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[bookmark: _Toc201754304]Section A – Policy 
[bookmark: _Toc201754305]Summary
The Change Management policy sets out the process for managing organisational change, including restructures, transfers and change of base. It includes: 
· The process for managing organisational change including principles, duties and accountabilities and a detailed outline of the consultation procedure, including communication and pre-consultation engagement with Social Partnership Forum (SPF)
· The process for filling posts in a new structure
· How colleagues displaced and those at risk of redundancy will be supported to seek Suitable Alternative Employment, and an explanation of what Suitable Alternative Employment (SAE) is
· Information about the redundancy protections in place for pregnant staff and new parents
· An overview of the process for Transfer of Undertaking (TUPE) and similar which may apply in some cases of organisational change
· Information about specific schemes supporting colleague exit that may be run alongside organisational change in some cases, including Mutually Agreed Resignation Scheme (MARS) and Voluntary Redundancy (VR)
· Information about support for staff affected by organisational change


[bookmark: _Toc201754306]1. Introduction
The Humber and North Yorkshire Integrated Care Board (‘the ICB’) aims to provide all employees with the secure employment; however, changing internal and external needs will sometimes necessitate changes to staffing levels, structures, roles and ways of working. This policy provides a clear process to follow when implementing change which will ensure change is managed in a way that is sensitive, compassionate, consistent, fair and in line with statutory requirements, Agenda for Change (AfC), and best practice. The ICB is committed to minimising the impact of change on employees and wherever possible avoiding redundancy, through redeployment and pay protection.

[bookmark: _Toc201754307]2. Purpose
The purpose of this document is to set out the ICB’s approach to the management of organisational change and the procedures that should be followed by managers of major change in order to effectively support staff and assure patient outcomes. Where national change management processes apply, these will supersede local arrangements.

[bookmark: _Toc201754308]3. Definition / explanation of terms
For the purpose of applying the provisions contained in this document, the following definitions shall have the following meanings:  

Agenda for Change (AfC) means the National Health Service (NHS) grading, pay system and contractual terms and conditions for NHS staff, with the exception of doctors, dentists, and some senior managers.

Affected by Change means staff who are affected by the change e.g. change of line manager, changes to responsibilities but are not at risk of redundancy.
[bookmark: _Hlk198209157]
At Risk means staff whose posts may potentially be redundant as a result of organisational change if Suitable Alternative Employment cannot be found.
Continuous Service means the duration of a colleague's part time or full time employment with the ICB or any previous recognised NHS employer. It is used to determine how much service is taken into account when calculating sickness absence pay, redundancy pay, contractual maternity/ paternity/ adoption leave and pay and annual leave. How continuous service is defined, whether 'one week continuous service', 'three months' continuous service' or 'twelve months' continuous service', depends on which of these benefits is being calculated.  

The 'one week continuous service' date is of particular relevance to the redundancy pay calculation. It is the date from which a colleague has continuous service with the NHS with either no break or a break of less than a week (Sunday to Saturday) between employments and determines eligibility for redundancy informed by the provisions of the Employment Rights Act 1996, and the NHS Terms and Conditions of Service Handbook | NHS Employers.  For further details on continuous service dates, see also Starting Salaries and Reckonable Service Policy. 

COSOP means Cabinet Office Statement of Practice. It is a non-statutory policy within the public sector that outlines how staff transfers should be handled, particularly in relation to pension arrangements, to ensure continuity of employment and fair treatment, especially when TUPE (the Transfer of Undertakings (Protection of Employment) Regulations) legislation may not fully apply. National NHS guidance should be referred to if COSOP applies.

[bookmark: _Hlk196727050][bookmark: _Hlk198209061][bookmark: _Hlk200964356]Displaced means involuntary loss of current role, due to organisational change. Displacement occurs at stages 1 and 2 of the process for filling posts (see section 10) prior to the member of staff being formally placed 'at risk', which may take place following stages 1 and 2, (or 2a as applicable) if Suitable Alternative Employment is not found. 

Downgrading means where a post to which an employee is appointed, irrespective of its banding, carries an hourly rate lower than that for the previous post held or a salary scale with a maximum point lower than the maximum point for the previous post, or lower than that of the grade held in the previous (see Pay Protection Policy). 

HR1 means the legal document that UK employers must complete and submit to the Insolvency Service when they are proposing collective redundancies. The purpose of the document is to notify the government and initiate consultation procedures to protect employees' rights during the redundancy process.

Mutually Agreed Resignation Scheme (MARS) means a scheme under which an individual employee, in agreement with their employer, chooses to leave employment in return for a severance payment. MARS is different from redundancy.

Organisational Change means any NHS or management-initiated change in the organisation of the ICB. Organisational changes may include the reorganisation, relocation, merger, significant expansion or reduction of a function, competitive tendering or outsourcing, or a major change in working practice. All such changes will be conducted in accordance with this document which incorporates AfC, best practice and legal requirements and aims to provide a framework for common understanding for managers, staff and trade unions. More examples of types of organisational change are outlined in section 7.1.

Pay Protection means a period of time during which a colleague is paid their previous salary in order to allow them to prepare for a reduction of earnings or secure an alternative role at the previous salary (see Pay Protection Policy). 

People Impact Assessment means a tool used to match existing roles to new roles to identify if employees are entitled to a slot in or a ring fence. 

Promotion means when a colleague moves to a post which carries a higher rate of pay than that which applies to the previous post held.

Reckonable Service means previous service with a recognised NHS organisation that can be taken into account when calculating sickness absence pay, redundancy pay, contractual maternity/ paternity/ adoption leave and pay and annual leave.  The amount of Reckonable Service will depend on any breaks in service and how long these breaks were.  At the ICB’s discretion any period of employment outside the NHS which is relevant to NHS employment may be counted as reckonable service from the point at which the colleague's contract of employment is in effect (see Starting Salaries and Reckonable Service Policy and Part 3, Section 12 and Annex 1 of  NHS Terms and Conditions of Service Handbook | NHS Employers.

Redeployment means the appointment of displaced or at risk staff into a suitable alternative post. The redeployment process is outlined within the ICB's Redeployment Policy.

Redeployment and At Risk Register means a register centrally held by the HR Team where a list of displaced / at risk staff is collated and matched against potentially suitable alternative roles which become available.

Redundancy means when a role is no longer needed, which can lead to dismissal if Suitable Alternative Employment is not secured. 

[bookmark: _Hlk198209088]Ring fencing means the process by which staff who are displaced are identified for consideration for a post in a new staffing or management structure which is similar to their current post and where there is more than one contender for that post. 

[bookmark: _Hlk200964532][bookmark: _Hlk198209108]Similar means, for the purposes of this policy, a post which is at least 70% the same as an existing role.

Slotting In means the process by which staff who are displaced are confirmed into a post in a new structure which is similar to their current post and where that individual is the only contender for that post. 

Social Partnership Forum (SPF) means a forum which provides a regular and formal means of information, consultation and negotiation between managers and elected trade union representatives.

