) to ensure 

there is no continuity of service and the employment rights and service 

related benefits do not carry over into the casual work period. 

 

14. Financial Control 

14.1.  Services must identify in conjunction with finance services at the start of 

the financial year the estimated cost of casual workers over the coming 

year. 
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15. Termination of Casual Workers 

15.1.  Any individual no longer wishing to be considered for casual work should 

notify their line manager of this in writing.  Termination may be considered 

when a casual worker has not been available for a 12 month period 

however before terminating a casual worker, advice must be sought from 

the relevant Business Partner.  Casual workers are not subject to notice.  

Leaver details must be completed on iTrent by the line manager. 

15.2. Where the short term requirement ceases, the casual worker will be 

informed they are no longer needed, notice is not required.  They will be 

asked to confirm whether or not they wish to remain on the casual list in 

order to be contacted for future work should it arise. 

 

16. Processing of Personal Data  

16.1 The Council processes personal data collected as part of the Casual 

Workers Procedure in accordance with its data protection policy. In 

particular, data collected as part of this process is held securely and 

accessed by, and disclosed to, individuals only for the purposes necessary 

to action and manage this procedure.  

 

17. Monitoring and Review 

17.1  Both HR and Trade Union Representatives shall monitor the effectiveness of the 

procedure on an ongoing basis. Changes may result from employee, management 

and union feedback and/or from changes in employment legislation. Revisions and 

updates will be implemented by the Council following consultation with recognised 

Trade Unions.  
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Policy Name Casual Workers 

Department HR 

Policy Lead HR 

Equality Impact Assessment 

Stage 1 EQIA completed  

Stage 2 EQIA completed  

* In no please provide rationale 

Policy applies equally to all casual workers and does not negatively impact on 

any group which falls within any of the 9 protected characteristics. 

Date Approved  

Review Date  
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Equality and Fairer Scotland Impact Assessment - Screening  
 
 
Title of Policy: Casual Workers Procedure 

Service: Partnership & Performance 

Team: Human Resources & Workforce Development 
 

Will the policy have to go to Council or committee for approval Yes/No 

Is it a major policy, significantly affecting how functions are delivered? Yes/No 

Does it relate to functions that previous involvement activities have identified as being 
important to particular protected groups? Yes/No 

Does it relate to an area where the Council has set equality outcomes? Yes/No 

Does it relate to an area where there are known inequalities?  Yes/No 

Does it relate to a policy where there is significant potential for reducing inequalities or 
improving outcomes?  Yes/No 

 
IF YES TO ANY - Move on to an Equality & Fairer Scotland Assessment 

 
IF NO - Explain why an Equality & Fairer Scotland Assessment is not required 

 

 
APPROVAL 

NAME DESIGNATION DATE 

   

 
NB This screening exercise is not to be treated as an assessment of impact and therefore does not need to 
be published. However, if you decide not to assess the impact of any policy, you will have to be able to 
explain your decision. To do this, you should keep a full record of how you reached your decision. 
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Equality and Fairer Scotland Impact Assessment - Scoping  

 
Purpose of the proposed policy or changes to established policy 

The Casual Workers Procedure has been reviewed in line with the policy schedule.  No amendments 
were made to the established procedure. 

Which aspects of the policy are particularly relevant to each element of the Council’s 
responsibilities in relation to the General Equality Duty and the Fairer Scotland Duty? 

General Equality Duty - 

 Eliminating unlawful discrimination, harassment and victimisation and other prohibited 
conduct  

Casual workers are recruited to meet the specific needs of the organisation and are required 
to support and maintain effective service provision.   
 
This policy applies to the engagement and use of all casual workers within the Council.  For 
supply teaching, the Council will refer to the SNCT guidance.  

 Advancing equality of opportunity between people who share a relevant protected 
characteristic and those who do not 

Having due regard for advancing equality involves removing or minimising disadvantages suffered by 
people due to their protected characteristics. The Council’s casual procedure will assist with 
minimising disadvantages for employees who share protected characteristics. 

 Fostering good relations between people who share a protected characteristic and those 
who do not. 

This element of the Duty is more relevant to the Council’s role as service provider, and there is 
relatively limited direct relevance to this particular procedure. 

Fairer Scotland Duty - 

 Reducing inequalities of outcome caused by socioeconomic disadvantage 
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* Delete as required 

To which of the equality groups is the policy relevant? 

Protected 
Characteristic 

Yes/No* Explanation 

Age 
 
 
 

Yes/No  

Disability 
 
 
 

Yes/No  

Gender 
Reassignment 
 
 
 

Yes/No  

Marriage and civil 
partnership 

 

Yes/No  

Pregnancy and 
Maternity  
 
 

Yes/No  

Race Yes/No  

Religion and Belief  
 
 
 

Yes/No  

Sex 
 
 
 

Yes/No  

Sexual Orientation 
 

Yes/No  
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What evidence is already available about the needs of relevant groups, and 
where are the gaps in evidence? 
 

Both HR and Trade Union Representatives shall monitor the effectiveness of the procedure on an 
ongoing basis. Changes may result from employee, management and union feedback and/or from 
changes in employment legislation. 
 

Which equality groups and communities might it be helpful to involve in the development of 
the policy? 

A policy group comprising union representatives, management and HR considers all new policies or 
updates to existing policies.  Discussions will take place at policy group on the content of the policy / 
procedure and suggested amendments / additions will be agreed collectively.  HR will have ownership 
of the policy but managers will be responsible for delivering and ensuring consistency of approach in 
partnership with the HR Business Partner. 

Next steps 

The Council will take steps to ensure that this Procedure is applied fairly. These steps will include: 
 

 Raising awareness with managers through policy briefings / communication in line with 
procedure 

 In addition, ongoing advice, guidance and support will be provided from Service HR Business 
Partners on the application of the procedure. 

 Monitoring data relating to the implementation of this procedure 
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Equality and Fairer Scotland Impact Assessment - Decision  
 
 
Evidence findings 

The overall commitment to support employees should assist the Council in demonstrating that it has 
paid due regard to the General Equality Duty. 

Details of engagement undertaken and feedback received 

This Procedure has been developed in consultation with recognised trade unions who along with 
Council Management, form the Council’s Policy Group. In addition the procedure will be considered by 
Tripartite (Elected Members, Unions and Management) It will also be reviewed, and hopefully formally 
adopted, by the Partnership and Performance Committee on behalf of the Council. 

Decision/recommendation 

Having considered the potential or actual impacts of this policy, the following decision/ 
recommendation is made: 
 
Tick 
 

Option 1: No major change  
The assessment demonstrates that the policy is robust. The evidence shows no potential for 
unlawful discrimination and that all opportunities have been taken to advance equality of 
opportunity and foster good relations, subject to continuing monitoring and review. 

 Option 2: Adjust the policy – this involves taking steps to remove any barriers, to better 
advance equality or to foster good relations. It may be possible to remove or change the aspect 
of the policy that creates any negative or unwanted impact, or to introduce additional measures 
to reduce or mitigate any potential negative impact. 

 Option 3: Continue the policy – this means adopting or continuing with the policy, despite the 
potential for adverse impact. The justification should clearly set out how this decision is 
compatible with the Council’s obligations under the duty. 

 Option 4: Stop and remove the policy – if there are adverse effects that are not justified and 
cannot be mitigated, consideration should be given to stopping the policy altogether. If a policy 
leads to unlawful discrimination it should be removed or changed.  

Justification for decision 

 

APPROVAL 

NAME DESIGNATION DATE 

   

 

120



 

 

 

 

 

 

 

 

Organisational Change 

2020 

 

 

121



 

2 

 

ORGANISATIONAL CHANGE 

 

1.   Introduction 

1.1.  This procedure is one of the key tools that supports the Council's strategic 

workforce plan  and should be read in conjunction with it.   

1.2.  The Council recognises the importance to its staff of security of employment 

and seeks wherever possible to minimise the impact of organisational change, 

including redundancies, on its employees by followingfair and open 

procedures to implement change. 

1.3.  This procedure sets out the Council's approach to managing the impacts on 

staff arising from organisation change. 

1.4.  The Council will consult, at the earliest opportunity, with recognised trade 

unions in line with the agreed consultation process. 

1.5.  Individual consultation will be held with employees on changes to their job 

description/role and/or changes to workplace or working methods which are 

needed to achieve organisational change. 

1.6.  This procedure should be read in conjunction with the Councils procedures 

on: 

 Redeployment; 

 Severance 

 

1.7.  This procedure does not apply where the change involves the transfer of staff 

under TUPE regulations.  

 

2. Consultation Process 

2.1.  Managers must consult fully at the earliest opportunity with recognised trade 

unions when organisational change is being considered. This includes a 

restructure of a service and/or team, reducing or stopping a service, or 

provision through a different model.  
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2.2.  "At the earliest opportunity" means starting full and meaningful consultation 

whilst proposals are still are the formative stages.  It may be that some of the 

detailed information is not available at the outset when consultation begins,  

however, the information must be issued to the trades unions when it does 

become available.  

2.3.  Consultation must comply with any statutory requirements placed on the 

Council in circumstances where there may be potential redundancies or 

TUPE transfers. 

2.4.  The Councils Severance Policy outlines the timeframes and requirements for 

consultation.. 

2.5.  The Trade Union and Management Meeting is part of the Council’s 

consultative framework and provides opportunity to enable effective 

discussions between  Trade Union colleagues and Council Management on 

employment issues. This meeting enables  managers to formally present 

their initial service redesign proposals for consultation. Following on from that 

meeting, managers will then engage in detailed discussions with the relevant 

Trade Union representatives and staff. 

2.6.  The length of the consultation process period will vary depending on the 

particular circumstances, but must be reasonable given the nature of the 

changes being considered and should include: 

 Information on the  rationale that prompts the change being proposed; 

 Identification of the number of possible posts 'at risk' of redundancy; if 

any. 

 Provide recognised trade unions with sufficient time to consider the 

proposals andconsult members; 

 Trade unions and affected employees must  have meaningful 

consultation; 

 Trade unions and employees must have reasonable time to put forward 

any alternative proposals. 

 Consider fully any formal responses received from trade unions. 

2.7.  A formal record of the discussion and manager responses to all 

representations must be retained and shared with the trades unionsParties 

must be mindful of the roles and responsibilities which they have within this 
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process. There must be mutual respect for the views and opinions expressed 

and all information shared must be dealt with sensitively and confidentiality 

maintained at all times. 

2.8.  On conclusion of the consultation process a final paper will be tabled at the 

Trade Union and Management Meeting. 

 

3.   Supporting Staff 

3.1.  Managers should keep employees informed throughout the process.  

Uncertainty can increase levels of anxiety and staff will be provided with 

information to access counselling/support services.  

3.2.  Strategic Directors and Senior Managers should liaise with their HR Business 

Partner and TU representatives at the earliest opportunity and at the 

discussion stage when considering any organisation changes, to ensure that 

that they are advised as to potential staff implications, how these may be able 

to be minimised or managed appropriately, and ensure they adhere to 

employment law at all times as they are supported through the restructuring 

process. 

 

4.   Consultation on changes to job role 

4.1.  Job roles naturally evolve over time and job profiles are not intended to be 

static in nature. However, at times employee’s jobs may change because the 

job has evolved or there has been a change within the service structure to act 

as a driver for change, as a result of new technology or to meet new service 

needs.   

4.2.  In these circumstances managers should: 

 Discuss with the employee any proposed change to the job description; 

 Invite the employee to give their views either in writing or at a meeting; 

 Ensure that evaluation is undertaken by the Council’s trained analysts 

where changes are made that impact on one or more of the job factors  

Provide support and training if it is necessary to help the employee 

deal with the changes to the post; 
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 Provide, once consultation is concluded, a copy of the revised job 

description and write to the employee confirming the date when the 

revised duties will take place; 

 Take account of Equalities legislation during the process of job 

redesign. 

 

5.   Appointment to a new staffing structure 

5.1.  Where changes to staffing structures are required as a result of 

organisational change, the movement of staff from the old to the new 

structure should be achieved as effectively as possible through the 

identification of job matches, slotting in and ring fenced recruitment. 

5.2.  All new jobs created, and any existing jobs where the job description has 

been revised as a part of the restructure must be evaluated under the 

Council's job evaluation process.  

5.3.  Employees at risk of redundancy must be placed onto the Council's 

redeployment register. The Council's procedure on redeployment provides 

guidance on this process. 

5.4.  Where an employee's existing role covers all or a significant portion of the 

new post, then the holder of the existing post shall have the contractual right 

to be matched into the new post subject to the following. 

Whether a job is a suitable match depends on: 

 

 Whether the functions, and responsibilities of the posts are significantly 

similar.  Consideration must also be given to the following factors when 

comparing the new post to current substantive post: 

  Status and organisational relationships, principal purpose, main duties, 

communications, demands of the job, knowledge, skills and experience 

required and working environment, the terms of the job being offered, 

the employee’s skills, abilities, knowledge and experience in relation to 

the job, the pay (which should not be lower or  higher), the hours of work 

(these must be unchanged) and the location and working environment. 
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 The grade of the new post is the same as the redundant post ; 

 No other employee can be identified as undertaking a directly 

comparable post;  and 

 Where there is a group of similar employees, the number of posts is 

equal to the number of comparable individuals. 

 It must be considered that a suitable alternative post does not always 

have to be in the same portfolio area within the Council and 

consideration must be given to all employees across the Council at risk 

who may be a potential match for a post.  HR advice should be sought 

in these circumstances. 

5.5.  Where matching is not possible, due to the fact that new posts are identified 

as being significantly different or there is more than one person who may be 

identified as being a suitable match for the post, then competitive ring fenced 

recruitment will apply.  Consideration will be given to both function and grade 

at this stage and will normally include all affected individuals at the same tier.  

Exceptions to this would be for staff on maternity leave or shared parental 

leave and in this instance this must be discussed with the relevant HR 

Business Partner/Senior HR Business Partner..   

5.6.  Employees who have not been matched to a role within a new structure will 

be given the opportunity to appeal against the job match outcomes, whereby 

they will be required to demonstrate that their current post is a match to the 

post in the new structure using the criteria as outlined. 

5.7.  Appeals with respect to job matching must be submitted within 5 working 

days of receipt of the decision so that they can be dealt with prior to any  ring 

fenced recruitment commencing. 

