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Organisational change at Islington Council
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Easy Read booklet
	
	1. Introduction
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	This booklet explains what happens when there is organisational change at Islington Council.
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	When we make organisational changes we want it to be fair and open for you and your representative.
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	We want to give employees affected by organisational change:

· A good chance to get another job 
· All the help they need.
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	We will do all we can to stop employees facing compulsory redundancy.
[image: image72.png]





	[image: image4.png]



	We will do this by
· Not filling posts when an employee leaves
· Looking at posts covered by temporary staff

· Changing the hours employees work

· Offering voluntary redundancy to some staff.
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	We have talked to trade unions and equality staff about this Organisational Change Procedure. 

We want it to be fair for all employees.
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	2. How does organisational change work?

	[image: image75.png]



	A Change Manager writes a report that explains why organisational changes are taking place.
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	The Change Manager gives a copy of the report to:
· A trade union representative
· Employees affected by the changes
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	Employees are given time to read the report and discuss the changes.
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	Depending on the number of employees affected by the change, this can take 45 days.

	[image: image8.png]



	The Change Manager usually meets with the group of staff affected.  And meet with individual members of staff. 
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	They reply to employees’ questions about the organisational changes in a written report or letter. 
And make a final decision about the changes.


	
	3. Fast organisational change
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	Fast organisational change takes place when
· There are no redundancies
· Employees have the same work contract as before
· Only a small number of employees are affected.
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	A fast organisational change usually takes between five and ten days.
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	Employees affected by fast organisational change usually get a letter about the changes.

	
	4. Filling new posts after organisational change
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	There are four ways to fill new posts after organisational change has taken place.

	
	A) Assimilation
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	An employee can be assimilated into a new post and new section. 
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Employees are not interviewed when there are more posts or the same amount of posts in the new section.
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	B) Competitive assimilation
Assimilations are competitive when there are more employees than new posts.

In some cases all employees will be interviewed for the new posts. 
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	The Change Manager may choose to select employees using the method described in Appendix 3 on Page 21.


	
	C) Ring-fencing
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	A new post is ring fenced when it is similar to the posts of one or more employees. 
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	These employees must apply for the new post and are interviewed by a panel. 

The panel offers the job to the best candidate. Successful employees must show at the interview that they have the skills to do the new post.


	
	D) Open competition
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	When a new post is advertised outside the new section or outside the Council.

	
	5. Special cases

	
	Employees on maternity leave
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	Some employees may face redundancy when they are on maternity leave. 
They will be offered a ring fenced post before other candidates.
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	An interview for the new post takes place when the employee returns to work.
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	Employees on maternity leave will be given other chances to find a new job. 

However if they are not successful they could be made redundant.

	
	Disabled employees
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	Any disabled employee facing redundancy will be offered a ring fenced post before other candidates.
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	When a disabled candidate is interested in a new post, managers must decide:
· Whether extra training or experience would help them to do the job.

· If changes to the job would make it easier for a disabled person to do the job. In disability law these changes are called reasonable adjustments 


	
	Staff on fixed term contracts
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	Employees on fixed term contracts, usually 12 or 18 months, should be treated the same as other employees.
Managers should seek advice from HR about employees on fixed term contracts.


	
	6. Protecting pay
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	Pay is protected when an employee gets a job through assimilation or ring fencing. 
And when pay for their new post is less than their old post.
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	In these cases employees are paid their old salary for three years.

	[image: image28.png]



	Employees who find a new job outside of the organisational change process do not get pay protection.


	
	7. Redundancy and finding new work
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	If an employee does not have a job after organisational change, they may face redundancy. 
They are put on notice to leave their job. 

	


	If an employee is offered other work by the Council and refuses to do it, they lose the right to a redundancy payment.
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	An employee can appeal against this decision. 
We explain how this works on Pages 15 to 17.

	
	Redeployment
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	After an employee gets their redundancy notice the Council will try to find them another job.
This is called redeployment.
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	All employees facing redundancy will get support to find a new job, including
· Support from Human Resources (HR)

· A redeployment pack

· Paid time off to look for work

· Access to the Council’s vacant posts

· Access to the Council’s Employment Assistance Programme for extra support.



	
	8. Redundancy payments
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	Employees can apply for redundancy or early retirement. Not all applications will be agreed.
The redundancy calculator in Appendix 4 of the full Organisational Change Procedure is for employees to work out their redundancy payment.
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	Employees over 55 years old may be able to 
· Retire from their job early or

· Take redundancy
This includes a lump sum and a pension.
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	There is a guide to pensions on izzi, the website for Council employees.


	
	9. How to appeal

	
	When employees can appeal
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	Employees can appeal against redundancy when:
· Their post is deleted from a new structure

· They have not been assimilated or appointed to a new post  

· They are redeployed into a new post but the trial period ends.