Suitable Alternative Employment (SAE) means an equivalent post defined in terms of pay, working hours, status, grade, duties and responsibilities, location and location allowances. It must be suitable to personal circumstances, skills and experience. It may be on any site operated by the ICB subject to individual travel considerations. It can be one pay band higher, one band lower or the same pay band. 

TUPE means the Transfer of Undertaking (Protection of Employment) Regulations 2006 Collective Redundancies and Transfer of Undertakings (Protection of Employment) (Amendment) Regulations 2014.

[bookmark: _Toc201754309]4. Scope of the policy
This policy applies to all staff substantively employed by the ICB with Agenda for Change (AfC) terms and conditions of employment, Very Senior Managers (VSM) and colleagues on other local terms and conditions, for example as employed Clinical Leads. This includes those who are seconded out to another organisation and those on long term leave (e.g. maternity leave, adoption leave, shared parental leave, long term sickness absence, career break/ sabbatical).  

[bookmark: _Hlk200960279][bookmark: _Hlk200959608]Staff who are on fixed term contracts may be in scope, in accordance with The Fixed-term Employees (Prevention of Less Favourable Treatment) Regulations 2002
and as outlined within individual change management processes, which will be clearly communicated at the time of consultation.  

This policy does not apply to staff employed elsewhere and seconded into the ICB (those staff are the responsibility of their substantive employer) or to agency staff.

[bookmark: _Toc201754310]5. Values and behaviours

This policy has been developed in the context of the ICB's values and behaviours. The principles and processes set out in this policy are designed to align with those values and behaviours.

[bookmark: _Toc201754311]6. Duties, accountabilities, and responsibilities
All staff must work in accordance with this policy and procedure, treating all colleagues fairly and equitably and ensuring that no member of staff is discriminated against on the grounds of contractual status, caring responsibilities, or any protected characteristic as defined by the Equality Act including ethnic origin, nationality, race, disability, sex or transgender reassignment status, marital or civil partnership status, age, religion or belief, sexual orientation. All staff must ensure they complete the statutory / mandatory training in Equality and Diversity. 

[bookmark: _Toc201754312]6.1. The Chief Executive has overall accountability for the management of the application of this policy and will be responsible for ensuring that the policy and procedure in place adheres to legislation. 

[bookmark: _Toc201754313]6.2 Executive Director of People 
The Executive Director is responsible for the administrative co-ordination of this policy and application in accordance with established good practice and legal requirements. 

[bookmark: _Toc201754314]6.3 Managers 
6.3.1. Executive Directors are critical to the effective leadership of the change management process, providing strategic leadership through complex periods of change

6.3.2 Managers leading change are responsible for the design and delivery of the change process and must:
· carry out early engagement with stakeholders taking into account valuable insight from those with knowledge and experience of the areas likely to be impacted

· Seek advice at an early stage from HR

· Produce a clear consultation document, 'The Business Case for Change’ which, once finalised following feedback from Social Partnership Forum should not be revised or changed unless through mutual agreement

· Regularly brief staff in accordance with the agreed communication plan  and ensuring that those less directly impacted also receive appropriate and meaningful communications about the proposals

· Provide timely information to staff and trade unions so that they are able to make meaningful contributions to the consultation process, including inviting Trade Unions to consultation meetings with the support of HR  

· Ensure that consultation is meaningful, approaching it with an open mind and considering all feedback received for use in changes to proposals as appropriate 

6.3.4 Managers with line management responsibility are critical to the change management process and are responsible for: 

· Keeping up to date with briefings in relation to the change management process including reading updated Frequently Asked Questions and supporting the staff they line manage to understand how these relate to them 

· Informing and engaging their team regarding proposed changes, including employees who are absent from the organisation (i.e. on maternity, adoption leave, paternity leave, shared parental leave, neonatal care leave, long term sick leave, career breaks, secondments - this list is not exhaustive), in accordance with communication guidance shared by HR and managers of change

· Providing support to colleagues they manage, maintaining confidentiality at all times and recognising the sensitive nature of change for individuals

· Understanding the need for change and how people respond to change and supporting managers of change to ensure the change process is as positive as it can be

· Liaising with HR at an early stage regarding any concerns they have in relation to the dignity and respect of their staff and the potential for discrimination as a result of a change management process.   Full consideration should be given in relation to reviewing existing reasonable adjustments or making new reasonable adjustments at any stage of the change management process, including when considering the suitability of alternative employment for an individual and in the arrangements for filling posts.  All managers are required to support the ICB’s commitment to creating an inclusive work environment, through ensuring reasonable adjustments are in place for those who require them. More details on how to do this are included the Workplace Adjustments guide which can be found on the intranet

· Ensuring that changes, once implemented, are embedded and that benefits are realised at the earliest opportunity

[bookmark: _Toc201754315]6.4 Staff 
The active engagement of staff is essential to successful change. Staff must:

· Actively participate in all forms of communication to ensure they are fully aware and informed about the proposed changes and their implementation.  This includes reading updated Frequently Asked Questions and providing feedback through the available mechanisms and methods shared as part of the specific organisational change process

· Give full consideration to any suitable alternative employment opportunities made available to them and in identifying new career opportunities; particularly if they are at risk of redundancy

· Initiate and complete where appropriate any paperwork in relation to protecting pensions entitlements, particularly where pay protection applies (see section 10 and Pay Protection Policy

· Continue to perform their role professionally during times of change

In addition staff are encouraged to:

· Be open-minded when considering reasonable changes 
· Make full use of support available 
· Check the accuracy of their information held on the Electronic Staff Record System (ESR) and make amendments via Employee Self Service or where not possible, notify HR via the HR inbox 

[bookmark: _Toc201754316]6.5 Human Resources
· The Human Resources (HR) Team is responsible for leading on the development, implementation, and review of the policy, ensuring it is updated as required

· The HR team will support all in the equitable, transparent and consistent application of this policy

· The HR team will provide expert advice and guidance on the application of this policy

· HR will support the manager leading change in the development of the consultation document, Integrated Impact Assessment (IIA) and the development of a communication plan to support the consultation process, alongside Communications colleagues




[bookmark: _Toc201754317]6.6 Internal Communications

· Internal Communications colleagues will work as part of the project management team, led by the manager leading change and supported by HR, to develop a communications plan to support the consultation and change process. This plan should provide clear, accurate and timely information to those directly affected and as appropriate, those indirectly affected by change 

[bookmark: _Toc201754318]6.7 Trade Unions
· Trade Union representatives will contribute to the development of proposals with a view to reaching a mutually acceptable solution to internal and/or external challenges

· They are responsible for supporting effective communication regarding organisational change

· They are responsible for ensuring on behalf of their members that this policy and procedure is adhered to; and that all practices are equitable, transparent and consistently applied 

· Trade Union representatives must fully participate in consultation processes in line with our principles of partnership working by understanding the need for change and considering the proposals/solutions

· The key mechanism for addressing concerns raised by Trade Union representatives regarding the application of this policy and working towards mutual agreement will be via the Social Partnership Forum

[bookmark: _Toc201754319] 6.8 Responsibilities for approval

This policy must be approved at the Executive Committee.