5.8.  Candidates eligible for competitive ring fenced recruitment will be invited to 

indicate interest by completing a supporting statement for each role of 

interest.  All candidates meeting the essential criteria (or who would with a 

short period of support or training), would be invited to a competency based 

selection interview.  At this interview a panel comprising of the line manager 

as well as HR would consider skills and experience, qualifications, and 

supporting validation statements, as well as the information obtained via the 

interview process itself specific to the job role. 
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5.9.  The interview itself will be competency based. Prior to the interviews staff will 

be provided with advice and support to ensure that all candidates have an 

equal understanding of the process. 

5.10.  Employees who have not been appointed to a particular post in the new 

structure as a result of job matching or ring fenced recruitment will be placed 

onto the redeployment register and the Council’s Redeployment/ 

Redundancy  procedures would then apply. 

 

6.   Monitoring and Review 

6.1.  Both HR and Trade Union Representatives shall monitor the effectiveness of 

the procedure on an ongoing basis. Changes may result from employee, 

management and trade union feedback and/or from changes in employment 

legislation. Revisions and updates will be implemented by the Council 

following consultation with recognised trade unions. 

 

 

 

 

 

 

 

Policy Name Organisational Change 

Department Human Resources 

Policy Lead Human Resources 

Equality and Fairer Scotland Impact Assessment 

Full Assessment completed Yes 

Date Approved  

Review Date  
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Appendix 1 - Organisational Change - Service re-structure and 
redesign Checklist for consultation 

 YES NO COMMENT  

( include relevant dates / 
timescales / actions etc 

Is the Service restructure or re-
design likely to lead to a 
reduction in post? 

   

Have you advised and taken the 
appropriate advice from HR? 

 

   

Can redundancies be avoided  by 
any of the following means:- 

 natural wastage 

 redeployment 

 early retirement 

 voluntary severance 

 flexible working 

 reducing agency / 
temporary posts 

 achieving savings by any 
other means 

 

   

Have you prepared a written 
plan stating : 

 reason for reduction in 
posts 

 number, type and location 
of posts affected 

 selection criteria for 
identifying pool of 
employees potentially 
affected 

 timescales for reduction 
in posts 

 arrangements for making 
redundancies 

 arrangements for 
calculating redundancy 
pay 

 options for avoiding 
compulsory  redundancies 
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 YES NO COMMENT  

( include relevant dates / 
timescales / actions etc 

  redeployment 
opportunities 

 

Have you shared this plan with 
the Union at the Consultative 
Forum? 

 

   

Have you had consultation?  

If so what? 

 

   

Have you set up meetings with 
the relevant TU rep(s) for more 
detailed consultative 
discussions? 

 

   

Have you had feedback ? 

 

   

Have you consulted with staff? 

 

   

Have you had feedback from 
staff? 

If so, what? 

 

   

Has the selection criteria for 
redundancy been agreed? 

 

   

Have you formally concluded the 
consultation process and notified 
staff and TUs in writing? 
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 YES NO COMMENT  

( include relevant dates / 
timescales / actions etc 

Have you notified Staff and TUs 
of the next steps? 

 

   

Have you provided HR with a list 
of employees for to be placed on 
the redeployment register? 

 

   

Have you issued  redundancy 
notices where appropriate? 

 

   

Have you completed paperwork 
for any who have taken 
voluntary severance ? 

 

   

Have any of the staff in the 
affected posts agreed to 
voluntary redundancy? 

 

   

Have you advised HR and 
completed relevant paperwork? 

 

   

Have you notified payroll as 
regards  changes? 
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Equality and Fairer Scotland Impact Assessment - Screening  
 
 
Title of Policy: Organisational Change Procedure 

Service: Human Resources 

Team: Human Resources 
 

Will the policy have to go to Council or committee for approval Yes 

Is it a major policy, significantly affecting how functions are delivered? No 

Does it relate to functions that previous involvement activities have identified as being 
important to particular protected groups? No 

Does it relate to an area where the Council has set equality outcomes? No 

Does it relate to an area where there are known inequalities?  No 

Does it relate to a policy where there is significant potential for reducing inequalities or 
improving outcomes?  No 

 
IF YES TO ANY - Move on to an Equality & Fairer Scotland Assessment 

 
IF NO - Explain why an Equality & Fairer Scotland Assessment is not required 

 

 
APPROVAL 

NAME DESIGNATION DATE 

   

 
NB This screening exercise is not to be treated as an assessment of impact and therefore does not need to 
be published. However, if you decide not to assess the impact of any policy, you will have to be able to 
explain your decision. To do this, you should keep a full record of how you reached your decision. 
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Equality and Fairer Scotland Impact Assessment - Scoping  

 
Purpose of the proposed policy or changes to established policy 

The purpose of the policy is to enhance redeployment opportunities and ensure fair processes are in 
place throughout the Council. 

Which aspects of the policy are particularly relevant to each element of the Council’s 
responsibilities in relation to the General Equality Duty and the Fairer Scotland Duty? 

General Equality Duty - 

 Eliminating unlawful discrimination, harassment and victimisation and other prohibited 
conduct  

The procedure aims to treat all employees fairly and consistently and should assist with removing 
potential indirect discrimination, harassment or victimisation by providing clear guidelines and 
transparency to processes.  

 Advancing equality of opportunity between people who share a relevant protected 
characteristic and those who do not 

Having due regard for advancing equality involves removing or minimising disadvantages suffered by 
people due to their protected characteristics. The Council’s redeployment procedures allow for priority 
access for any post to be considered for those with a disability who are on redeployment for this reason 
over and above even those on the register for reason of their substantive post being removed from the 
structure.  This shows the commitment to retaining employees with disabilities wherever possible and 
supporting them to continue to work.    
 
 Fostering good relations between people who share a protected characteristic and those 

who do not. 

This element of the Duty is more relevant to the Council’s role as a service provider, and there is 
relatively limited direct relevance to this particular procedure.  
 
 
 
 
 
 
 
 
 
 
 
 
 
Fairer Scotland Duty - 

 Reducing inequalities of outcome caused by socioeconomic disadvantage 
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This Procedure should assist with the retention of staff, and maintaining employment can be extremely 
important for protected groups who have a higher level of poverty. For example, poverty rates are 
higher for households with a disabled adult, and the employment rate for people with a disability is 
significantly lower than the employment rate for people who do not have a disability. Levels of 
socioeconomic disadvantage are also more frequent for other protected groups including lone parents 
who are predominantly female, and Black, Asian or Minority Ethnic (BAME) groups.  

To which of the equality groups is the policy relevant? 

Protected 
Characteristic 

Yes/No* Explanation 

Age 
 
 
 

Yes The Redeployment procedure covers employees being redeployed 
for reason of redundancy as well as ill health capability.  Those on 
capability for health issues may be of any age but it is likely that 
there are a number of age related conditions due to the ageing 
workforce of the Council and a number of restrictions needed in the 
more manual roles in particular. 
 

Disability 
 
 
 

Yes Staff data shows a relatively high “Prefer Not to Say” response in 
relation to disclosure of a disability (39.5%). At a national level, it is 
estimated that 1 in 10 people who are economically active have a 
disability or long term health condition. 
  
The approach which is outlined includes the Council’s commitment 
to being a caring and supportive employer, which should remove or 
minimise disadvantages. The procedure in particular allows for 
those with a disability to be redeployed into a role which may be 
more suitable for them and be able to remain in employment.   

Gender 
Reassignment 
 
 
 

No It is submitted that this protected characteristic is not directly 
relevant to this Procedure and it is not anticipated that there could 
be any differential impact on people on the grounds of gender 
reassignment. 

Marriage and civil 
partnership 

 

No It is submitted that this protected characteristic is not directly 
relevant to this Procedure and it is not anticipated that there could 
be any differential impact on people on the grounds that they are 
married or in a civil partnership.  

Pregnancy and 
Maternity  
 
 

No It is submitted that this protected characteristic is not directly 
relevant to this Procedure and it is not anticipated that there could 
be any differential impact on people on the grounds that they are 
pregnant or on maternity leave. 

Race No  It is submitted that this protected characteristic is not directly 
relevant to this Procedure and it is not anticipated that there could 
be any differential impact on people on the grounds of race. 
 

Religion and Belief  
 
 
 

No It is submitted that this protected characteristic is not directly 
relevant to this Procedure and it is not anticipated that there could 
be any differential impact on people on the grounds of religion and 
belief. 
 

Sex 
 
 
 

Yes There are more women than men who are employed by the Council 
(71.3% of staff excluding teachers are female compared to 28.7% of 
men). 
 
Lone parents are more frequently female and face a higher level of 
poverty, and this Procedure could assist with their retention, rather 
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than the risk of being made redundant and having to leave the 
Council. 
 
 

Sexual Orientation 
 

No It is submitted that this protected characteristic is not directly 
relevant to this Procedure and it is not anticipated that there could 
be any differential impact on people on the grounds of sexual 
orientation.  

 
* Delete as required 
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What evidence is already available about the needs of relevant groups, and 
where are the gaps in evidence? 
 

The evidence referred to above includes evidence from Scotland’s Census Results, the Equality and 
Human Rights Commission, regional employment patterns, publications on poverty and income 
inequality, the Scottish Health Survey and statistics published by Police Scotland.  
 
In terms of internal evidence, reference has been made to the most recently published staff equality 
data.  
 
There is a high rate of staff who responded “Prefer Not to Say” in relation to whether they have a 
disability.  

Which equality groups and communities might it be helpful to involve in the development of 
the policy? 

Trade Unions have been actively involved in the development of the policy.   

Next steps 

In order to better meet the General Equality Duty, the Council will take steps to ensure that this 
Procedure is applied fairly. These steps will include: 

 Encouraging staff to disclose a disability, in order to assist with monitoring the impact of this 
Procedure 

 Encourage staff to disclose symptoms to their line manager 
 Raising awareness with managers of the need to act fairly and impartially 
 Monitoring grievance data relating to the implementation of this Procedure 
 Encouraging managers to be mindful of the Council’s commitment to support staff and to take 

into account the needs of protected groups 
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Equality and Fairer Scotland Impact Assessment - Decision  
 
 
Evidence findings 

he evidence highlights that the introduction of this policy/procedure will have a positive impact on 
protected groups. The overall commitment to support employees should assist the Council in 
demonstrating that it has paid due regard to the General Equality Duty. The Procedure should support 
the retention of staff, and mitigate the potential for reduced income, which in turn complements the 
Council’s Fairer Scotland Duty.  

Details of engagement undertaken and feedback received 

This Procedure has been developed in consultation with recognised trade unions who, along with 
Council Management, form the Council’s Policy Group. In addition the policy/procedure will be 
considered by Tripartite (Elected Members, Unions and Management) It will  also been reviewed, and 
hopefully formally adopted, by  the Partnership and Performance Committee on behalf of the Council. 

Decision/recommendation 

Having considered the potential or actual impacts of this policy, the following decision/ 
recommendation is made: 
 
Tick 
 
 

Option 1: No major change  
The assessment demonstrates that the policy is robust. The evidence shows no potential for 
unlawful discrimination and that all opportunities have been taken to advance equality of 
opportunity and foster good relations, subject to continuing monitoring and review. 

 Option 2: Adjust the policy – this involves taking steps to remove any barriers, to better 
advance equality or to foster good relations. It may be possible to remove or change the aspect 
of the policy that creates any negative or unwanted impact, or to introduce additional measures 
to reduce or mitigate any potential negative impact. 

 Option 3: Continue the policy – this means adopting or continuing with the policy, despite the 
potential for adverse impact. The justification should clearly set out how this decision is 
compatible with the Council’s obligations under the duty. 

 Option 4: Stop and remove the policy – if there are adverse effects that are not justified and 
cannot be mitigated, consideration should be given to stopping the policy altogether. If a policy 
leads to unlawful discrimination it should be removed or changed.  

Justification for decision 

This assessment finds no indication that the Procedure will unlawfully discriminate against protected 
groups, and that a systematic approach has been taken to ensure that the procedure positively 
impacts on employees including those with a disability.  

APPROVAL 

NAME DESIGNATION DATE 
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RECRUITMENT AND SELECTION POLICY 

 

1.0 Introduction 

1.1 Successful recruitment depends upon attracting applicants with appropriate 

levels of skill and qualifications, who will identify with the goals and values of 

the Council, and see themselves as making a positive contribution towards 

them. 

 

1.2 The Council’s recruitment and selection process must attract sufficient 

suitable applicants in a cost effective way, while ensuring potential applicants 

are not discriminated against. 

 

1.3 Under the General Data Protection Regulation (GDPR) as it applies in the UK, 

tailored by the Data Protection Act 2018, an individual has the right to request 

access to any personal information held about them in a manual or computer-

based file.  As such a job applicant (whether successful or unsuccessful) may 

submit a request to the Council for access to interview notes, references, etc. 

All interviewers must keep all notes so these can be provided on request. 

 

1.4 Where an applicant wishes to raise a complaint regarding the recruitment and 

selection process within Clackmannanshire Council, These should be raised 

initially with the Senior Manager (HR and Workforce Development.  

 

1.5 The Council is committed to ensuring that all employees involved in the 

recruitment and selection process are appropriately trained in order that the 

objectives of the policy are met, someone who is on the panel must have 

undergone recruitment and selection training provided by HR. 

 

2.0 Policy Statement 

2.1 Clackmannanshire Council is committed to providing a quality service whilst 

safeguarding and promoting the welfare of vulnerable people.  The Council 
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therefore recognises that effective recruitment, selection and retention of high 

calibre employees are central to this process.  

2.2 The Council is committed to ensuring equality at all stages of the recruitment 

and selection process.  Shortlisting, interviewing and selection will always be 

carried out without regard to age, disability, sex, gender reassignment, 

pregnancy, maternity, race (which includes colour, nationality and ethnic or 

national origins), sexual orientation, religion or belief, marital or civil 

partnership status, political opinion or trade union membership. 

2.3 Reasonable adjustments to the recruitment process will be made to ensure 

that no applicant is disadvantaged because of their disability.   

2.4 All disabled applicants, candidates who have previously been in the care of 

Clackmannanshire Council or who are Armed Forces Veterans who meet the 

essential requirements of the job as set out in the job profile will be 

guaranteed an interview. 

 

3.0 Scope and Responsibility 

3.1 This policy applies to all potential and existing employees and those 

individuals employed to deliver services on behalf of Clackmannanshire 

Council either directly or indirectly.  

 

3.2 Those individuals involved in the recruitment, selection and employment of 

employees, agency workers or consultants, have a responsibility to ensure 

that they adhere to all of the procedures which support this policy. 