	

	They must write to the Change Manager within 10 working days of finding out they are redundant.
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	Their letter should say why they are appealing. And include any documents about their case.
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	A manager more senior than the Change Manager will hear the appeal. 
They are called the Appeal Manager.

	
	Telling employees about the appeal
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	The employee making the appeal gets a letter five working days before the appeal date. 
It states the time, date and place of the hearing.

	
	The letter about the appeal hearing
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	The letter says:
· That the employee can have a representative at the hearing

· That the meeting will take place even if the employee does not attend

· The name of the Appeal Manager
· That the Change Manager will put management’s case 

· That the Appeal Manager can change the decision or keep things as they are.


	
	What happens at the appeal
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	The Appeal Manager chairs the appeal meeting.

	[image: image44.png]



	The following people attend the appeal meeting:
· The Appeal Manager
· The Change Manager
· Someone from HR

· The employee’s representative
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	After a discussion the Appeal Manager makes the final decision.

This decision is put in writing and sent to the employee as soon as possible. 


	
	Appendix 1 – Who’s who?
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	Appendix 1 explains what people involved in organisational change do. 

	
	Change Manager

	[image: image47.png]



	A senior manager or a manager who leads on organisational change reviews.
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	All Change Managers go on organisational change training. 
And they seek advice from Human Resource (HR) throughout the process.

	
	Employees
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	Employees must tell managers who their representatives are, and the trade union the representative belongs to.
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	Employees can go to organisational change meetings. And they can meet one-to-one with Change Managers.

	
	Human Resources (HR)
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	HR provides organisational change training for all managers. 
And they provide support for employees and managers,
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	Support from HR includes:

· Advice for managers about the changes to their section
· Help for employees who need to find a new job.
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	HR is in charge of organisational change across the Council, 

They make sure that everyone follows the Organisational Change Procedure.


	
	Representatives of employees

	
	The law says that representatives have the right to 

· Attend meetings

· State the employee’s case
· Consult with the employee

· Respond on behalf of the employee.
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	If a representative cannot go to a meeting, a new meeting can be set within five working days.

	
	Note Taker
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	The note taker keeps a written record of meetings. 
The Change Manager reads the notes to check they are a good record of the meeting.

	
	Senior Manager
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	The main role of a senior manager is to:
· Appoints a Change Manager
· Agree organisational change reports written by the Change Manager

· Attend all appeal hearings 



	
	Appendix 2 - A checklist for Change Managers
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	Appendix 2 lists the things a Change Manager does for an organisational change review.

	
	Appendix 3 - Another way to select employees
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	Appendix 3 explains another method Change Managers can use to work out which employees are assimilated into a new structure.
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	For competitive assimilations a Change Manager can select employees by looking at their:
1. Performance
2. Attendance
3. Conduct



	
	1. Performance
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	A panel of two managers work out how each employee performed over the last two years. 

They look at information from appraisals, supervision meetings and interviews. 
Each employee is given a score out of 60 for their performance.



	
	2. Attendance

	
	A score for attendance is worked out by looking at the number of:

· Days each employee took off in the last two years. 

· Periods of sickness they took off.
Each employee gets a score out of 20 for their attendance.

	
	3. Conduct 
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	The score for conduct is worked out by looking at an employee’s warnings or disciplinary hearings.

Each employee gets a score out of 20 for their conduct.

	
	Each employee gets a final score out of 100.


	
	Appendix 4 - Documents
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	Appendix 4 lists all the forms and letters used in organisational change.
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	To find out more about organisational change read the full version of the Organisational Change Procedure. 

	[image: image64.png]



	You can find a copy on the Council employee’s website ‘izzi’.

Or you can speak to your HR Advisor.
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	All the images in this document are from the Valuing People ClipArt Collection.
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Organisational change


takes place when:


The number of employees required to do the work changes





An employee’s job changes 





A grant that normally pays for a job or a project is reduced or stopped.





�





Representative


Someone who speaks up for an employee at meetings





They can be a trade union official or a friend who works for Islington Council.





Compulsory redundancy


An employee is told to leave their job because the job is no longer needed. 


Or there is no money to pay for the work to continue.





Voluntary redundancy


An employee decides to leave their job. 


This often happens when two or more people are doing similar work but there is less money to pay them. 


Or the job does not need so many people to do it.
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Change Manager


A senior or manager who leads on organisational change.
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JuneApril





April





�





�





Redundancy


An employee leaves their job because


They decide to leave


They are asked to leave 








Assimilation


An employee is moved into a new post that is very similar to their old post. 
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2011





2014
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Redundancy payment 


When an employee leaves their job after taking redundancy they get paid an amount of money. This is usually based on 


Their monthly salary


Their age


How long they worked for the Council.
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