[bookmark: _Toc201754320]7.  Section B – Change Management Procedure

[bookmark: _Toc201754321]7.1 Statement and principles

Organisational change is driven by the business needs of the ICB and can be initiated by the external environment or by an internal review of organisational requirements.  The list below provides examples of when this policy applies: 
· National and local policy implementing on organisational form and structure. 
· Departmental restructuring/ reorganisation and developing the organisation to ensure it is performing effectively
· Transfer of a service in or out of the organisation under the appropriate transfer mechanism, for example – TUPE or COSOP
· Changes which affect the terms and conditions of employment, such as job description, hours, pay, location

During any organisational change, a fair and equitable process will be followed. The process will be determined in line with this policy depending on the circumstances of the change and additional information on process design is provided in Appendix 2.
Reasonable minor changes and adjustments to duties and working practices may be implemented without recourse to the formal procedures in this document. 
A minor change is: 

· Job description - change of job title and/or change of line manager

Changes to an employee's contractual terms and conditions of employment include: 
· Job Description (where more than a minor change as outlined above)
· Working hours or working pattern
· Pay
· Location or Contractual base

These changes can significantly affect employment contracts, so consultation is required, and mutual agreement is important to avoid subsequent claims of breach of contract or constructive dismissal.  Any situation which may lead to redundancy will not be deemed to be a minor change.

The ICB is committed to the following principles for managing organisational change:

· the ICB will work in partnership with the Trade Union and Staff Organisation representatives from the earliest stage possible as part of 'pre - consultation' or 'early engagement

· Staff will receive notice of any organisational change which may affect their futures at the earliest opportunity

· Staff will be considered against their substantive post and existing contractual arrangements throughout the organisational change process

· Staff will be treated as individuals with due regard to their personal and employment circumstances and their career aspirations at all stages of the change management procedure

· Staff will have the right to be accompanied by a Trade Union representative or workplace colleague at formal meetings to discuss the organisational change

· Requests by the employee for additional support at any individual meetings should be considered on an individual basis e.g. where disability is involved and familiarity with the impairment or the individual or specialist input would be beneficial

· The ICB will consider all reasonably practicable steps to avoid compulsory redundancies in change processes where this may be applicable

· The ICB strives to provide appropriate training and development and career support during change

· Staff will have access to the ICB's health and wellbeing offers, which can be accessed via the intranet 

[bookmark: _Toc201754322]8. Consultation 

[bookmark: _Toc201754323]8.1 Purpose of Consultation

In accordance with legislation and the partnership working principles of the NHS, the ICB is committed to meaningful and appropriate consultation with Trade Unions and staff affected by the organisational change.  

There will be times when organisational change will need to proceed without a consensus being reached on all issues.  

The purpose of the consultation is:

· to receive and where possible address any questions on the consultation document

· to consider any comments or views on the consultation document including any alternative proposals and costings (which the ICB shall as far as practicable make available) before determining any final decision to proceed

· to clarify any change processes and timeframes specific to the proposed organisational change under discussion

[bookmark: _Toc201754324]8.2 Consultation Procedure

· With support from HR, managers leading change will usually be required to prepare a consultation document (often referred to as the 'Management of Change Business Case') in accordance with good employee relations practice. It will be presented at the SPF meeting prior to any consultation commencing and shared with SPF members one week in advance of the meeting

· Early engagement with stakeholders is required on the development of the consultation document

· In the case of a TUPE process, the format of the information required to engage and consult will be determined in partnership with SPF

[bookmark: _Toc201754325]8.3 Time Periods for Consultation

The timing of the consultation will be determined in response to the factors which are driving the need for change and the extent of consultation will be proportionate to the degree of proposed change, the number of staff affected and the impact on individuals.

In all cases the ICB will allow sufficient time for meaningful consultation with staff and their representatives. In exceptional circumstances where changes need to be made very quickly, the Trade Unions will be briefed as soon as practicably possible, in line with SPF Terms of Reference and the verbal briefing will be followed by a written brief.

Where the consultation is in relation to a changes to an employee's contractual terms and conditions of employment, as outlined in section 7.1, reasonable consultation with the individual will be required.

In a collective redundancy scenario, consultation will take place for a period of no less than the statutory time scales:

· where 20 - 99 redundancies are proposed then consultation should commence at least 30 calendar days before the first redundancy takes place

· [bookmark: _Hlk195273975]where 100 or more redundancies are proposed then consultation should commence at least 45 calendar days before the first redundancy takes place

· Where the change proposal does not include a collective redundancy scenario, the consultation period will typically run for 30 calendar days

· The ICB makes the commitment that where multiple business units are affected by change, we will run consultations concurrently where possible and that we will count the number of redundancies across the organisation's footprint when determining the period of consultation. 

Trade Unions and staff may request additional information or an extension of time if this is necessary to enable them to understand and contribute to an informed discussion on the merits of the proposal and to ensure meaningful consultation takes place.  Such requests will not unreasonably be refused, and where they cannot be accommodated a reason will be given.

Where TUPE applies, see section 13 for timescales.

[bookmark: _Toc201754326]8.4 Consultation with the Trade Unions

Trade Unions play a vital role in advising and representing staff undergoing organisational change and in working with managers to ensure that organisational change is managed with the least disruption.  

Early informal, or ‘pre consultation’ with the Trade Unions is encouraged and should occur where possible.  Meaningful pre-consultation often leads to an agreed shorter formal consultation time and greater staff satisfaction with the process.

Formal consultation (see section 8.2 and 8.3 above) with the trade unions will commence within the minimum timescales above, once any informal comments have been considered and the consultation document has been finalised.   Ongoing discussions with the local accredited representatives will continue throughout the consultation and implementation stages of change. 

Where required, the ICB will agree appropriate additional paid facility time with our  Trade Union representative members, to ensure they are able to fully participate in this process. This will take the form of ongoing discussions with the local accredited representatives.

In a redundancy scenario, the information provided in writing to the Trade Unions shall include:

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

· the total number of employees of any such description employed by the ICB at the establishment in question

· the proposed method of selecting employees who may be dismissed

· the proposed method of carrying out the dismissals, with due regard to any agreed procedure, including the period over which the dismissals are to take effect (see section 16, NHS Terms and Conditions of Service Handbook | NHS Employers)

· the proposed method of calculating the amount of any redundancy payments to be made (over and above the statutory redundancy payment) to employees who may be dismissed

· the HR1 in advance of it being submitted to the Insolvency Service. 
	
[bookmark: _Toc201754327]8.5 Group Consultation 

Each member of staff affected by the organisational change proposal will be invited to the consultation launch meeting held to announce the proposed change and explain the consultation process which will follow. After this meeting, all staff who are affected by the proposed change will be provided with a copy of the consultation document. This meeting will be recorded and a link to the recording shared with all staff affected by the proposed change and their line managers. Trade Unions representing staff affected by the change should be invited to the first meeting with all affected staff and given reasonable notice to attend. 