 

4.0 Monitoring and Review 

4.1 Both HR and Trade Union Representatives shall monitor the effectiveness of 

the procedure on an ongoing basis. Changes may result from employee, 

management and union feedback and/or from changes in employment 

legislation. Revisions and updates will be implemented by the Council 

following consultation with recognised Trade Unions. 
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5.0 Equality Impact Assessment 
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RECRUITMENT AND SELECTION 

 

1.0 Introduction 

 

1.1 This procedure sets out a clear and consistent approach to recruitment 

and selection in line with the Equality Act 2010 and other relevant 

employment legislation.  

 

1.2 This procedure aims to provide a clear framework for employees 

involved in the recruitment and selection of staff to follow, and which 

will ensure that those recruited to the Council embody the vision and 

values of the organisation 

 

1.3 All those taking part in the recruitment and selection of staff should 

ensure they have been trained in recruitment and selection. Chairs 

must have had appropriate training. 

 

2.0 Scope 

 

2.1 This procedure applies to all potential and existing employees and 

those individuals employed to deliver services on behalf of 

Clackmannanshire Council either directly or indirectly.  

 

2.2 Those individuals involved in the recruitment, selection and 

employment of employees, agency workers or consultants, have a 

responsibility to ensure that they adhere to this procedure.  

 

2.3     Teacher recruitment – recruiting Chairs should also refer to the LNCT 

document entitled Recruitment and Selection - Heads and Depute 

Head Teachers (Appendix 1) and JS/19/76 Part 2, Appendix 2.20 

(Code of Practice on Head teacher responsibility in recruitment and 

selection of staff) of the SNCT Handbook, as applicable (Appendix 2). 
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3.0 Types of Post 

 

3.1 The recruitment and selection procedure applies to all types of 

positions within the Council.   

 

Fixed Term Employment  

3.2 The Council’s policy on Fixed Term and Temporary workers is available 

on Connect. 

 

3.3 Normally positions will only be offered on a fixed term basis where 

there is clear business justification for doing so, for example, to cover 

maternity leave, long term absence, where the post is subject to 

funding, or where a project has a specific lifespan or where service 

redesign considerations are being explored. 

 

3.4 All employees on a fixed term contract are entitled to the same terms 

and conditions as a comparable colleague with a permanent contract 

doing the same or broadly similar work. 

 

3.5 Any employee on a fixed term contract, or successive fixed term 

contracts, who has already been employed continuously with 

Clackmannanshire Council for a period of 4 years, will be deemed 

permanent at the point where their contract is renewed unless it can be 

objectively justified. 

 

3.6 Employees who are on fixed term contracts will have the right to apply 

for any vacancies during the term of their employment, and will be 

made aware how to access such vacancies on appointment. Vacancies 

are all available for viewing on Connect. 

 

Casual Workers 

3.7 The Council’s policy on Casual work is available on Connect. 

 

3.8 The Council will, to meet a fluctuating demand for work, recruit 

individuals to a casual/supply list. 
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Agency Workers 

3.9 The Council will normally only use agency workers in circumstances 

where immediate cover is critical to service delivery, for example, to 

cover for absences or where there are difficulties in filling the post on a 

permanent basis or where there is a business case for using agency 

workers e.g. seasonal work. 

 

3.10 The use of agency workers will normally be for minimal duration.  

 

3.11 There must be a justifiable organisational reason to engage the use of 

external consultants to carry out work on behalf of the Council, e.g. 

when the Council does not have the internal capacity to release staff, 

where the skills or experience required are specific and not available 

internally, or where it is deemed necessary to have an external 

perspective to challenge existing Council practices. 

 

3.12 Agency appointments must be made from approved agencies.  Please 

refer to the Interim Staff Services Frameworks guidance when 

considering agency appointments. For further details, please contact 

the Procurement Manager. 

 

Secondments 

3.13 A secondment is where an employee temporarily transfers to another 

section/service or organisation for a defined period of time, specific 

purpose and with the agreement of all parties. 

 

3.14 The use of secondments is encouraged both within the Council and 

externally with partners, as it is recognised as a means of 

strengthening partner relationships, knowledge sharing and continuous 

professional development.   

 

3.15 Staff wishing to consider a secondment should review the Council’s 

Secondment Procedure available on Connect. 
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3.16 Managers should evaluate the rationale behind the appointment of a 

secondee prior to making any decisions. 

 

4.0 The Vacancy and Advertising 

The process to be followed will depend on whether the post is an 

existing or new post as detailed below. 

 

Existing Posts – Vacancy Management 

4.1 Currently all posts, with the exception of Teaching positions and other 

statutory posts such as Social Workers as agreed by SLG, require to 

be supported by a Business Case (Appendix 3) and Establishment  

Changes form (PT69) (Appendix 4) and for consideration by the Chief 

Executive, or nominated Chief Officer, and Senior Manager HR and 

Workforce Development. 

 

4.2 Services will need to complete a business case in the circumstances 

detailed in Appendix 5. 

 

4.3 The aim of business cases is to ensure Services consider fully their 

requirements prior to progressing to recruitment or to extend or amend 

existing appointments. 

 

4.4 Primarily services are asked to consider risk to life, statutory duty and 

financial legal implications before progressing with any requests for 

approval. 

 

4.5 Prior to completing and submitting a business case consideration 

should always be given to existing staff members for the purpose of 

career development which may result in an efficiency saving for the 

Service including the following areas: 

 

 Reviewing existing jobs – this is an opportunity for managers to 

review the existing establishment and make any changes to meet 

Service demands.   
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 Job Profiles should be reviewed and updated by the Recruiting 

Manager at the stage of submitting the Business Case, so that if 

approval is given the profile is available to move to the next stage 

of the process without delay. 

New/Redesigned Posts – Approval Process 

4.6 Where there is a need for a new post, the following steps should be 

taken: 

 The Council’s Finance section should confirm available budget; 

 A new job profile should be created;  

 The completed profile, grading request form (Appendix 6) and 

Grading Business Case (Appendix 7) should be submitted to HR for 

grading. Please note that the completion of this part of the process 

could take up to 6 weeks; 

 Consult with relevant Trade Unions throughout the process in line    

with the Council Organisational Change protocols. 

 

4.7 When a post has been evaluated HR will advise the relevant manager 

of the outcome of the evaluation.  Managers should thereafter submit 

an Establishment Changes form (PT69) (Appendix 4) and Business 

Case (Appendix 3) if applicable (see 4.2) for SLG approval. 

 

4.8 The recruitment process cannot progress until the new grade has been 

authorised by the Chief Executive. 

 

4.9 In considering long term workforce planning issues within a Service, 

the manager may wish to consider advertising the post on a temporary 

basis to allow flexibility or consider whether the working hours or 

patterns could be adjusted.  Other situations may occur where 

temporary appointments arise rather than permanent.  This should be 

discussed with HR and Trade Union representatives. 

 

 Redeployment of employees – Consideration should wherever 

possible, be given, in the first instance, to employees on the 
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Council redeployment register before advertising or interviewing 

other applicants.  Further information should be sought from HR. 

 Only in exceptional circumstances will redeployees not be 

afforded opportunity to apply for posts. Such circumstances 

may be that based on submitted matching profiles those on the 

redeployment register don’t have the skills, qualifications or 

experience, and would not do so with training. 

 Once approval has been given to fill an existing post (in 

accordance with the above checks) the following documents will be 

required to allow the recruitment to proceed: 

Job Profile - This is a broad statement of the purpose, scope, duties 

and responsibilities of a post and is used throughout the recruitment 

process.  The job profile template can be found at Appendix 8. The 

Person Specification is now incorporated into the Job Profile. This 

outlines the essential and desirable criteria required for the post.  

Essential criteria are those attributes that are absolutely necessary to 

carry out the duties of the post.  The manager should ensure that the 

criteria is up to date and meets the relevant professional requirement 

for example SSSC – condition to acquire qualification within 3 years 

OR must be SSSC registered or e.g. the post no longer has a 

requirement to drive. Candidates applying for jobs should be asked to 

demonstrate their ability to meet certain competencies as a way of 

showing both their ability to satisfy the needs of the role, and as a way 

of demonstrating their willingness to embrace the Council’s corporate 

culture and values.  These competencies should be detailed in the 

essential criteria.  The Competency Framework can be found in 

Appendix 9. Desirable attributes are those which would help the 

applicant to perform the job more effectively, but are not fundamental 

requirements of the post.  Criteria should be non-discriminatory in line 

with the Equality Diversion and Inclusion Policy.  Applicants who do not 

meet ALL the essential criteria will be unsuccessful and will not be 

invited for interview.  

Advertising and Application Process 
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4.10 The recruitment process below is generic to all posts; however there 

are exceptions for the recruitment of Head and Depute Head teachers 

for which Appendix 1 must be followed.  

 

4.11 All posts should, where ever possible, be offered to redeployees (1 

week duration), thereafter to internal employees and finally externally if 

no suitable candidates are found.  

 

4.12 In exceptional circumstances and with the agreement of the Senior 

Manager - HR and Workforce Development this may be modified. 

However applications which are received from redeployees or internally 

will be considered as priority. 

 

4.13 Clackmannanshire Council manages and advertises all vacancies on 

“myjobscotland” which is a national shared recruitment portal for 

Scotland’s local authorities.   

 

Recruitment Advertising Process 

4.14 The following documents and information are required before a post 

can be advertised: 

 Authorised Establishment Changes Form (PT69) (Appendix 4) 

 Authorised Business Case (if applicable) (Appendix 3) 

 Authorised Job Profile(Appendix 5) 

 Planned dates for shortlisting and interview (if available) 

 

Advertising 

4.15 HR will be responsible for placing the post details (as provided by the 

Recruiting Manager) on the recruitment portal and sending out 

information to employees on the Redeployment register  

 

4.16 There are a number of different options for advertising vacancies 

depending on the nature of the post: 

 Internal only vacancies will be advertised on Connect and placed 

onto the internal “myjobscotland” microsite; 
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 All other posts will be advertised on the external “myjobscotland” 

portal.  This is a cost effective way of advertising vacancies and 

consideration should be given to using this advertising source 

alone to minimise recruitment costs; 

 Professional/Managerial/Teaching – as above but also national 

press, professional journals and additional websites can be 

considered if appropriate, but only after an unsuccessful attempt 

using “myjobscotland”.  

 

4.17 Depending on the vacancy and associated costs, appropriate 

advertising sources should be selected in consultation with HR and 

within service budget constraints.  The use of recruitment agencies 

should only be considered in very exceptional circumstances and only 

after consultation with HR and appropriate approvals being sought.  All 

appropriate procurement and HR paperwork must be completed if an 

agency appointment is being made. 

 

4.18 Once the application period has closed submitted applications will be 

forwarded to the recruiting manager for shortlisting via Talent link. 

 

Application Process 

4.19 Applicants should apply online via “myjobscotland”.  This ensures that 

all applicants provide consistent information enabling the panel to 

shortlist against the essential and desirable criteria. Applicants can 

access information about the vacancy and the Council on the website.  

The advert can be viewed online and the application pack can be 

downloaded.  CVs are not accepted for any post and if submitted, 

applicants will be informed of this by HR.  

 

4.20 Applicants can register on the website and submit job applications 

online, including equal opportunities monitoring information, which will 

prompt an electronic acknowledgement.  Services may wish to submit 

additional information about the post and/or services which can also be 

made available to applicants on the website. 
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4.21 Application forms can be made available in alternative formats; on 

request. Completed applications must be submitted online by the 

advertised closing date.  Late applications will not be considered.  

Where an applicant has applied online they will receive an automatic 

email confirming receipt of their application. 

 

 

5.0 SELECTION  

 

5.1 Shortlisting should be carried out as soon as possible after the closing 

date of the job advert, normally within two weeks by the Recruiting 

Panel.  Correspondence with candidates should be carried out via 

“myjobscotland”.  Should there be a delay in short listing, the Service 

must advise HR who will notify all applicants.   

 

Selection of Interview Panel 

5.2 To ensure that fair recruitment takes place it is recommended that three 

panel members are appointed, however a minimum of two people may 

interview for lower graded posts or where extenuating circumstances 

arise.  As far as reasonably practicable the panel should be balanced in 

terms of gender and include line management.  All panel members 

should wherever possible be trained in Recruitment and Selection 

before participating in any part of the process, including how to utilise 

competency based questioning Use of competency based questioning 

will ensure that the Council’s vision and values are considered as part 

of the recruitment and selection process.  It is essential that at least 1 

panel member is appropriately trained if the chairperson isn’t. 

 

5.3 A panel Chairperson must be appointed to take responsibility for the 

whole recruitment process and panel members should normally stay 

the same throughout the process.  If a panel member has a personal 

relationship with an applicant, for example a relative or friend, they 

should declare this interest and a decision should be taken as to their 

ability to remain impartial.  A replacement panel member may be 
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appointed if there is any dubiety.  This also applies to Elected Members 

involved in the recruitment of Chief Officers and Senior Managers. 

 

5.4 A checklist for organising and arranging interviews can be found in 

Appendix 10. 

 

5.5 Where a post is Single Status grade 9 or above an HR Business 

Partner will form part of the recruitment panel. Chairs should check 

availability of panel members before arranging dates.  

 

5.6 Where multi-agency panels (i.e. including panel members from 

organisations external to the Council) are used, all panel members will 

be appropriately trained from the relevant organisation. 

 

5.7 In some instances it may be appropriate to include service users or 

Parent Councils in the interview process.  Any third parties must have 

an understanding of the principles of recruitment and comply with the 

policy and procedure.  Services, in conjunction with HR, will develop 

specific guidance as required to meet the needs of their service users, 

which will be discussed with Trade Unions as required.   

 

5.8 The Recruitment Procedure for Head/Depute Head teachers includes 

guidance in relation to Parent Council involvement in the recruitment 

process (Appendix 1) 

 

5.9 In the case of interviews for Head/ Depute Head teachers, the interview 

panel should be appointed in accordance with Scottish Schools 

(Parental Involvement) Act 2006, Appointments (Scotland) Regulations 

2007. 

 

5.10 Any attempt to influence the decision of the interview panel in favour of 

a particular applicant will be considered as canvassing.  Any such 

incidents should be immediately referred to the HR Workforce and 

Development Senior Manager. 

 

153



Clackmannanshire Council 
Recruitment and Selection 

 13 

Shortlisting 

5.11 Using the online system Talent Link (My Job Scotland) the interview 

panel should shortlist the applications using the essential criteria 

established in the job profile (Appendix 8 ) and desirable criteria if 

necessary.   

 

5.12 Should a high volume of applications be received for a post, the 

Council reserves the right to consider desirable criteria to facilitate 

shortlisting.  

 

5.13 Applicants will be shortlisted, provided all the essential criteria are met, 

regardless of age, disability, sex, gender reassignment, pregnancy, 

maternity, race (which includes colour, nationality and ethnic or national 

origins), sexual orientation, religion or belief, marital or civil partnership 

status, political opinion or trade union membership. 

5.14 Where an employee has received a benefit under the Severance 

Policy, they cannot be re-employed by the Council. For more details 

refer to the Councils Severance Policy. 

 

5.15 The shortlisting outcome must be recorded in Talent Link showing how 

each candidate has scored in terms of meeting the criteria as set. This 

will be used for circumstances where applicants request feedback. The 

Chair will be responsible for providing this feedback. 

 

5.16 Once the short list has been finalised and agreed, the panel 

chairperson should make arrangements to inform HR of the outcome 

via Talent Link. HR will then advise candidates as to whether they have 

been unsuccessful or successful in being progressed to interview. 

 

GUARANTEED INTERVIEW SCHEME 

 

6.0 The Council has a guaranteed interview scheme for the following 

categories where the essential minimum criteria is outlined and met in 

the application form: 
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Disability - Applicants who indicate on their application form that they 

are disabled.  

 

Looked after Children, those in continuing care and care leavers - 

Applicants who indicate on their application form that they are a looked 

after child, are in continuing care or are a care leaver (up to age 26).  

This is in line with Clackmannanshire Council’s Corporate Parenting 

Responsibility.  

 

Armed Forces Veterans - Applicants who indicate on the application 

form that they are Armed Force Veterans. 

 

 

7.0 RECRUITMENT CHECKS 

 

7.1 There are a number of checks which must be satisfactorily met before 

any formal offer of employment is made.   

 

7.2 The Chairperson of the panel has overall responsibility for: 

 Ensuring that all checks have been conducted; 

 Ensuring visual checks at interview are undertaken to ensure the 

document(s) and dates of birth against the appearance and 

apparent age of the applicant correlate; 

 Ensuring HR check for obvious discrepancies e.g. ensuring that 

any United Kingdom Government endorsement (stamps, vignettes 

etc.) entitle the potential employee to do the type of work on offer 

and that any expiry date has not passed.  

 

Eligibility to work in the UK 

7.3 Under the Immigration, Asylum and Nationality Act 2006, specified 

documents must be checked and copied to establish that an individual 

has the right to work in the UK.   
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7.4 All applicants invited for interview should be asked to provide proof that 

they are entitled to live and work in the UK.  To avoid a civil penalty, 

original documents must be presented and checked.   

 

7.5 All the required documents are listed on the Interview Panel  Checklist 

at Appendix 11   

 

7.6 If applicants are not from the UK further information regarding pre-

employment checks should be obtained from HR and reference should 

be made to the Overseas Criminal Records Checks Policy on Connect 

if the post requires a Disclosure Scotland check.   

 

7.7 Where the appropriate evidence has not been provided or if there is 

any doubt with regard to validity of documentation, a recommendation 

for and/or offer of employment should not be made.  Advice should be 

sought from HR before progressing the application. 

 

7.8 Where an individual is contracted initially via an employment agency it 

will remain the responsibility of said agency to undertake their own 

checks prior to the individual commencing work for us. The recruiting 

manager should check with the agency to get confirmation these 

checks have been undertaken by the Agency. Where an agency worker 

is subsequently employed directly by the Council then full pre-

employment checks will be required to be undertaken by the Recruiting 

Manager/HR. 

 

Personnel Security Checks 

7.9 There are a number of security checks which may be required 

depending on the nature of the post.  This should be clearly stated in 

the job profile (Appendix 5). There is more detail on the nature of these 

checks in the PVG Policy on Connect 

 

References 

7.10 Information regarding attendance, ill health or disability must not be 

requested from previous employers prior to interview.  HR will take up 
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two appropriate and satisfactory employment references on behalf of 

Services for external candidates and one from internal candidates prior 

to confirming any offer of employment, and the recommendation letter 

will advise the candidate that references will now be taken up. Where 

possible a reference should be from a current or most recent employer. 

A Teaching Report will be sought for Teachers from the current or most 

recent Head Teacher. 

 

7.11 The purpose of seeking references is to obtain objective and factual 

information about an applicant’s suitability for a post and should inform 

and support appointment decisions.  References should be requested 

via Talent link.  HR must ensure that references are received and 

scrutinised, and any concerns are resolved satisfactorily, before the 

offer of employment is confirmed. If there are any issues with 

references then these will be discussed  between HR and the Chair. 

 

Baseline Health Questionnaire 

7.12 All applicants invited for interview must be advised that, if successful at 

interview, they will be expected to complete a Health questionnaire. 

 

7.13 Once the preferred candidate has been selected they will be asked to 

complete a Baseline Health Questionnaire via the Occupational Health 

online system as part of the pre-employment checks. 

 

7.14 If the Occupational Health Adviser has any queries regarding the 

questionnaire, they may invite the candidate for a medical interview or 

a medical examination.  If the candidate refuses to complete the 

questionnaire, or attend an Occupational Health interview or 

examination, this would mean that the conditions for appointment had 

not been satisfied, and the manager must obtain advice from HR. 

 

7.15 Further details will be required for driving posts and/or posts that may 

require Occupational Health Surveillance e.g. HAVS. 
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Qualifications and Driver’s Licence Checks 

7.16 Where a specific qualification, membership of a registered body or 

equivalent alternative is required as a criterion for the job, including the 

requirement to drive to perform duties, evidence of this must be 

checked prior to the job offer being made.  The original documents 

must be checked and a copy of the original certificate(s) and/or licence 

should be taken and retained on file by HR.   No formal offer of 

employment can be made whilst a professional registration document 

remains out of date i.e. SSSC registration certificate has expired as 

there could be consequences for the Council.  All professional 

registration websites including SSSC and GTC will be referred to for 

confirmation of active registration. Any issues will be raised with the 

Recruiting Manager i.e. conditions of registration. 

 

7.17 It is the employee’s responsibilities to maintain their registration, 

meeting qualification /post registration training and learning (PRTL) 

requirements or revalidation requirements. Further information is 

available on the Professional Registration Procedure on Connect. 

 

7.18 If appointing to a post which requires registration with the SSSC, 

Individuals will only have 6 months to become registered if they are 

new to the post. In these circumstances the recruiting manager must 

ensure this is followed up, as it is an offence to employ an unregistered 

worker beyond the mandatory registration date. Further information can 

be sought from the SSSC website. If an applicant discloses that they 

are subject to investigation by their registered professional body or 

employer disciplinary enquiries or investigation, the recruiting manager 

should be prepared to explore the issues. 

 

Criminal Records Check 

7.19 The government has enacted legislation for regulated work with 

children and adults through establishing lists of adults disqualified from 

engaging in this type of work.  It is a criminal offence for individuals who 

have been disqualified from regulated work with children and/or adults 
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to apply for a position working with these groups or for the Council to 

employ an individual on either of the lists in that type of regulated work.   

 

7.20 Human Resources, in consultation with Services, maintain a list of 

posts requiring Disclosure/Protection of Vulnerable Groups (PVG) 

checks.   

 

7.21 The requirement for a Disclosure/PVG check should be made clear on 

the advert.  All checks required will be carried out through Disclosure 

Scotland via HR. 

 

Disclosure/PVG Check 

7.22 Some posts require a Disclosure Check. In these cases the individual 

will apply for this on line and produce the original certification for 

verification to HR when this is received.  The candidate can then claim 

the cost of this through expenses when they commence employment if 

the grade of the post is below grade 8. Anyone whose grade is above 

grade 8 should meet the cost of this check. 

 

7.23 Should an individual have a check undertaken and choose not to start 

employment with the Council, then they will be responsible for the cost 

of the check.  HR will be responsible for advising the recoveries section 

to action.   

 

7.24 Further information relating to Disclosure checks and PVG Membership 

can be found in the PVG Policy.  

 

Positive Action 

7.25 Positive action provisions of the Equality Act in relation to recruitment 

and selection came into force on 6th April 2011.  This means that if the 

recruiting manager believes that a particular protected characteristic 

(i.e. age, disability, sex, gender reassignment, pregnancy, maternity, 

race, sexual orientation, religion or belief, marital or civil partnership 

status) suffers a disadvantage or is under-represented in the post in 

question, and where two candidates have scored equally in their 
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interviews, the candidate with the protected characteristic can be 

selected.  Taking the positive action must be a proportionate means of 

enabling or encouraging people to overcome the disadvantage or to 

address the under-representation. 

 

7.26 For example, if an employer that is recruiting for a management role 

considers that two candidates, one male and one female, are as 

qualified as each other for the role, it could decide to offer the job to the 

female candidate because women are under-represented at 

management level.  

 

7.27 Positive action is entirely voluntary and there is no requirement to use 

this as part of recruitment and selection processes.  Advice must be 

sought from HR if positive action is being considered. 

 

Offer of Employment 

7.28 On no account should any job offer be made during or at the end of an 

interview.  Offers of employment must only be made on condition that 

all recruitment checks have been received and are satisfactory.  

 

Salary Placement 

7.29 Placement within grades, including on promotion, will normally be on 

the first point on the grade.  Chief Officers do however have the 

discretion to appoint individuals at any point within the appropriate 

grade in specific circumstances.  Consideration should, in the first 

instance, be given to ability and skills of the successful applicant and 

the impact on other jobholders to ensure equality. Where a Chief 

Officer has agreed to a placing which is an alternative to the first point 

on the scale an e mail authorising this must be kept in the employee’s 

personal file. 

 

Where an employee is appointed to a post which is the same grade 

they were on, they will remain on this point. 
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Pre Employment Checks 

7.30 HR will ensure pre employment checks are undertaken.  The Chair has 

access to talent link and can check the progress of employment checks 

being undertaken at any time. Once all pre employment checks are 

completed and deemed satisfactory the Chairperson will be advised to 

arrange an agreed start date.   

 

7.31 Where pre employment checks are deemed unacceptable HR will liaise 

with the Chairperson to discuss whether to withdraw any conditional 

offer. 

 

New Start Forms/Returned Acceptance Offers 

7.32 Once an agreed start date is identified the Chairperson should ensure 

the New Start details form and working pattern is completed via Talent 

link.  HR requires 7 days notice prior to the new employee commencing 

to allow time for Statements of Particulars to be issued. 

 

7.33 Once the New Start details form is received HR will issue a formal offer 

of appointment together with a copy of the Statement of Particulars 

(“Contract of Employment”). 

 

7.34 The Service must ensure that all appropriate administration is 

completed to facilitate the set up of the new employee e.g. security 

pass, email, network access, shared drive etc. 

 

8.0 NEW START PROCESS AND DOCUMENTATION 

 

Induction 

8.1 On the first day of employment, a further identity check must be 

undertaken to ensure that the person interviewed is the same person 

starting employment.  This should include checking the person’s 

appearance against the photographic identification provided on the day 

of interview. 
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8.2 All employees should be inducted into Clackmannanshire Council from 

the first day of employment.  

 

Details of the Council’s induction process can be found on 

Connect.http://connect/working-for-us/elearning/corporate-induction.html 

9.0 IMPLEMENTATION 

 

Responsibilities 

9.1 The Chief Executive and Chief Officers - The Chief Executive and 

the Chief Officers of the Council are responsible for the effective 

operation of the procedure and policy across the Council as a whole 

and within the various Services respectively. 

 

9.2 Managers - Managers involved in the recruitment and selection of 

individuals on behalf of the Council have the responsibility to ensure 

that the principles and practices of the policy are applied and adhered 

to at all time. 

 

9.3 Employees - Employees are responsible for ensuring that where they 

are applying for further employment opportunities within the Council 

they adhere to the same requirements, as would an external applicant 

and do not canvas those involved in the process in any way. 

 

9.4 Human Resources - The HR and Workforce Development Section will 

provide advice, assistance and support to individual employees, 

managers and Senior Officers in interpreting and applying the Council’s 

Recruitment and Selection Procedure and Policy. HR has Interview 

Skills training which is run throughout the year. Enquiries should be 

made by emailing training@clacks.gov.uk.   
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10.0 Monitoring and Review 

 

HR and Trade Union Representatives shall monitor the effectiveness of these 

procedures on an ongoing basis.  Amendments will be made as and when 

deemed necessary and, where appropriate, after consultation with recognised 

trade unions. 

 
 
 

 

Policy Name Recruitment and Selection  

Department Human Resources  

Policy Lead Human Resources  

Equality and Fairer Scotland Impact Assessment  

Full Assessment 
Completed  

Yes 

Date Approved  

Review Date  
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Equality and Fairer Scotland Impact Assessment - Screening  
 
 
Title of Policy: Recruitment & Selection Procedure 

Service: Partnership & Performance 

Team: HR 
 

Will the policy have to go to Council or committee for approval Yes 

Is it a major policy, significantly affecting how functions are delivered? No 

Does it relate to functions that previous involvement activities have identified as being 
important to particular protected groups? Yes 

Does it relate to an area where the Council has set equality outcomes? Yes 

Does it relate to an area where there are known inequalities?  No 

Does it relate to a policy where there is significant potential for reducing inequalities or 
improving outcomes?  No 

 
IF YES TO ANY - Move on to an Equality & Fairer Scotland Assessment 

 
IF NO - Explain why an Equality & Fairer Scotland Assessment is not required 

 

 
APPROVAL 

NAME DESIGNATION DATE 

   

 
NB This screening exercise is not to be treated as an assessment of impact and therefore does not need to 
be published. However, if you decide not to assess the impact of any policy, you will have to be able to 
explain your decision. To do this, you should keep a full record of how you reached your decision. 
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Equality and Fairer Scotland Impact Assessment - Scoping  

 
Purpose of the proposed policy or changes to established policy 

To update the current procedure for Recruitment & Selection to ensure that everyone is aware of the 
standards required for recruiting employees, ensuring a fair and consistent approach in line with 
legislation and good practice.. The updated procedure aims to clarify recruiting managers 
responsibilities. It has also been updated in line with digital transformation practices, which includes on 
line shortlisting and reductions in paper processing. This enhances the security of the information. 
 