Regular updates and frequently asked questions may be made available to staff through agreed communication mechanisms throughout the formal consultation period.  Throughout this period staff should be encouraged to discuss their concerns and queries with their line manager and Trade Union representatives.  

[bookmark: _Toc201754328]8.6 Consultation with Individual Staff

 Employees affected by the proposals are able to request a formal or informal 1:1 meeting with their line manager to discuss the proposals and how they may impact on their personal circumstances. The informal 1 to 1 meeting is with the individual’s line manager whereas the formal 1 to 1 meeting will be with their line manager, with the right to be accompanied by a Trade Union representative or work colleague and is supported by a HR representative.

A written record of the individual meetings will be kept and provided to the employee and their Trade Union representative where applicable.  The record will be a note of the main points discussed at the meeting, not verbatim notes.

It is recognised that staff may require time to consider and respond to the consultation and will therefore be made aware of their right to submit written feedback in accordance with the mechanisms identified in the consultation paper.

[bookmark: _Toc201754329]8.7 Staff Who are Absent from Work 

Staff who are absent from work for any reason including maternity leave, adoption leave, shared parental leave, paternity leave, neonatal care leave, long term sick leave, career breaks, secondment to another organisation (this list is not exhaustive) have the same right to be consulted with as other employees. They will be sent a copy of the consultation document and any other documentation and any other associated documentation such as Frequently Asked Questions, to their home address/agreed correspondence address, by their line manager so that they can participate in the consultation process and should be offered the opportunity to discuss the documentation further. 

[bookmark: _Toc201754330]8.8 End of Consultation

At the end of the consultation period the manager leading the change will give full consideration to all comments received from staff and the Trade Unions and will make a decision on the way forward.  A written report will be provided to Trade Unions covering the change process to be followed and the timeframe at the SPF meeting, following which this will be shared with staff.  For examples of what might be included in the outcome report, see Appendix 2.

[bookmark: _Toc201754331]9. Managing Structural Change 

In response to a variety of potential internal and external factors the ICB may be required to carry out a restructuring process, in order to ensure that it is performing effectively. This may be limited to individual teams or directorates, but which may also potentially include the whole workforce. This section should be read in conjunction with the Change Management Procedure (Section 7) and Consultation Procedure (Section 8).
In the case of a restructure, job descriptions and person specifications will be produced for new posts.  Jobs will be matched or evaluated in partnership in accordance with the national NHS job evaluation scheme prior to consultation launch, to support a meaningful consultation. 

Following the outcome the consultation, the implementation phase will commence. The process for filling posts in the revised or new structure will be carried out as outlined in Section 10 and Appendix 2. 
During a time of restructuring, individual requests for job re-banding within the relevant team/ department/ whole organisation that is affected by this change will be suspended. The timing of this will be agreed in conjunction with SPF.

Where working patterns are different in the new post or where there was an arrangement to work flexibly in the former post, the organisation will make all reasonable efforts to support the protected employee to maintain their working pattern, provided this does not impact adversely on the delivery of the service. Individuals are required in this circumstance to reapply for their preferred working pattern through the Flexible Working Policy.    

[bookmark: _Toc201754332]10. The Process for Filling Posts in the New Structure
[bookmark: _Toc201754333]10.1 Stages One to Three 

There will be three stages in the process for filling posts in a new structure, during which staff will be considered against their substantive post and existing contractual arrangements (see Appendix 2). 

· [bookmark: _Hlk198209304]Stage One - Posts in the new structure are filled either by slotting in or by ring fencing

· [bookmark: _Hlk198210319][bookmark: _Hlk200965190][bookmark: _Hlk200986340]Stage Two - Any posts that remain vacant in the new structure following Stage One will be opened up to access by displaced staff for whom the post is considered potentially suitable alternative employment. This could include ring fencing to a specific department in the first instance. If so, this will be referred to as Stage Two (a) and posts that remain vacant after Stage Two (a) will be available at Stage Two (b) to displaced staff from other departments and on the 'Redeployment and At Risk Register'.  Where transformational change applies to the whole organisation, Stages Two (a) and Two (b) will not be separate
[bookmark: _Hlk198210365] 
· Stage Three - Any posts that still remain vacant after Stage One and Stage Two (including Stage Two (a) and Stage Two (b) where applicable) will be reviewed against the 'Redeployment and At Risk Register,’ with priority given to ICB employees at risk of redundancy, followed by employees on the register for another reason and then internal employees. The posts may then be advertised to NHS staff who are at risk of redundancy if the organisation is participating in any local/regional clearing house schemes. If not, posts may be advertised internally and/or externally, in line with the normal recruitment process

[bookmark: _Toc201651365][bookmark: _Toc201651550][bookmark: _Toc201666253][bookmark: _Toc201752930][bookmark: _Toc201754334]The three stages may run concurrently but priority will still be implemented in this order to ensure that all reasonably practicable steps will be taken to avoid compulsory redundancies (See Appendix 2). 

[bookmark: _Toc201754335][bookmark: _Hlk199864499]10.2 Appeals Regarding Filling of Posts 

· [bookmark: _Hlk200204662]Employees have the right to appeal against the decision to be chosen to slot/not to slot into a post or for selection or non-selection to a ring-fenced pool (See Appendix 2). Employees shall have 10 working days from the date of the letter to submit an appeal in writing to the appointing manager. The appeal shall be considered by an Impartial manager equal to or above the change manager via an appeal panel and shall be responded to within a timely manner. 

· Employees should only be turned down for posts as part of the filling of posts process, where they fail to meet the essential criteria or where others who are displaced are considered to meet the requirements better (the fact that there may be better candidates in the external labour market is not a reason for non-selection). Statutory protections, as outlined in section 10.5, should also be taken into account, where applicable. Any member of staff who is not appointed to a post in the new structure will be offered post-interview feedback and further support where appropriate and has the right to appeal via local grievance procedures. 

[bookmark: _Toc201754336]10.3 Staff at Risk 

When changes in staffing levels or skill mix are proposed which will lead to a reduction in the numbers of staff employed in particular grades, occupational groups or specialties, the manager leading change will identify the individual staff or pool of staff who are at risk of redundancy as a result of the changes in line with the agreed criteria. This will be following stage 2 (or following 2a, where stage 2 has been split into 2a and 2b). Staff who are acting up or on a secondment will be placed in the pool relating to their substantive post. 

Staff will be invited to a meeting(s) with their manager and Trade Union representative or work colleague to:

· explain why they are at risk of redundancy

· formally place the individual at risk

· discuss how the proposed changes affect the individual

· discuss ideas for avoiding redundancy dismissals, reducing the number of Staff at risk who are made redundant and mitigating the consequences of any redundancy dismissal

· explore/ continue to explain and explore the possibility of redeployment, through the identification of suitable alternative employment

· explain the arrangements for protection of pay and terms and conditions where applicable

· offer support and assistance including health and wellbeing support which can be accessed via the intranet

· discuss any other relevant issues and processes which may include providing a redundancy payment estimate if requested

Staff will have their status updated to at risk on the 'Redeployment and At Risk Register,' with priority for: 

a) Roles that remain unfilled following stage 1 and 2 or stages 1 and 2a (where stage 2 has been split into 2a and 2b)
b) Priority will be given to those who are within their redundancy notice period over employees who are on the register for other reasons e.g. pay protection  
c) Recruitment to ICB roles that are outside a current restructure  

Following the meeting, staff at risk will be given a letter within five working days to confirm their at risk status and the key points discussed at the meeting including answers, wherever possible, to questions raised at the meeting for which there were no immediate answers available at the time.