Which aspects of the policy are particularly relevant to each element of the Council’s 
responsibilities in relation to the General Equality Duty and the Fairer Scotland Duty? 

General Equality Duty - 

 Eliminating unlawful discrimination, harassment and victimisation and other prohibited 
conduct  

The provision of the updated  Recruitment & Selection Procedure should assist with the elimination of 
discrimination for protected characteristics as individuals who have a protected characteristic have a 
mechanism to support them On application forms we don’t ask for information in relation to all the 
protected characteristics, unless the candidates wish to disclose a disability which would allow any 
necessary supports to be put in place at interview. The only times we would ask for gender /ethnicity 
to be disclosed is where it is an occupational requirement for the post. 

 Advancing equality of opportunity between people who share a relevant protected 
characteristic and those who do not 

Having due regard for advancing equality involves removing or minimising disadvantages suffered by 
people due to protected characteristics. The procedure sets out a clear process to ensure that 
individuals can raise concerns should they feel disadvantaged. It ensures all employees whether 
within a protected groups or not have a mechanism to raise concerns although it is recognised that 
such a policy could minimise disadvantage for staff members in a protected group. 

 Fostering good relations between people who share a protected characteristic and those 
who do not. 

This element of the Duty is more relevant to the Council’s role as service provider, and there is 
relatively limited direct relevance to this particular procedure.  

Fairer Scotland Duty - 

 Reducing inequalities of outcome caused by socioeconomic disadvantage 

This procedure could assist with the retention of staff given that they can see that the organisation 
ensures potential employees are recruited in a fair and consistent way  It encourages applications 
from people who have been in Care in the Council and asks recruiting managers to consider and 
implement any reasonable adjustments for those being called for interview where candidates have a 
disability.. 
It should be noted that poverty rates are higher for households with a disabled adult, and the 
employment rate for people with a disability is significantly lower than the employment rate for people 
who do not have a disability.  
 
Levels of socioeconomic disadvantage are also more frequent for other protected groups including 
lone parents who are predominantly female,and Black,Asian and Minority Ethnic (BAME) groups.  
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To which of the equality groups is the policy relevant? 

Protected 
Characteristic 

Yes/No* Explanation 

Age 
 
 
 

Yes The application forms no longer ask candidates age unless the 
vacancy is for an apprentice, where the date of birth is relevant. 
Profiles are written in such a way that years of experience are not 
specified and qualifications include equivalents to ensure this 
doesn’t exclude people who obtained qualifications at different 
times. 
 

Disability 
 
 
 

Yes Staff data shows a relatively high “Prefer Not to Say” response in 
relation to disclosure of a disability (39.5%). At a national level, it is 
estimated that 1 in 10 people who are economically active have a 
disability or long term health condition.  
 
It is hoped that the policy would encourage disclosure of potential 
staff to advise whether or not they have a disability.   
If the essential minimum criteria is met, an interview will be 
guaranteed for those applicants who indicate on the application 
form that they are disabled. 
 

Gender 
Reassignment 
 
 
 

Yes This characteristic is as relevant as the others in that  individuals will 
be included in listing if they meet the essential criteria which does 
not stipulate gender unless there are reasonable exemptions. 
Shortlisting managers do not have access to this information. 

Marriage and civil 
partnership 

 

Yes This characteristic is as relevant as the others, in that  individuals 
will be included in listing if they meet the essential criteria. 
Shortlisting managers do not have access to this information. 

Pregnancy and 
Maternity  
 
 

Yes  
This characteristic is as relevant as the others in that  individuals will 
be included in listing if they meet the essential criteria. Shortlisting 
managers do not have access to this information. 

Race Yes . It can be noted that 4% of staff have indicated that they are BAME.  
This characteristic is as relevant as the others in that  individuals will 
be included in listing if they meet the essential criteria 

Religion and Belief  
 
 
 

Yes . It can be noted that 1.2% of staff indicated that they affiliate with a 
minority religion.  This characteristic is as relevant as the others in 
that  individuals will be included in listing if they meet the essential 
criteria Shortlisting managers do not have access to this 
information. 

Sex 
 
 
 

Yes This characteristic is as relevant as others but other elements could 
impact from a gender perspective such as individuals working part-
time for example, as in Scotland 86.9% of men in employment are 
in full time employment compared to 57.5% of women..  

Sexual Orientation 
 

No This characteristic is as relevant as the others in terms of individuals 
could raise any concerns through the dignity at work procedure. 
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* Delete as required 
 
What evidence is already available about the needs of relevant groups, and 
where are the gaps in evidence? 
 

The evidence referred to above includes evidence from Scotland’s Census Results, the Equality and 
Human Rights Commission, regional employment patterns, publications on poverty and income 
inequality, the Scottish Health Survey and statistics published by Police Scotland.  
 
In terms of internal evidence, reference has been made to the most recently published staff equality 
data.  
 
In line with the retention schedule equal opportunity information is only held for a period of 6 months.  
 
 

Which equality groups and communities might it be helpful to involve in the development of 
the policy? 

Union involvement along with elected manager representatives will be involved in the review of the 
draft policy and procedure at policy group. Discussion will take place at policy group on the content or 
the policy procedure and suggested amendments/additions will be agreed collectively.  

Next steps 

The council will take steps to ensure that this procedure is managed appropriately by managers. 
Advice and support will be provided to managers from HR Business Partners on the application of the 
procedure.  
Encouragement of managers to be confident and comfortable in managing some of the concerns that 
can be raised in relation to recruitment and selection 
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Equality and Fairer Scotland Impact Assessment - Decision  
 
 
Evidence findings 

The evidence highlights that the introduction of this policy/procedure may have a positive impact on 
protected groups 
 
There are no evidence findings to suggest that any of the protected characteristics more than others is 
the reason for Dignity at Works being raised.  
 
The overall commitment to support employees should assist the Council in demonstrating that it has 
paid due regard to the General Equality Duty 
 
Details of engagement undertaken and feedback received 

This Procedure has been developed in consultation with recognised trade unions who, along with 
Council Management, form the Council’s Policy Group. In addition the policy/procedure will be 
considered by Tripartite (Elected Members, Unions and Management) It will  also been reviewed, and 
hopefully formally adopted, by  the Partnership and Performance Committee on behalf of the Council. 

Decision/recommendation 

Having considered the potential or actual impacts of this policy, the following decision/ 
recommendation is made: 
 
Tick 
 

  

Option 1: No major change  
The assessment demonstrates that the policy is robust. The evidence shows no potential for 
unlawful discrimination and that all opportunities have been taken to advance equality of 
opportunity and foster good relations, subject to continuing monitoring and review. 

 Option 2: Adjust the policy – this involves taking steps to remove any barriers, to better 
advance equality or to foster good relations. It may be possible to remove or change the aspect 
of the policy that creates any negative or unwanted impact, or to introduce additional measures 
to reduce or mitigate any potential negative impact. 

 Option 3: Continue the policy – this means adopting or continuing with the policy, despite the 
potential for adverse impact. The justification should clearly set out how this decision is 
compatible with the Council’s obligations under the duty. 

 Option 4: Stop and remove the policy – if there are adverse effects that are not justified and 
cannot be mitigated, consideration should be given to stopping the policy altogether. If a policy 
leads to unlawful discrimination it should be removed or changed.  

Justification for decision 

This assessment finds no indication that the procedure will unlawfully discriminate against protected 
groups, and that a systematic approach has been taken to ensure that the procedure does not 
discriminate and takes into account the diverse needs and circumstances of individuals. 

APPROVAL 

NAME DESIGNATION DATE 

   

 

168



 

 

 

 

 

 

 

 

 

 

 

Severance Policy and Procedure  

2020 

 

169



Clackmannanshire Council 
Severance 

 2 

SEVERANCE POLICY AND PROCEDURE 

This policy is one of the key tools that support the Council's strategic workforce plan 

and should be read in conjunction with it.   

Should there be a requirement to reduce the Council establishment this policy sets 

out the mechanisms which will be used to suit a variety of circumstances  

 

1. Policy Statement 

1.1. Clackmannanshire Council is committed to maintaining, as far as possible, 

the security of employment for its employees and the avoidance of 

compulsory redundancies.  

1.2. The aim of this Policy is to ensure that all employees will be treated fairly and 

that the process applied is transparent and objective. This Policy will be 

applied to all severance situations. 

 

2. Introduction 

2.1. The Severance Policy covers all employees of the Council who cease 

employment where:  

 on the grounds of business efficiency, it is in the interest of the Council 

that an employee should leave the Council’s employment; or 

 

 an employee is dismissed by reason of redundancy. 

 
2.2. For the purposes of this Policy, the key definitions are as follows:  

 
 Severance – where an employee leaves the Council’s service on a 

voluntary basis and is awarded compensation for loss of future 

employment.  Any termination is by mutual agreement and may be in 

response to a operational changes or to an individual expression of 

interest.   
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 Voluntary Redundancy - voluntary redundancy can be requested and 

considered where a pool or individual post has been identified as part of 

an organisational change process.  Where a compulsory redundancy 

exercise occurs, voluntary redundancy will, where appropriate, be 

requested and considered in the first instance from within the identified 

pool. 

 

 Compulsory Redundancy - the Employment Rights Act 1996 defines a 

redundancy situation (see section 6.1). This will arise where the employee 

is dismissed on the grounds of compulsory redundancy in accordance 

with the agreed criteria noted within this Policy.  

 
2.3. This document constitutes the statement of published policy required by 

Regulation 51A of the Local Government (Discretionary Payments and Injury 

Benefits)(Scotland) Regulations 1998.  

 

3. Scope 

3.1. This policy covers all employees of the Council.  The policy may be 

implemented in whole or part in response to different circumstances facing 

the Council. 

 

4. Procedure General Principles and Considerations 

4.1. Nothing in this Policy can take precedence over the statutory provisions that 

authorise the Council to pay pension scheme benefits, statutory redundancy 

benefits or compensatory benefits.  The final decision regarding any 

discretionary payment lies with Clackmannanshire Council. 

 

 

4.2. Where an employee has received a benefit under the Severance Policy, they 

cannot be re-employed by the Council, including as a casual worker or on a 

consultancy basis.  In specific exceptional circumstances, and to meet critical 

service requirements, the relevant Strategic Director in discussion with the 
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Senior Manager – HR and Workforce Development and Section 95 officer 

may authorise a short term arrangement which must be time limited.   

4.3. If an employee holds a casual post at the time of accepting severance they 

must also resign from this post. 

4.4. Where a employee, with more than 1 permanent post, is successful in their 

application for Voluntary Severance for a singular post, they are unable to 

remain in any additional post and their employment with the Council will be 

concluded. 

4.5. Where an employee, with more than 1 post, is made Redundant from a 

particular post they may remain in anadditional post but they cannot, from the 

date of redundancy, accept an increase in hours in their current post, an offer 

of employment for any additional post or accept casual work in any capacity. 

 

5. Voluntary Severance 

5.1. From time to time, the Council may seek expressions of interest in voluntary 

severance.  Alternatively, employees may request that they be considered for 

voluntary severance at any time in their employment. In these situations if 

this application is successful, the termination date will be by mutual 

agreement.   As the reason for the termination itself is by mutual agreement, 

no notice period nor notice pay need be given as the termination date itself 

will be agreed by both parties.  Voluntary Severance requests should be 

submitted using the VS Application Form (Appendix 1). 

5.2. Voluntary severance must not be used to target any individual members of 

staff, including poor performers or those absent on ill health grounds, to leave 

the employment of the Council. Such cases should be dealt with by using the 

appropriate training and development and support measures identified to 

improve the employee’s performance, or ultimately, by using the Council’s 

Capability Policy & Procedure or Disciplinary Policy. Similarly employees with 

ill health should be managed in accordance with the Maximising Attendance 

Policy and where appropriate the Redeployment Policy & 

Procedure/Capability Policy & Procedure. 
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 Assessing Applications for Voluntary Severance 

 
5.3. When considering an application for severance under the scheme, the 

appropriate Chief Officer must: 

 Prepare a comprehensive assessment of service delivery implications, 

including the replacement strategy and financial implications of any offer 

being considered; 

 Consult with the Service Accountant regarding the financial implications of 

the severance package.  

 

5.4. There is no guarantee that any request for voluntary severance will be 

approved or agreed. 

5.5. If an application is rejected the member of staff will be invited to attend a 

meeting with their line manager and provided with full feedback regarding the 

reason(s) why the application was not approved. 

 
 Replacement Strategy/Financial Implications  
 

5.6. If an employee is to be granted severance, the appropriate Senior Manager  

must clearly identify the savings and any operational improvements that will 

ensue.  Generally any proposal should include the deletion or redesign of the 

employee’s or a related post. This could include techniques such as job re-

design and/or alternative service delivery methods. The list below is not 

exhaustive but provides an indication of the type of situations that could be 

considered to achieve the necessary savings: 

 The employee will not be replaced and the post will be deleted; 

 The employee will be replaced, but an alternative vacant post in the 

structure will be deleted; 

 Work will be re-designed and the post filled at a lower grade; 

 The vacant post will be filled on a part time basis; 
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5.7. A voluntary severance proposal can normally only be approved where 

financial savings of 100% of the employment costs can be recovered over a 

period of up to 2 years.  

5.8. Where a financial saving cannot be made over 2 years the cost will be 

reviewed and a determination made whether costs can be recovered over 3,4 

or 5 years. Only with the approval of the Section 95 Officer will any proposal 

be agreed in these circumstances.  

 
 Approval Process 

 

5.9. The Clearing House (Comprising the Chief Executive and S95 Officer 

supported by the Senior Manager – HR and Workforce Development)  will 

consider each application including the costs and savings to the Council and 

the impact on the existing team.   

5.10. Whilst decisions on severance should be based on financial benefit, 

consideration must also be given to operational improvements and on-going 

service delivery.  

5.11. Only where it can be demonstrated that financial savings of normally 100% 

of the employment costs will be recovered over a period of no more than 2 

years and that the proposal is in the interests of the Council will an offer be 

approved.   

5.12. Where a severance request is approved on the basis of the post being 

deleted or amended, the Service Accountant will ensure the necessary 

changes are made to the Service’s budget and establishment.  

5.13. There is no right of appeal against a refusal to grant a voluntary severance 

request. If an employee considers that their request has not followed policy or 

has been dealt with unfairly, the matter will be dealt with as part of the normal 

grievance process. 

5.14. All documentation relating to severance applications (whether granted or 

not) will be retained by Human Resources for future audit purposes.   
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6. Redundancy (to include Voluntary and Compulsory) 

Definition of Redundancy 

6.1. The Employment Rights Act 1996 outlines that a redundancy situation arises 

where a dismissal is wholly or mainly because the Council: 

 Has ceased, or intends to cease, to carry on a particular function or role of 

its business for the purposes of which the employee was so employed or; 

 Has ceased, or intends to cease, to carry on a particular function or role of 

its business in the place where the employee was so employed or; 

 Requirements for employees to carry out work of a particular kind has 

ceased or diminished or are expected to cease or diminish or; 

 Requirements 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. 

 

6.2. Employees who have less than 2 years service and who are on a temporary 

contract will be managed in line with their contract of employment. 

 
 Consultation  

6.3. The Trade Union & Labour Relations (Consolidation) Act 1992 (TULR(C)A & 

(Amendment Order 2013) requires the Council to formally consult "in good 

time" with recognised Trade Unions. 

 

6.4. The aim of collective consultation is to avoid the termination of employment 

contracts, minimise the number of workers affected and mitigate the 

consequences of any proposed redundancies. This consultation process will 

enable Trade Unions to formulate constructive proposals for consideration 

and work with the Council to achieve the above objectives.  Collective 

consultation will be undertaken with a view to reaching an agreement. 

6.5. Although as much time as practical will be provided, the Council will abide by 

the statutory minimum timelines for consultation which are as follows:  
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 Where it is proposed that 19 or fewer employees could potentially be 

made redundant from one establishment no collective consultation is 

required, however in accordance with good practice, the Council will 

consult with relevant Trade Unions at least 30 days prior to notification of 

the first dismissal.   The requirement for individual consultation with those 

affected will still apply.   This will not include the end of a temporary 

project or on individual contract which necessitates a redundancy 

payment, due to the length of the contract.  

 Where it is proposed that between 20-99 employees could potentially be 

made redundant from one establishment within a 90 day period, collective 

consultation will commence at least 30 days before the date of 

implementing any dismissals; 

 Where it is proposed that 100 or more employees could potentially be 

made redundant from one establishment within a 90 day period, collective 

consultation will commence at least 45 days before the date of 

implementing any dismissals.  

 

6.6. Whilst the above indicates the minimum collective consultation period, the 

Council will endeavour to provide earlier notice where possible. The collective 

consultation process may end before the expiry of these periods.  

Consultation will be meaningful and allow time for considered responses to 

be received.  

6.7. In accordance with legislation, the Council will initially provide the following 

information to the main Trade Union contacts of the recognised Trade 

Unions: 

 The reason/s for potential redundancy; 

 The number and descriptions of employees proposed for redundancy; 

 The total number of employees of any such description employed at the 

establishment in question or where more appropriate, by the Council in 

general; 

 The proposed method of selection for redundancy; 

 How the redundancy dismissals are to be carried out including the time 

period;  
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 The method of calculating the amount of redundancy payments to be 

made to those who are dismissed. 

6.8. Information will also be provided to relevant Trade Unions where there are 

implications for employees not directly affected by the redundancies, for 

example, those employees whose roles or working arrangements may differ 

substantially as a result of the redundancies being made. Employees who are 

absent from the workplace during the consultation process such as on a 

career break, long term sick or maternity/adoption leave will be provided with 

the relevant notification and information. 

6.9. The Council will also notify the relevant Government Department when there 

is a proposal to make 20 or more employees redundant at one establishment 

over a period of 90 days, as is the statutory requirement. 

6.10. The Council recognises certain Trade Unions for collective bargaining 

purposes and will fully consult with these Trade Unions on potential 

redundancies. Information will also be provided directly to affected 

employees where necessary and appropriate.  Following the commencement 

of the formal consultation process with Trade Unions, information will be 

provided to affected employees as quickly as possible thereafter.  

 

 Alternative Measure to Redundancy 
 

6.11. Where the need for redundancies has been identified, attempts in the first 

instance will be made to avoid compulsory redundancies by considering a 

number of options including; 

 Restrictions on Recruitment/vacancy management; 

 Voluntarily reduced hours;  

 Reduction in overtime; 

 Redeployment, including retraining of employees;  

 Career breaks 

 Discontinuing temporary employees; 

 Natural turnover; 

 Voluntary Severance; 

 Any other cost/saving initiative which may be available. 
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6.12. Once a pool of employees has been identified, no vacancy will be 

automatically advertised for recruitment.  Where possible, each post will be 

considered for redeployment against the pool of employees, with the aim of 

reducing the numbers that may require to be made redundant.   

 

Identifying potential pools for redundancy  
 

6.13. The Council will in the first instance determine the pool of employees from 

which the compulsory redundancies will be made.   For consultation 

purposes, each site is usually a separate “establishment”, however it may be 

more appropriate in some cases to identify an organised group of staff across 

different sites, e.g. by a particular job role.   The pool will be determined by 

the service or function reducing or ceasing.  

6.14. The selection pool will be discussed with Trade Unions and where possible 

agreed in line with legislative requirements. Employees across more than one 

location or Service can be classed as ‘one pool’ for the purpose of calculating 

the minimum periods of collective consultation.  

6.15. If a unique post is identified for redundancy affecting a single employee, 

depending on the tasks of the role there may not be a need to identify a pool. 

6.16. Where necessary, support will be provided by Human Resources to identify 

the suitable pool of employees.   
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 Voluntary Redundancy  
 

6.17. Before  a situation arises where there is a potential for a compulsory 

redundancy exercise  a voluntary redundancy option will be considered to 

enable all employees with over 2 years service, within the specific pool 

identified (See 6.14 - 6.17), to apply to be considered for voluntary 

redundancy. 

6.18. There is no right to voluntary redundancy and the Council’s Clearing House 

will make the final decision on which volunteers to accept based on the 

selection principles outlined below. 

 
 Assessing Applications for Voluntary Redundancy  

6.19. When considering an application for voluntary redundancy, the Senior 

Manager/Strategic Director must: 

 Prepare a comprehensive assessment of service delivery implications, 

including the operational and financial implications of any offer being 

considered; 

 Consult with SLG on the proposal and proposed service delivery; 

 Consult with the Section 95 Officer on the financial implications of the 

severance package. This must include discussions with the relevant 

Service Accountant.   

 Where more than one employee from the same pool/unit requests 

voluntary redundancy, and where necessary, the selection process will be 

used to determine the employees who may be further considered.  Whilst 

this will provisionally determine the selection process, consideration must 

also be given to the financial cost of any offer(s) being assessed before 

any final determination is made.   
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Replacement Strategy/Financial Implications for Voluntary 

 Redundancy  

6.20. If an employee is to be granted voluntary redundancy, the Senior 

Manager/Strategic Director must clearly identify efficiency savings and/or 

operational improvements that will be implemented.  Generally any proposal 

will be expected to delete the employee’s or a related post. However where 

more than one employee is involved, in some circumstances this may require 

the team to be redesigned resulting in the creation of a post at a lower level. 

6.21. Taking this into account, a voluntary redundancy proposal will only be 

approved where financial savings of normally 100% of employment costs will 

be recovered over a period of no more than 2 years and it is in the interests 

of the Council.  

6.22. Where a financial saving can not be made over 2 years the cost will be 

reviewed and a determination made whether costs can be recovered over 3,4 

or 5 years. Only with the approval of the Section 95 Officer will any proposal 

be agreed in these circumstances. 

 

 Approval Process for Voluntary Redundancy  

6.23. SLG will consider all relevant factors, including the cost and savings to the 

Council and the operational implications.   

6.24. Whilst decisions on voluntary redundancy should be based on the financial 

benefit, consideration must also be given to on-going service delivery to 

ensure it is in the interests of the Council.  

6.25. Only where it can be demonstrated that financial savings of normally  100% 

of the employment costs will be recovered over a period of no more than 2 

years and that the proposal is in the interests of the Council, will the offer be 

approved. 

6.26. Where a financial saving can not be made over 2 years the cost will be 

reviewed and a determination made whether costs can be recovered over 3,4 

or 5 years.  Only with the approval of the Section 95 Officer will any proposal 

be agreed in these circumstances. 

6.27. Once approved, the Service Accountant will ensure the necessary changes 

are made to the Service’s budget and establishment.  
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6.28. There is no right of appeal against any refusal to grant a voluntary 

redundancy request. However, where an employee considers that their 

request has not followed policy or has been dealt with unfairly, the matter will 

be dealt with as part of the normal grievance process.   

6.29. All documentation relating to voluntary redundancy applications (whether 

granted or not) will be retained by Human Resources for future audit 

purposes.   

 

 Compulsory Redundancy 

6.30. Where all alternatives have been explored and a situation arises where a 

compulsory redundancy exercise  is required the undernoted processes will 

apply. 

 

 Selection Criteria - Compulsory Redundancy 

6.31. Where there remain more employees than jobs in the identified pool (see 

6.14 - 6.17), selection criteria will have to be applied in order to select the 

required number of employees for redundancy.   Selection criteria must be as 

objective as possible, measurable and justifiable in order to ensure the fair 

and transparent selection of employees for redundancy.  As part of this 

process a skills audit will be undertaken. 

6.32. The redundancy selection criteria should be objective, precisely defined and 

capable of being applied in an independent and consistent manner to all 

employees. This is to ensure that the process is conducted fairly.  The criteria 

that will be used can include: 

 

 Qualifications;  

 Essential skills, experience, knowledge and competencies to undertake 

the post;   

 Disciplinary Record;   

 performance 
 relevant experience 
 disciplinary records 
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 future potential 
 length of service 

 

  

6.33. The scoring for each criteria will be as per Appendix 2.   Weighting may be 

applied to the criteria which will be developed at the time of each redundancy 

exercise to meet the prevailing needs of the Council. This information will not 

be available to managers making the assessments to ensure objectivity.  

Those employees with the lowest scores will be selected for redundancy.    

6.34. The blend or matrix of criteria used may differ between each selection 

exercise undertaken by the Council and this will be discussed with Trade 

Unions as part of the consultation process.  

 

 Implementation Process 

Stage 1 – Information Meeting 

6.35. A brief meeting will be held with all affected employee/s and the relevant 

manager with a representative from Human Resources.  The purpose of the 

meeting will be to advise the employee/s that they are at risk of redundancy.  

At this meeting the manager will provide brief reasons for the redundancy 

and the process to be followed along with the appropriate timescales.  This 

meeting should be a consultative meeting only and is an opportunity to 

provide information on the reasons and process to be used along with 

exploring options to reduce the need for redundancies.   It should be made 

clear to the employees that no decision has been made at this stage as to 

whether they will be made redundant.   Employees can be asked to consider 

their position with regards to suitable alternative employment at this stage. 

6.36. The manager will also write to all employees within the pool to confirm that 

they are at risk of redundancy and outline the selection process and 

timescales to be applied.  

6.37. Before Stage 2 the affected employees should have the opportunity to 

comment on the proposed selection criteria. 
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Stage 2 – Scoring 

6.38. The employees contained in the established ‘pool’ will be scored using the 

agreed criteria by the relevant manager.   The manager must consult Human 

Resources for assistance in completing this.  Once all scoring is completed 

the scoring sheet will be issued to the relevant employee for their 

consideration.  No weighting will be applied at this stage. 

 

 Stage 3 – Individual Meetings. 

6.39. A meeting will be arranged with each employee, providing at least 5 

working days notice, to discuss and assess the scoring.  This is an 

opportunity for employees to challenge the scoring, raise concerns or any 

specific matter that arises from their own assessment.  The Senior Manager 

and a representative from Human Resources will be present and each 

employee will have the right to representation of their choice at this meeting. 

6.40. Employees should be allowed enough time to reasonably consider their 

individual scoring and the redundancy proposal in general, for example 

alternative actions that could be considered to avoid the redundancy.   

Management should give consideration to any reasonable representations 

the employee makes.   

 

 Stage 4 – At Risk – Redeployment & Re-Training 

6.41. Those at risk of redundancy will have an opportunity to meet with a 

representative(s) from Human Resources, or other advisers where 

appropriate.  This will help facilitate the redeployment process and will also 

provide an opportunity to discuss and consider any possible re-training 

opportunities.  

 

Stage 5 - Notice of redundancy 

6.42. After consideration of any representations and where there is no alternative 

to redundancy, a meeting should be convened with each employee to advise 

them of the outcome of the scoring process.  The relevant Senior Manager 
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and a representative from Human Resources should be present to confirm 

the decision in relation to whether the employee has been selected for 

redundancy.  The employee will have the right to representation at this 

meeting. 

6.43. An employee who is made redundant is entitled to written notice.  Where 

the employee has been selected, they will be issued with written notice of 

redundancy and will be placed on the redeployment register for the purposes 

of seeking suitable alternative employment. Employees who are given notice 

must be paid during the notice period even if they are unable to work eg 

through sickness.  The minimum periods of notice employees are entitled to 

is based on their length of continuous service and will be as per the contract 

of employment. 

6.44. Information will also be provided in relation to the proposed termination date 

and entitlement to payments including outstanding annual leave, all of which 

will be confirmed in writing.  Generally, employees will be required to work 

their full notice period, although in specific circumstances, pay in lieu of 

notice may be more appropriate.  During the notice period, employees are 

entitled to reasonable time off to assist in the search for other employment. 

6.45. The Senior Manager will write out within 5 working days confirming their 

decision and provide information on the appeal process. 

 

Stage 5: Appeal Process 

6.46. Any employee who has been selected for redundancy and who is 

dissatisfied with the way in which the Council has applied the redundancy 

selection criteria, or who believes that he/she has been unfairly 

disadvantaged by the selection criteria or not given a fair opportunity to put 

forward representations, can request a formal review of his/her selection for 

redundancy. 

6.47. The review should be lodged within 5 working days of the formal notification 

of redundancy being given.  The request for a review should be submitted to 

the Senior Manager – HR and Workforce Development, who will arrange for 

a review hearing to be heard within 5 working days of receipt of the request, 

or as soon as possible thereafter. The review hearing will be chaired by an 
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independent Strategic Director The same Strategic Director will consider all 

review cases received from the same pool, unless this is impractical. 

6.48. The outcome of the review process will be communicated to the employee 

in writing within five working days of the review hearing. The decision of the 

review hearing will be final. 

6.49. The process to be adopted at the review hearing is outlined in Appendix 3. 

 

 Alternative Employment 

6.50. In compulsory redundancy situations employees will be added to the 

redeployment register and considered for posts in accordance with this 

Policy.    