Once financial approvals of redundancy have been received from Remuneration Committee, and NHSE regional team and where necessary national approved the individual will be served their notice of redundancy in accordance with their contractual notice period.
 
Clearing House 

In the case of significant change which spans a number of NHS organisations, the ICB will endeavour to reach an agreement with those organisations regarding the establishment of redeployment opportunities.  The agreement will contain a commitment to equality of opportunity for all staff who will then have the same access to opportunities and vacant posts with any of the organisations.

Staff at risk will be required to register with NHS Jobs and apply for suitable posts within the NHS. The HR Team will use the full functionality of NHS Jobs (including “internal only” and “restricted vacancy” functionality) to support redeployment of staff at risk. 

Staff at risk will be given prior consideration for other posts that are or become vacant in the ICB and, subject to the arrangements regarding suitable alternative employment and trial periods, they will remain on the Redeployment and At Risk Register until their last day of service or until successful redeployment.

The organisation is committed to employee development and promoting security, continuity and stability of employment for employees as far as possible. All reasonable steps will be taken to retain the skills and experience of employees by appropriate retraining, developing or redeploying employees wherever possible when change has become necessary.

[bookmark: _Toc201754337]10.4 Suitable Alternative Employment

Suitable alternative employment will be a post defined in terms of pay, working hours, status, grade, duties and responsibilities, location and location allowances. It must be suitable to the individual’s personal circumstances, skills and
experience. It may be on any site operated by the ICB subject to individual travel considerations. It can be one pay band higher, one band lower or the same pay band. Staff at risk will be given prior consideration for suitable posts in line with their skills, experience and capabilities and where appropriate will receive protection of pay (see Pay Protection Policy). Identification of suitable alternative employment will be carried out in accordance with the Redeployment Policy and associated guidance and documentation. 

Where there are insufficient numbers of vacant posts within the ICB, the HR Team will endeavour to identify suitable redeployment opportunities within the wider NHS and draw these to the attention of the staff.  

Staff are reminded that obtaining suitable alternative employment with the ICB, or another NHS employer, will mean that they are not entitled to a redundancy payment (see section 16 of NHS Terms and Conditions of Service Handbook | NHS Employers)   

In considering Suitable Alternative Employment priority will be given to staff with a Contract of Employment with the ICB.

If the individual is offered the post when they have been formally been placed at risk of redundancy, this will be treated as an offer of suitable alternative employment and a trial period will apply.

Staff who unreasonably refuse an offer of suitable alternative employment may lose their right to a redundancy payment.  

[bookmark: _Hlk200987668][bookmark: _Hlk200987235]10.5 Suitable Alternative Employment - Redundancy Protection for Pregnancy and New Parents

[bookmark: _Hlk200987185]Pregnant employees and some new parents have special protection in a redundancy situation.  The 'redundancy protected period' is the length of time an employee has redundancy protection. The length of the protected period depends on either the type of leave the employee is taking and when an employee tells their employer that they are pregnant. 

[bookmark: _Hlk200987594]If there are any suitable alternative vacancies, an employer must offer them to employees who have this redundancy protection.

Anyone who has this redundancy protection has priority over other employees. This applies even if other employees are also suitable.

There might not be enough suitable vacancies for everyone who has this redundancy protection. The employer will have to decide who is most suitable for the roles they have. This might include considering an employee's:

· skills
· job knowledge
· experience

Where this situation arises the ICB will explain in writing what criteria they will use to make their decision and why. 

If an employee is not offered a suitable vacancy, a meeting will be held with them to discuss the decision.

10.5.1 Pregnancy and Maternity 

The redundancy protected period during pregnancy and maternity starts when an employee tells their employer they are pregnant and ends 18 months from the exact date the baby is born. If an employee does not tell their employer the exact date, the protected period ends 18 months from the expected week of childbirth. This protection applies across all three stages of filling roles in a new structure.

10.5.2 Stillbirth or Miscarriage 

The redundancy protected period during pregnancy and maternity starts when an employee tells their employer they are pregnant

If there is a stillbirth or miscarriage, within the first 24 weeks of pregnancy, the redundancy protected period ends 2 weeks from the end of the pregnancy.
If a child is stillborn after 24 weeks of pregnancy, the redundancy protected period ends 18 months from the date of the birth.

10.5.3 Adoption Leave 
The redundancy protected period starts on the day someone's adoption leave begins.
It ends 18 months from either:
· the date the adoption placement starts
· the date the child enters England, Scotland or Wales, if it's an overseas adoption

10.5.4 Shared Parental Leave 
The redundancy protected period starts on the day a period of shared parental leave begins.
If an employee takes:
· less than 6 weeks leave – the protected period ends on the last day of the block of leave
· 6 weeks or more of continuous leave – the protected period ends 18 months from the date of the child's birth

If the employee takes discontinuous leave, the redundancy protected period finishes at the end of each period of shared parental leave.

An employee who has already taken adoption or maternity leave will have the redundancy protected period for that specific type of leave.

10.5.5 Neonatal Care
If the employee has taken 6 consecutive weeks of neonatal leave they will have additional protection from redundancy. 

This redundancy protected period is for:
· 18 months from birth for birth parents and intended parents in a surrogacy
· 18 months from the day the child is placed for adoption 
· 18 months from the day the child enters Great Britain for overseas adoptions

[bookmark: _Toc201754338]11.0 Trial Periods and Training

A trial period will only apply to Staff who have been formally placed at risk and where a formal offer of suitable alternative employment has been made. This also includes those staff who have been offered SAE whilst pregnant, taking maternity leave, taking adoption leave, taking shared parental leave or taking neonatal care leave (see Section 10.5)

The purpose of a trial period is for both the manager and the individual to assess the suitability of the post as alternative employment.  

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

The trial period will normally last for four weeks but may be extended by mutual agreement in special circumstances, including where a member of staff requires additional training and development. 

If the trial period is unsuccessful, as determined by the individual and/or the manager concerned, redundancy arrangements will apply as from the date when the original contract of employment will terminate. Until the end of their notice period, staff at risk will be considered for other suitable alternative employment if available which will be subject to the same arrangements including a trial period.