6.51. Trial periods will be offered in accordance with the Redeployment Policy.   

6.52. Employees will be made aware of the consequences of accepting or 

refusing an offer of suitable alternative employment. For example, should the 

employee unreasonably refuse an offer of suitable alternative employment, 

the employee may lose the right to a redundancy payment.    Suitable 

alternative employment will be a post at a similar level, grade and status. 

6.53. Consideration will also be given to reasonable adjustments that can be 

made to posts in line with the Disability Provisions of the Equality Act 2010. 

6.54. Employees selected for redundancy will also be afforded reasonable time 

off to look for work or to arrange training.   The employee should submit their 

request in writing to their Line Manager, outlining the reason for the time they 

require, within a reasonable time frame for the manager to consider the 

request.   

6.55. If an employee finds alternative employment external to the Council and 

wishes to leave before the end of their notice period they will lose the right to 

any outstanding period of notice.  If the employee wishes to leave prior to 

their termination date they must submit their request in writing to their Senior 

Manager and consideration will be given to this.   

6.56. If a redundant member of staff is offered alternative employment with 

another local authority or organisation detailed within The Redundancy 

Payments (Continuity of Employment in Local Government, etc.) 

(Modification) Order  , whether in writing or not, before the date of the 
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redundancy and the termination of his/her contract, and the new job starts 

within 4 weeks of the date of redundancy payment, no redundancy payment 

is due and continuity of service for statutory redundancy purposes is 

preserved 

 

 Employee Support 

6.57. The Council will offer appropriate support to employees at risk of 

redundancy which may include; 

 Class for dealing with Stress; 

 Financial/welfare benefits advice; 

 Job Search techniques – Self marketing skills, C.V. writing, networking 

skills & opportunities, Interview skills & techniques; 

 Computer and internet access skills. 

 

7. Compensatory Payments 

7.1. Where eligible and approved, the package may consist of a combination of 

components.  Some elements are mandatory and some discretionary. Levels 

of compensation vary depending on whether the termination of employment 

is voluntary or the employee has been dismissed on the grounds of 

redundancy.  

7.2. In redundancy situations a compensatory lump sum is payable.   The 

compensatory lump sum payment made under these arrangements by the 

Council includes any entitlement to the statutory redundancy payment as per 

the Employment Rights Act 1996. An employee made redundant, with 2 or 

more years' continuous service is entitled to a redundancy payment.  The 

Council operates the Statutory Redundancy Payment scheme which is: 

 

 

 

 

 

 

186



Clackmannanshire Council 
Severance 

 19 

 Employees aged 22 and under – 0.5 weeks pay for each year of 

continuous service; 

 Employees aged between 23 and 40 – 1 weeks pay for each year of 

continuous service; 

 Employees aged 41 and over – 1.5 weeks pay for each year of 

continuous service; 

 

7.3. Subject to 8.3 a week's pay is the amount an employee would normally 

receive under his/her contract on the date of the cessation. If a week's pay 

varies for any employee an average pay over the previous 12 weeks will be 

used. 

7.4. The reference period will only relate to elements paid for in the normal 

course of employment. It will for example not include any payments received 

for arrears of pay. 

7.5. For the purpose of this policy continuous service is service with employers 

listed in The Redundancy Payments (Continuity of Employment in Local 

Government, etc (Modification) (Amendment) Order 2001, where there has 

been a break of seven days or less between employments.  Employees with 

less than 2 years continuous service are not eligible for a redundancy 

payment. 

7.6. The compensatory lump sum payment will be calculated as at the 

termination date or where appropriate, the date when the notice period has 

expired.  
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8. Compensatory Payments on grounds of efficiency  

Voluntary Severance  

8.1. In order to compensate employees for the loss of future employment, in 

situations where the employee voluntarily requests severance, a maximum 

payment of up to 52 weeks salary may be available if the employee is unable 

to access their pension. 

8.2. Where applicable, and in line with pension regulations, employees who can 

access their pension may be eligible for up to 5 Compensatory Added Years. 

 

Voluntary Redundancy  

8.3. If an employee accepts an offer of voluntary redundancy and qualifies for 

immediate access to their pension benefits they will also be entitled to a 

payment based on the statutory provisions 

8.4. If an employee accepts an offer of voluntary redundancy and does not qualify 

for access to their pension benefits a maximum payment of up to 52 weeks 

salary, dependant on age and length of service, may be available. 

 

Compulsory Redundancy 

8.5.  In the event that the Council does not operate a no compulsory redundancy 

policy and compulsory redundancy is unavoidable, once all other options 

have been exhausted including voluntary severance and voluntary 

redundancy, the Council may opt to make compulsory redundancy available 

at terms no less favourable than those offered for voluntary redundancy. 

8.6.  As a minimum, the Council is obliged to make payment based on the 

Statutory Provisions. There will be no entitlement to Compensatory Added 

Years in compulsory redundancy situations. The compulsory redundancy 

package will be developed when all other options have been exhausted 

based on the prevailing financial circumstances and policy direction of the 

Council. 

8.7.  A table setting out a summary of entitlements and eligibility is included at 

Appendix 5. 
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9. Compensatory Added Years  (CAY) 

9.1. Compensatory added years can be awarded, in Voluntary Severance or 

Voluntary Redundancy situations to those who are or could be members of 

the pension scheme provided they have completed at least 5 year's service 

and would qualify for immediate access to scheme benefits on redundancy or 

efficiency grounds.  

9.2. The benefits arising from compensatory added years are a lump sum and a 

pension based on the compensatory period awarded and the employee’s 

final pensionable pay.  Compensatory added years compensation is paid for 

the duration of the employee's lifetime, or where appropriate, payable to the 

spouse or civil partner, which means it is not uncommon for a compensatory 

added years payment to be paid over a significant period of time.   

9.3. In all cases, the maximum number of compensatory added years that can be 

awarded is the shortest of the following: 

 
 The number of years needed to make up the employee’s pension 

 scheme membership to 40 years; 

 The period equivalent to the employee’s service; 

 The period between the date of cessation and the employee’s 65th 

 birthday; and 

 Up to 5 years. 

 

 

10. Pension Scheme Members - Mandatory pension scheme benefits 

Local Government Pension Scheme 

10.1. Accrued pension benefits must be released if the employee retires on 

redundancy or efficiency grounds and:  

 has attained age 50, having been an active member of the Scottish 

LGPS on 5th April 2006, or 

 

 

 has attained age 55, and 
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 has at least 2 years' scheme membership, or 

 has completed less than 2 years' membership but has 

transferred in previous pension rights from outwith the Scottish 

LGPS. 

 
10.2. Members of the scheme, who neither qualify for retirement benefits nor a 

refund, can leave their rights deferred in the pension fund for payment at 

retirement age. Alternatively, they can elect to transfer them to a new pension 

arrangement.    

10.3. Employees are encouraged to contact the Pensions Section at Falkirk 

Council for further information where appropriate.  

10.4. Retirement benefits are inflation-proofed provided employees have attained 

age 55. A spouse, civil partner or child’s pension benefits are inflation-

proofed irrespective of the age of the beneficiary.    

 
Scottish Public Pensions Agency (Teachers Pension Scheme) 

10.5. Where a member of staff is retired prematurely because of redundancy or in 

the interests of organisational efficiency, they may be granted retirement 

benefits if they are aged 55 or over and under 60 and contributing to the 

pension scheme.  

10.6. Employees are encouraged to contact SPPA for further information where 

appropriate.  
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11. Payment in Lieu of Notice and Outstanding Annual Leave 

11.1. In general, in cases where severance is granted by reason of efficiency or 

voluntary redundancy the employee will be considered to be leaving the 

employment of the Council by mutual consent so no notice will be payable. 

Termination dates will, in most cases, be by agreement, however the Council 

reserves the right to withdraw an offer if the termination date proposed by an 

employee is not suitable.  

11.2. In compulsory redundancy situations, employees will generally be required 

to work their notice period.  Where this is not the case and subject to the 

exigencies of the Service the compensatory lump sum, as detailed above, will 

include any contractual or legal entitlement to pay in lieu of notice.  No 

additional payment will therefore be payable in this respect.  

11.3. Services should ensure that employees take any unused annual leave 

entitlement prior to the agreed termination date, including those on term time 

contracts. In exceptional circumstances a payment in lieu of outstanding 

annual leave may be authorised in advance of the agreed termination date.   

 

12. Tax and Deductions 

12.1. A compensatory lump sum may be subject to the deduction of income tax 

depending on the level of the termination package. In voluntary redundancy 

or compulsory redundancy situations where an employee with more than 1 

post remains in a secondary post, their compensatory lump sum will be 

subject to tax and national insurance deductions. 

12.2. It is a condition of this Policy and a term of the employee's contract of 

employment that any outstanding payments due to the Council will be 

deducted from the final salary and/or compensatory package.  

 

13. Impact of re-employment 

13.1. In the limited circumstances referred to in section 2.3 above, where an 

individual is in receipt of a compensatory added years benefit and is re-

employed, the benefit can be affected by the re-employment. 
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13.2. In addition, re-employment may affect the payment of the Scottish LGPS or 

STSS benefit. The individual should discuss these aspects with the Pensions 

Section or SPPA if appropriate. 

 

14. Monitoring and Review 

 

14.1. The Senior Manager (HR and Workforce Development) and Trade Union 

Representatives shall monitor the effectiveness of these procedures on an 

ongoing basis.  Amendments will be made as and when deemed necessary 

and, where appropriate, after consultation with recognised trade unions. 

 

 

 

 

Policy Name Severance Policy and Procedure   

Department Human Resources  

Policy Lead Human Resources  

Equality and Fairer Scotland Impact Assessment 

Full Assessment 

Completed 

Yes  

Date Approved  

Review Date  
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APPENDIX 1 - VOLUNTARY SEVERANCE APPLICATION FORM 

SECTION 1 : PERSONAL DETAILS  

 

 

 

 

 

 

 

 

 

Surname:  Forename(s):  

Pay Reference:  Job Title:  

Service:  Job No:  

Date of Birth  Post No:  

Effective Date: 

(see published dates) 

 
  

Employee 

Signature: 

       

     

......................................................................

........ 

I fully accept that there is no commitment given by either party and each case 

will be looked at individually and cost will be the overriding factor in the 

authorisation of all VS applications. 

 

Date: 

 

 

 

 

Senior Manager 

Signature/Details: 

 

..........................................................

.......... 

Forward to Human Resources for coordination, irrespective if they have 

been approved or not. 

 

 

Date: 

 

 

 

Approved                         Declined     

 

Reason: 
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SECTION 2 : HR USE 

 

VS Received from Service  S22 required Yes                    No 

Date severance figures 

requested 

 Date severance 

returned 

 

S22 sent to payroll 
 S22 returned 

from payroll 

 

S22 sent to pensions 
 Figures received 

from Pension 

 

Figures sent to Finance 
 Figures returned 

from Finance 

 

Sent to Service 
 Returned from 

Service 

 

 

SECTION 3: FINANCE USE 

 

  £   Saving Type (Tick as appropriate)   

          

Annual Saving Value    Post Deleted      

          

         

    Other staffing reconfiguration    See attached Appendix A Form 

         

         

    Other saving    See attached Appendix A Form  

         

Section 95 Officer: …………………………………………………………….    
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SECTION 4: HEAD OF SERVICE 

 

SECTION 5: CLEARING HOUSE APPROVAL 

 

 

 

 

Strategic Director 

 

Comments:- 

   

 

On the basis of the figures provided by Falkirk 

Pensions, costs will be recovered within 2 

years. 

 TICK BOX 

 

By the following (tick box) 

 

         Post is to be deleted 

 

         Post reconfigured (how) - full details   

          attached 

 

         Budget Savings Identified elsewhere -   

         full details attached 

 

 

 

 

I am unable to recover costs 

within the 2 years.  Request is 

declined and I will inform the 

individual. 

 

TICK BOX 

There are exceptional 

circustances to warrant payback 

over 3,4 or 5 years and a case 

has been put to the S95 Officer. 

    

 

Strategic Director  

 

 .................................................(Signed) 

Forward to Human Resources  

 

Date: 

 

 

*Approved / Not Approved   (*delete as required) 

 

 

(Subject to finalised figures from Falkirk Pensions (if current Pensions figures in excess of 3 months old) 

 

 

SIGNED ........................................................................................... DATED: ............................................ 
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APPENDIX 2 - REDUNDANCY MATRIX 

QUALIFICATIONS 

No qualification for post Part qualified/part completed 

qualification 

Obtained qualification 

0 3 5 

 

SKILLS & EXPERIENCE, KNOWLEDGE & COMPETENCIES 

Essential skills, experience and competencies to undertake the post linked to the job 

description and personal specification for the post;  These need to specific, 

measurable and linked to the post. A skills audit of those staff affected would be 

undertaken as part of this process, this may be informed by 1-1, PRDS, supervision 

notes and TNA processes should help determine these levels, eg a Very high level 

of skills, experience etc would be evidenced by no gaps in the TNA process. 

Lack of skills experience, 

knowledge & not meeting 

competencies /in formal 

capability process 

(performance related) 

Acceptable level 

in some areas, 

with high level of 

gaps in all 

criteria  

Acceptable level 

across all areas, 

with some gaps 

showing in most 

criteria 

A very high level 

for one or more 

of the criteria and 

small gaps in all 

remaining areas 

Very high level across 

all areas 

0 2 3 4 5 

 

STANDARDS OF WORK AND PERFORMANCE 

Non-acceptable 

standard or work and 

performance and fails to 

meet objectives 

Low level of 

standard of work 

and performance 

which has raised 

concern in the 

last 12 months  

Acceptable level 

of work and 

performance  and 

sometimes meets 

objectives 

Usually a very 

high level of work 

and performance 

and usually 

meets objectives 

High standard of work 

and performance and 

always meets 

objectives 

0 2 3 4 5 
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DISCIPLINARY RECORD 

Live Final Written Warning on file Live Written warning on file No disciplinary record 

0 3 5 

 

SICKNESS/ATTENDANCE* 

More  than X days absence in  the 

previous 2 years ** 

Upto X days absence in previous 2 

years 

No absences  in previous 2 years 

0 3 5 

 

* in cases where there has been disability-related absence or an Industrial Injury, the 

number of triggers above will be divided by 2, for example, a disabled employee who 

has reached 2 triggers in the previous 2 years will score 3 points and where they 

have reached 3 or more triggers, they will score 0.  