[bookmark: _Toc201754339]12. Redundancy

[bookmark: _Toc201754340]12.1 Definition of Redundancy

To assist in the delivery of necessary change and to achieve efficiencies, both voluntary or compulsory redundancy schemes may be required. Staff may be subject to redundancy proceedings if any of the following apply, in accordance with the Employment Rights Act 1996 definitions as described:

· The ICB has ceased or intends to cease to carry on the business for the purposes of which the employee was so employed
· The ICB has ceased, or intends to cease, to carry on the business in the place where the employee was so employed
· The requirements of the ICB for employees to carry out work of a particular kind has ceased or diminished or are expected to case or diminish
· The requirements of the ICB 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

In considering any measures to avoid compulsory redundancies, including requests for voluntary redundancy via a formal voluntary redundancy programme where applicable, operational efficiency and service needs must be taken into consideration. 

Voluntary Redundancy 

If a member of staff volunteers for redundancy, approval of the request will be subject to the needs of the service and the cost implications, where a Voluntary Redundancy scheme is being run.  Care must be taken to ensure that decisions are based on sound organisational reasons and do not breach equality legislation. 

[bookmark: _Toc201754341]12.2  Redundancy Arrangements 

Where redundancy applies to an individual, notice of redundancy will be given in accordance with their contract of employment, once all required financial approvals have been received.  

They will continue to be listed on the ICB’s Redeployment and At Risk Register until their contract ceases or they are successfully redeployed.  During this period, the line manager will agree with the member of staff what work they are to undertake.   

Their employment will be terminated on the grounds of redundancy if no suitable alternative employment can be found or if a trial period is unsuccessful.

The terms under which a redundancy payment and/or early retirement benefit are payable are available in section 16 of NHS Terms and Conditions of Service Handbook | NHS Employers.

· Some staff may be subject to locally-agreed contractual arrangements in respect of redundancy which will need to be honoured.  

· In some circumstances tax benefit may be applied to the payments. Individuals should source independent financial advice.

Staff will not be entitled to redundancy payments/early retirement benefit on the grounds of redundancy if they:

· are dismissed for reasons of misconduct

· at the date of the termination of the contract have obtained without a break, or with a break not exceeding four weeks, suitable alternative employment with the ICB or other NHS employer

· unreasonably refuse to accept or apply for suitable alternative employment with the ICB or another NHS employer

· leave their employment before expiry of notice, except if they are being released early

· are offered a renewal of contract with the substitution of a new employer for the ICB

Staff whose employment is subject to a TUPE transfer will not be redundant and therefore will not be entitled to redundancy payments/early retirement benefit on the grounds of redundancy.  

For further information please refer online to Part 3, Section 16, of NHS Terms and Conditions of Service Handbook | NHS Employers or NHS Pensions, or seek further advice from the ICB’s HR department or your trade union.

	The manager will liaise with HR in order to obtain details of redundancy entitlements and other aspects of the redundancy process.  The manager will provide, in writing, the individual and their trade union representative with the following details: 

· the number of weeks’ notice, in accordance with the contractual notice period

· the effective date of the redundancy, which will also be the last day of service

· the number of days’ outstanding annual leave, where applicable, to be paid in lieu

· the amount of redundancy payment/enhanced pension benefits that will be paid, where applicable
    
· what efforts will be made to assist the individual in seeking suitable alternative employment during the notice period

· what support is offered during the notice period e.g. help with job search, CV and interview preparation

· what work the individual will be expected to undertake during their notice period

· that reasonable time off with pay will be given to seek and prepare for alternative work 

· that early release will not normally be given, unless there are compelling reasons to the contrary and approved on a case by case basis.  The date of early release will then become the revised date of redundancy for the purpose of calculating any entitlement to a redundancy payment


[bookmark: _Toc201754342]12.3 Clawback of Redundancy Payment 

Staff will be required to repay their redundancy payment if they start employment with another NHS employer as follows:

· Agenda for Change within 4 weeks of the redundancy.  This is in line with section 16 of NHS Terms and Conditions of Service Handbook | NHS Employers
Very Senior Managers within 12 months of the redundancy (with an exception if the employment is for a period of 15 days or less).  This is in line with section 5.18-5.20 of the NHS Standard Contract, further information can be found  https://www.england.nhs.uk/wp-content/uploads/2022/03/04-full-length-standard-contract-22-23-general-conditions.pdf  


[bookmark: _Toc201754343]13. Transfer of Undertakings (TUPE)

[bookmark: _Toc201754344]13.1 Transfer of Services and Staff

Transfer of Undertakings (Protection of Employment) Regulations (TUPE) protects employee's terms and conditions of employment when the service or business is transferred from one employer to another or when a service provision change takes place. TUPE applies in contracting out scenarios, retendering and where the services are brought back into the NHS. 

Where a service transfers to a new organisation, or into the organisation, employees assigned to the services which are subject to the transfer may transfer in accordance with TUPE, where this applies, or under The Cabinet Office Statement of Practice (COSOP) which mirrors TUPE, or other appropriate transfer mechanism, where there is no statutory entitlement to TUPE, TUPE applies in contracting out scenarios, retendering and where the services are brought back into the NHS. Further details of the process relating to TUPE can be found under Appendix 3.

Where there is a proposal to transfer services and staff to a different employer, there will be consultation with the trade unions and impacted staff at the earliest opportunity, allowing time to inform and fully consult before the transfer. Further details of the process relating to TUPE can be found under Appendix 3.

[bookmark: _Toc201754345]14.Support for Staff

All staff affected by the organisational change will be encouraged to seek the advice and support of their trade union.  Relevant support will be available and depending upon the nature of the change, may include: 
· the provision of appropriate training and development and career support during change

· support from the health and wellbeing services available on the intranet 
· time to meet with recognised trade union representatives to discuss the change

· further assistance to staff who are at risk of redundancy will include reasonable time off to seek other employment in accordance with section 16 of the Other Leave Policy

· placement on the ICB’s Redeployment and At Risk Register via the HR Team

Even after the change has taken place, the ICB acknowledges that staff may take some time to adjust to the change itself.  Managers should remain available to staff to manage any issues that arise and support staff through the transition

[bookmark: _Toc201754346]15. Mutually Agreed Resignation Scheme (MARS)
MARS is a scheme under which an individual employee, in agreement with their employer, chooses to leave employment in return for a severance payment. Mutually agreed resignation is not a redundancy or a voluntary redundancy. Severance payments should not be made where the circumstances entitle an employee to a contractual redundancy payment or redundancy benefits under the NHS Pension Scheme Regulations

There may be a risk of a future redundancy claim if an employee is paid
under MARS when their post is in fact redundant.

A mutually agreed resignation is viewed as being a voluntary resignation on the part of the individual employee, in return for a severance payment. As there may be significant financial implications, employees may wish to seek advice from a regulated financial advisor (See section 20 of NHS Terms and Conditions of Service Handbook | NHS Employers for further information).

[bookmark: _Toc201754347]16. Appeal Process

Any complaints against the misapplication of this policy, including the way that the consultation or redeployment processes have been handled and  selection criteria for redundancy the decision to dismiss an employee by reason of redundancy or against the offer of a suitable alternative post, where there is not mutual agreement with regard to the suitability of the post, will be heard in accordance with the ICB’s Grievance Policy.  The decision of the Appeal Panel will be final and there will be no further opportunity for recourse to the Grievance Procedure. 