** Pro rata for part time staff
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APPENDIX 3 - APPEAL PROCESS 

 
Notification of Appeal  

Any employee who has been selected for redundancy can ask for the situation to be 

reviewed on the following grounds: 

 the application of the redundancy selection criteria; 

 the selection criteria have unfairly disadvantaged the employee; 

 the employee was not given a fair opportunity to put forward representations; 

 the policy has not been applied properly. 

Employees must confirm their intention to apply for a review/appeal in writing to the 

Senior Manager – HR and Workforce Development  within 5 working days of 

notification of selection for redundancy.  This should set out the reasons to their case 

to be reviewed eg the grounds of their appeal and provide any 

evidence/documentation to demonstrate their case.  This information will be 

available to all parties of the review hearing. 

On receipt of a letter of review/appeal, Human Resources will arrange a suitable 

hearing, providing a minimum of 3 days' notice in writing.  The line manager will be 

asked to submit any relevant papers that may be referred to during their submission, 

copies of which will be provided to the appellant in advance of the hearing taking 

place.  

The Review Hearing 

The hearing will be chaired by an independent Strategic Director. Representatives 

from Human Resources, Legal and a Trade Union representative will attend to 

provide support and advice to the chair.  

 

The staff member may be accompanied at the hearing by a colleague or their Trade 

Union representative.   A representative from the appropriate Service will also be 

invited to attend the hearing to present management’s case. 
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The Chair will introduce those present and ensure those attending understand the 

procedure which is to be followed during the hearing. 

 

The staff member , or their Trade Union representative will present their case, after 

which they may be questioned by the Chair and the relevant Advisers.   

 

Management’s case will be presented by the relevant line manager.  The opportunity 

for questioning from the panel will be available. Each party will have the opportunity 

to ask questions. 

 

Management’s representative, followed by the staff member or their representative, 

will then be provided with an opportunity to briefly summarise the key points of their 

case.  No new evidence should be introduced at this time.  The parties will then be 

asked to withdraw to allow the Chair to decide whether the appellants case is upheld 

or not.  The staff member and managers will be advised in writing whether their case 

has been upheld or not within 5 days of the date of the review hearing. 

 

Before closing the hearing, the Chair will: 

 Ascertain whether or not the staff member considers that they have had a fair 

hearing. 

 Advise the staff member that the panel’s decision will be notified in writing at 

the conclusion of all appeals. 
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APPENDIX 4 - STATUTORY REDUNDANCY PAY TABLE 

To calculate how much statutory redundancy you can get please visit 
https://www.gov.uk/calculate-your-redundancy-pay.  

 
Statutory Redundancy is based on age, weekly pay and number of years in the job. 

You only qualify for statutory redundancy pay if you’ve worked for your employer for 
at least 2 years. 
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Appendix 5 

VOLUNTARY REDUNDANCY/COMPULSORY REDUNDANCY 

Severance Situation Less than 2 years service At least 2 years service but less than 5 

years 

More than 5 Years 

Unable to Access Pension based on age and 

pension rules* 

No Pension benefits payable 

 

Refund of pension contributions, or a Transfer 

Value 

 

No Redundancy entitlement 

No Pension benefits payable 

 

Accrued pension benefits retained in the Fund 

or Transfer Value for another pension fund. 

 

If a Voluntary redundancy situation 

compensation payable based payable up to 

52 Weeks pay, determined by age and length 

of service. 

 

The maximum redundancy payment not 

subject to Tax and NI is £30,000 

No Pension benefits payable 

 

Accrued pension benefits retained in the Fund 

or Transfer Value for another pension fund. 

 

If a Voluntary redundancy situation 

compensation payable based payable upto 

52 Weeks pay, determined by age and length 

of service. 

 

The maximum redundancy payment not 

subject to Tax and NI is £30,000 

Able to Access Pension based on age and 

pension rules 

No Pension benefits payable 

 

Refund of pension contributions, or a Transfer 

Value 

 

No Redundancy entitlement 

Eligible to immediate access to pension 

benefits but NOT entitled to CAY. 

 

If a Voluntary redundancy situation 

compensation payable based on Statutory 

entitlement determined by age and length 

of service 

Eligible to immediate access to pension 

benefits and up to 5 CAY 

 

If a Voluntary redundancy situation 

compensation payable based on Statutory 

provisions. 

* Unable to access if under aged 55 although if a scheme member on 05/04/2006 (and still in the Scheme) protected age of 50. 
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VOLUNTARY SEVERANCE 

Severance Situation Less than 2 years service At least 2 years service but less than 5 

years 

More than 5 Years 

Unable to Access Pension based on age and 

pension rules* 

No Pension benefits payable 

 

Refund of pension contributions, or a Transfer 

Value 

 

No Redundancy entitlement 

No Pension benefits payable 

 

Accrued pension benefits retained in the Fund 

or Transfer Value for another pension fund. 

 

If a Voluntary severance situation 

compensation payable based payable up to 

52 Weeks pay, determined by age and length 

of service. 

 

The maximum redundancy payment not 

subject to Tax and NI is £30,000 

No Pension benefits payable 

 

Accrued pension benefits retained in the Fund 

or Transfer Value for another pension fund. 

 

If a Voluntary redundancy situation 

compensation payable based payable upto 

52 Weeks pay, determined by age and length 

of service. 

 

The maximum redundancy payment not 

subject to Tax and NI is £30,000 

Able to Access Pension based on age and 

pension rules 

No Pension benefits payable 

 

Refund of pension contributions, or a Transfer 

Value 

 

No Redundancy entitlement 

Eligible to immediate access to pension 

benefits but NOT entitled to CAY. 

 

 

Eligible to immediate access to pension 

benefits and up to 5 CAY 

 

 

* Unable to access if under aged 55 although if a scheme member on 05/04/2006 (and still in the Scheme) protected age of 50. 
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Equality and Fairer Scotland Impact Assessment - Screening  
 
 
Title of Policy: Severance Procedure 

Service: Human Resources 

Team: Human Resources 
 

Will the policy have to go to Council or committee for approval Yes 

Is it a major policy, significantly affecting how functions are delivered? No 

Does it relate to functions that previous involvement activities have identified as being 
important to particular protected groups? No 

Does it relate to an area where the Council has set equality outcomes? No 

Does it relate to an area where there are known inequalities?  No 

Does it relate to a policy where there is significant potential for reducing inequalities or 
improving outcomes?  No 

 
IF YES TO ANY - Move on to an Equality & Fairer Scotland Assessment 

 
IF NO - Explain why an Equality & Fairer Scotland Assessment is not required 

 

 
APPROVAL 

NAME DESIGNATION DATE 

   

 
NB This screening exercise is not to be treated as an assessment of impact and therefore does not need to 
be published. However, if you decide not to assess the impact of any policy, you will have to be able to 
explain your decision. To do this, you should keep a full record of how you reached your decision. 
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Equality and Fairer Scotland Impact Assessment - Scoping  

 
Purpose of the proposed policy or changes to established policy 

The purpose of the policy is to ensure fair processes are in place throughout the Council when 
considering criteria and applications for staff who wish to apply for severance. 

Which aspects of the policy are particularly relevant to each element of the Council’s 
responsibilities in relation to the General Equality Duty and the Fairer Scotland Duty? 

General Equality Duty - 

 Eliminating unlawful discrimination, harassment and victimisation and other prohibited 
conduct  

The procedure aims to treat all employees fairly and consistently and should assist with removing 
potential indirect discrimination, harassment or victimisation by providing clear guidelines and 
transparency to VS processes.  

 Advancing equality of opportunity between people who share a relevant protected 
characteristic and those who do not 

Having due regard for advancing equality involves removing or minimising disadvantages suffered by 
people due to their protected characteristics. Severance can be requested by all employees and this 
could include for personal reasons, which could be covered by a protected characteristic (for example 
wishing to leave employment or retire early due to caring needs or health needs which would not be 
covered by ill health retirement). 
 

 Fostering good relations between people who share a protected characteristic and those 
who do not. 

This element of the Duty is more relevant to the Council’s role as a service provider, and there is 
relatively limited direct relevance to this particular procedure.  
 
 
 
 
 
 
 
 
 
 
 
 
 
Fairer Scotland Duty - 

 Reducing inequalities of outcome caused by socioeconomic disadvantage 
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To which of the equality groups is the policy relevant? 

Protected 
Characteristic 

Yes/No* Explanation 

Age 
 
 
 

Yes Older staff are more likely to receive a higher redundancy payment 
than younger staff. For the avoidance of doubt, it is not 
anticipated that this amounts to less favourable treatment for 
younger staff. The Equality Act 2010 contains an exemption for 
employers who wish to make more generous payments to 
employees who are older or their length of service with their 
employer is greater. This exemption is justified under EU law where 
labour market evidence shows that older workers are more likely to 
be made redundant and have a harder time getting a new job than 
younger workers.  

Disability 
 
 
 

No  
 It is submitted that this protected characteristic is not directly 
relevant to this Procedure and it is not anticipated that there could 
be any differential impact on people on the grounds of disability 

Gender 
Reassignment 
 
 
 

No It is submitted that this protected characteristic is not directly 
relevant to this Procedure and it is not anticipated that there could 
be any differential impact on people on the grounds of gender 
reassignment. 

Marriage and civil 
partnership 

 

No It is submitted that this protected characteristic is not directly 
relevant to this Procedure and it is not anticipated that there could 
be any differential impact on people on the grounds that they are 
married or in a civil partnership.  

Pregnancy and 
Maternity  
 
 

Yes Return from maternity, this could be positive for this group of staff 
who may not wish to return to workplace and have opportunity to 
apply for VS. 

Race No  It is submitted that this protected characteristic is not directly 
relevant to this Procedure and it is not anticipated that there could 
be any differential impact on people on the grounds of race. 
 

Religion and Belief  
 
 
 

No It is submitted that this protected characteristic is not directly 
relevant to this Procedure and it is not anticipated that there could 
be any differential impact on people on the grounds of religion and 
belief. 
 

Sex 
 
 
 

Yes There are more women than men who are employed by the Council 
(71.3% of staff excluding teachers are female compared to 28.7% of 
men). 
 
Lone parents are more frequently female and face a higher level of 
poverty, and this the Council.  However, in terms of redudancy, the 
Council would always seek to utilise voluntary measures first to 
minimise the impact of redundancies on the workforce. 
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Sexual Orientation 
 

No It is submitted that this protected characteristic is not directly 
relevant to this Procedure and it is not anticipated that there could 
be any differential impact on people on the grounds of sexual 
orientation.  

 
* Delete as required 
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What evidence is already available about the needs of relevant groups, and 
where are the gaps in evidence? 
 

The evidence referred to above includes evidence from Scotland’s Census Results, the Equality and 
Human Rights Commission, regional employment patterns, publications on poverty and income 
inequality, the Scottish Health Survey and statistics published by Police Scotland.  
 
In terms of internal evidence, reference has been made to the most recently published staff equality 
data.  
 
There is a high rate of staff who responded “Prefer Not to Say” in relation to whether they have a 
disability.  

Which equality groups and communities might it be helpful to involve in the development of 
the policy? 

Trade Unions have been actively involved in the development of the policy.   

Next steps 

In order to better meet the General Equality Duty, the Council will take steps to ensure that this 
Procedure is applied fairly. These steps will include: 

 Encouraging staff to disclose a disability, in order to assist with monitoring the impact of this 
Procedure 

 Encourage staff to disclose symptoms to their line manager 
 Raising awareness with managers of the need to act fairly and impartially 
 Monitoring grievance data relating to the implementation of this Procedure 
 Encouraging managers to be mindful of the Council’s commitment to support staff and to take 

into account the needs of protected groups 
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Equality and Fairer Scotland Impact Assessment - Decision  
 
 
Evidence findings 

The evidence highlights that the introduction of this policy/procedure will have a positive impact on 
protected groups. The overall commitment to support employees should assist the Council in 
demonstrating that it has paid due regard to the General Equality Duty. The Council would always 
seek to utilise voluntary redundancy measure or severance wherever possible before moving to any 
compulsory redundancy model.  The selection criteria would have to be drawn up to be objective and 
fair and would be equality assessed also at this time to ensure no discrimination takes place. 

Details of engagement undertaken and feedback received 

This Procedure has been developed in consultation with recognised trade unions who, along with 
Council Management, form the Council’s Policy Group. In addition the policy/procedure will be 
considered by Tripartite (Elected Members, Unions and Management) It will  also been reviewed, and 
hopefully formally adopted, by  the Partnership and Performance Committee on behalf of the Council. 

Decision/recommendation 

Having considered the potential or actual impacts of this policy, the following decision/ 
recommendation is made: 
 
Tick 
 
 

Option 1: No major change  
The assessment demonstrates that the policy is robust. The evidence shows no potential for 
unlawful discrimination and that all opportunities have been taken to advance equality of 
opportunity and foster good relations, subject to continuing monitoring and review. 

 Option 2: Adjust the policy – this involves taking steps to remove any barriers, to better 
advance equality or to foster good relations. It may be possible to remove or change the aspect 
of the policy that creates any negative or unwanted impact, or to introduce additional measures 
to reduce or mitigate any potential negative impact. 

 Option 3: Continue the policy – this means adopting or continuing with the policy, despite the 
potential for adverse impact. The justification should clearly set out how this decision is 
compatible with the Council’s obligations under the duty. 

 Option 4: Stop and remove the policy – if there are adverse effects that are not justified and 
cannot be mitigated, consideration should be given to stopping the policy altogether. If a policy 
leads to unlawful discrimination it should be removed or changed.  

Justification for decision 

This assessment finds no indication that the Procedure will unlawfully discriminate against protected 
groups. 

APPROVAL 

NAME DESIGNATION DATE 

   

 

208


	HR Policy Cover Paper - January 2021
	HR 1 Equality & Diversity Policy_Tripartite
	HR 1  EQIA Equality & Diversity
	HR 2 Casual Workers Policy _Tripartite
	HR 2 EQIA Casual Workers
	HR 3 Organisational Change Procedure_Tripartite
	HR 3 EQIA Org change  procedure
	HR 4 Recruitment & Selection Policy_Tripartite
	HR 4 Recruitment & Selection Procedure _Tripartite
	HR 4 EQIA Recruitment & Selection
	HR 5 Severance Policy and Procedure_Tripartite
	HR 5 EQIA Severance procedure