Complaints about slotting or ring fence pool decisions will be reviewed by an impartial manager equal to or above the change manager and an HR  representative.  The decision of the appeal panel will be final and binding.   

[bookmark: _Toc201754348]17. Consultation
There has been focussed engagement with members of Humber and North Yorkshire ICB Colleague Wellbeing and Engagement Group, Humber and North Yorkshire Inclusion Network (HNYInc) and with Trade Union representatives, through the Social Partnership Forum. 

[bookmark: _Toc201754349]18. Training
Guidance and support will be provided to all Line Managers, in the implementation and application of this policy upon request.

Employees requiring support should speak to their line manager in the first instance. 

[bookmark: _Toc201754350]19. Monitoring compliance
The implementation of this policy will be monitored on a regular basis by the HR team 

[bookmark: _Toc201754351]20. Arrangements for review
The policy (and procedure) will be reviewed every 4 years following implementation by the Human Resources Team in conjunction with operational managers and Trade Union representatives. Where review is necessary due to legislative change, or changes to the NHS national terms and conditions of employment, this will happen immediately.

[bookmark: _Toc201754352]21. Dissemination
This policy will be communicated to staff via email and will be available on the ICB’s website Policies and Publications - Humber and North Yorkshire Integrated Care Board (ICB). 

[bookmark: _Toc201754353]22. Associated documentation
The Policy should be read in conjunction with the following: 

· Attendance Management Policy
· Career Break Policy
· Disciplinary Policy
· Grievance Policy 
· Maternity, Maternity Support (Paternity), Adoption and Parental Leave Policy
· Other Leave Policy 
· Pay Protection Policy
· Redeployment Policy 
· Retirement Policy
· Starting Salaries and Reckonable Service Policy 
· Travel and Expenses Policy 

[bookmark: _Toc201754354]23. References
The following legislation and guidance has been taken into consideration in the development of this procedural document: 
· Acas – Redundancy Protection for Pregnancy and New Parents 
· Acas – TUPE Informing and Consulting – What to Inform and Consult About 
· The Cabinet Office Statement of Practice on Transfers January 2000 (revised  December 2013) (Staff transfers in the public sector - GOV.UK)
· Employment Rights Act 1996 
· The Maternity Leave, Adoption Leave and Shared Parental Leave (Amendment) Regulations 2024
· Statutory Definition of Redundancy - Section 139 (1) Employment Rights Act 
· Equality Act 2010
· The Fixed-term Employees (Prevention of Less Favourable Treatment) Regulations 2002
· Mutually agreed resignation scheme - section 20 | NHS Employers
· NHS Terms and Conditions of Service Handbook | NHS Employers) 
· The Transfer of Undertakings (Protection of Employment) Regulations 2006 
Transfer of Undertaking (Protection of Employment) Regulations 2006. Collective Redundancies and Transfer of Undertakings (Protection of Employment) (Amendment) Regulations 2014.

[bookmark: _Toc201754355]24. Appendices
The following appendices accompany this policy:

Appendix 1 - Anti-fraud, bribery and corruption
Appendix 2 - Process for Filling Posts and Appeals
Appendix 3 - TUPE Guidance
Appendix 4 - Consultation Document Guidance
Appendix 5 - Management of Change Business Case Template 
Appendix 6 - TUPE Information for SPF Update
Appendix 7 - Integrated Impact Assessment
 
[bookmark: _Toc201754356]25. Impact assessments

[bookmark: _Toc201754357]25.1 Equality
NHS Humber and North Yorkshire ICB is committed to creating an environment where everyone is treated equitably and the potential for discrimination is identified and mitigated. It aims to design and implement services, policies and measures that meet the diverse needs of our service, population and workforce, ensuring that none are placed at a disadvantage over others.

It is required that an integrated impact assessment (IIA) is carried out on a new policy that is likely to impact on patients, carers, communities, or staff.

The IIA toolkit can be accessed here: IIA Toolkit.

Potential adverse impact on any protected group identified through the IIA will be monitored as part of the routine work to monitor compliance with the policy.

Once completed include a statement summarising the outcome of the integrated impact assessment.

[bookmark: _Toc201754358]25.2 Bribery Act 2010

Due consideration has been given to the Bribery Act 2010 in the development (or review, as appropriate) of this policy document, further details can be found in Appendix 1.

[bookmark: _Toc201754359]25.3 General Data Protection Regulations (GDPR)

The ICB is committed to ensuring that all personal information is managed in accordance with current data protection legislation, professional codes of practice and records management and confidentiality guidance. More detailed information can be found in the data protection and confidentiality policy and related policies and procedures.


[bookmark: _Toc201754360]Appendix 1 - Anti-fraud, bribery and corruption

Bribery Act 2010
The ICB follows good NHS business practice as outlined in the business conduct policy and the conflicts of interest policy and has robust controls in place to prevent fraud, bribery and corruption. Under the Bribery Act 2010 there are four criminal offences:
· Bribing or offering to bribe another person (Section 1)
· Requesting, agreeing to receive or accepting a bribe (Section 2)
· Bribing, or offering to bribe, a foreign public official (Section 6)
· Failing to prevent bribery (Section 7)
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Appendix 2 - The Process for Filling Posts in New Structures and Appeals 





Stage one – Slotting In 

· Slotting in may apply at Stage One, where the duties and accountabilities of a post are not significantly reorganised and are substantially the same in the new and existing role. The following criteria will apply:

· The job banding/pay remains the same and;  

· The post holder is the only person identified for the new post and holds a substantive contract of employment and; 

· The member of staff has the minimum qualifications and/ or equivalent knowledge and experience required for the new post and; 

· The new role contains 70% or more of the current role (as determined through the completion of a People Impact Assessment 

·  In this instance a formal interview is not required, but rather a meeting between individual and line manager for the role, to discuss and confirm that the role does offer suitable alternative employment and to confirm key objectives as required.  

Stage One – Ring Fencing 

· Ring fenced competition will apply at Stage One where the 'slotting in' criteria above is met but there is more than one person identified for the post. 



· Where they are selected for a new post they will normally be given the offer in writing within seven working days of the interview. 



At Stage One, employees returning from agreed employment breaks within the year applicable under the Career Break policy, who cannot be slotted back into their own post or a post at the equivalent grade to that which they took the break from, will be eligible for long term protection from the date of their return. 

Stage Two  

· Any posts that remain vacant after stage 1 will be opened up to staff who are displaced.

· In some cases, Stage 2 will be split into Stage 2a/b, in which case posts may be ring fenced at Stage 2a to employees within that Directorate structure in the first instance.  

· Selection for posts will be determined by whether the person has the necessary skills to carry out the role through completion of an 'expression of interest' and also an interview, where there is more than one member of staff who is considered suitable for the post 

· The post may the same band, a band higher or band lower 



Where there is only one member of staff for one post, whether the same band, or one band higher or lower, a discussion may take place between the manager and individual with HR support as required, to discuss and agree that the role offers suitable alternative employment and determine key objectives.  The individual may then be offered the role as suitable alternative employment.

Where applicable, all members of staff must hold a substantive contract of employment in order to be eligible to compete in the ring fenced filling of posts process. Eligibility will be based on substantive posts not secondments.

 Members of staff who are paid outside of Agenda for Change pay bandings will be eligible to compete for posts of equal status and broadly comparable pay where they meet the minimum criteria.  



The process of identifying which roles and staff are to ring fence or slot in, is a dual responsibility which is shared between managers who are instrumental in leading the specific change process and HR. 

Agreed slotting in and ring fenced proposals shall be confirmed in writing to the affected employee(s) and suitable notice of the ring fenced competition process will be given once the outcome to the consultation has been shared.

In cases of organisational-the principles of AfC Annex 24. 'Guidance on Workforce Profiling' shall be applied. 

Selection criteria for all posts in the new structure (whether or not there is competition) must be non-discriminatory, fair, objective, clearly defined and based on the skills and competency requirements of the post. The selection criteria must be made available with the consultation document.   

When filling posts, priority must be given to employees for whom Redundancy Protection for Pregnancy and New Parents is applicable (see section 10.5.4 of the Change Management Policy).



Where national frameworks apply for the appointment of specific posts, they will apply











Appeals regarding filling of posts will follow the process outlined below:- 
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 Filling of Vacancies During Organisational Change








When the change process is at directorate level only, the process for filling posts will be managed at in stages 1, 2a, 2b and 3 as outlined below. 


STAGE 1


Posts filled by either slotting in or ringfencing (including competitive interviews if required).


This occurs where there is a 70% match to an employees substantive role.


Staff who do not secure a role at stage 1 are 'displaced' 








STAGE 2a


Any posts that remain vacant after stage 1 will be opened up to staff who are displaced as potential suitable alternative employment. In line with the ICB Change Management policy roles at stage 2a will be ringfenced to employee’s within that Directorate / Place structure in the first instance.


STAGE 2b


Posts that remain vacant after stages 1 and 2a will be opened up to staff on the ‘redeployment and at risk register’ as suitable alternative employment. This will include those displaced as part of the wider ICB re- structures, following stages 1 and 2a.


At Risk Register


Priority is given to


Roles that remain unfilled following stage 1/2a in restructures across the wider ICB at stage 2b.


Recruitment to ICB roles outside a current restructure.


At Risk


Employees that continue to be displaced following stage 2a will be placed at risk of redundancy.  Notice is served once all required financial approvals are held


STAGE 3


Posts that remain vacant after stages 1 and 2b may be advertised.





Priority order:


ICB employees at risk of redundancy 


ICB employees on the redeployment register for an  alternative reason


Internal employees 


NHS Employees  at ‘risk of redundancy’ within the clearing house arrangements 


External candidates.
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APPEAL
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and any panel decision
will be final.
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Filling of Vacancies During Organisational Change


When the change process involves organisation transformation, the process for filling posts will be 


managed at organisation level in stages 1, 2 and 3 as outlined below. 


STAGE 1


Posts filled by 


either slotting in 


or ringfencing 


(including 


competitive 


interviews if 


required).


This occurs 


where there is a 


70% match to


an employees 


substantive 


role.


STAGE 2


Posts that remain


vacant after stage 


1 will be opened 


up to staff who 


are displaced to 


express an 


interest in as 


suitable 


alternative  


employment.


STAGE 3


Posts that remain vacant 


after stages 1 and 2 may be 


advertised.


Priority order:


•


ICB employees at risk of 


redundancy 


•


ICB employees on the 


redeployment register for 


an  alternative reason


•


Internal employees 


•


NHS Employees  at ‘risk of 


redundancy’ within the 


clearing house 


arrangements 


•


External candidates.


At Risk


Employees that are 


displaced following stage


1and 2 placed at risk of 


redundancy and added to 


the redeployment and ‘at 


risk’ Register 


Notice of Redundancy 


Following approval from 


Remuneration Committee, 


NHSE regional and 


national team employee 


served notice in line with 


their contractual notice 


period 
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When the change process involves organisation transformation, the process for filling posts will be managed at organisation level in stages 1, 2 and 3 as outlined below. 


 STAGE 1





Posts filled by either slotting in or ringfencing (including competitive interviews if required).


This occurs where there is a 70% match to an employees substantive role.








 STAGE 2





Posts that remain vacant after stage 1 will be opened up to staff who are displaced to express an interest in as suitable alternative  employment. 

















 STAGE 3


Posts that remain vacant after stages 1 and 2 may be advertised.





Priority order:


ICB employees at risk of redundancy 


ICB employees on the redeployment register for an  alternative reason


Internal employees 


NHS Employees  at ‘risk of redundancy’ within the clearing house arrangements 


External candidates.


At Risk


Employees that are displaced following stage 1and 2 placed at risk of redundancy and added to the redeployment and ‘at risk’ Register 


Notice of Redundancy 


Following approval from Remuneration Committee, NHSE regional and national team employee served notice in line with their contractual notice period 
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Filling of Vacancies During Organisational Change


When the change process is at directorate level only, the process for filling posts will be managed at 


in stages 1, 2a, 2b and 3 as outlined below. 


STAGE 1


Posts filled by either 


slotting in or 


ringfencing (including 


competitive interviews 


if required).


This occurs where 


there is a 70% match 


to an employees 


substantive role.


Staff who do not 


secure a role at stage 1 


are 'displaced' 


STAGE 2a


Any posts that 


remain vacant 


after stage 1 will 


be opened up to 


staff who are 


displaced as 


potential suitable 


alternative 


employment. In 


line with the ICB 


Change 


Management 


policy roles at 


stage 2a will be 


ringfenced to 


employee’s within 


that Directorate / 


Place structure in 


the first instance.


STAGE 2b


Posts that remain vacant 


after stages 1 and 2a will 


be opened up to staff on 


the ‘redeployment and at 


risk register’ as suitable 


alternative employment. 


This will include those 


displaced as part of the 


wider ICB re- structures, 


following stages 1 and 2a


.


At Risk Register


Priority is given to


•Roles that remain unfilled 


following stage 1/2a in 


restructures across the 


wider ICB at stage 2b.


•Recruitment to ICB roles 


outside a current 


restructure.


At Risk


Employees that continue to 


be displaced following stage 


2a will be placed at risk of 


redundancy.  Notice is 


served once all required 


financial approvals are held


STAGE 3


Posts that remain


vacant after stages 1 and 


2b may be advertised.


Priority order:


•


ICB employees at risk 


of redundancy 


•


ICB employees on 


the redeployment 


register for an  


alternative reason


•


Internal employees 


•


NHS Employees  at 


‘risk of redundancy’ 


within the clearing 


house arrangements 


•


External candidates.
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Appendix 3 

Transfer of Undertakings (Protection of Employment) (TUPE) 

TUPE Process for Outgoing and Incoming Employers. 

The following guidance provides an overview of the stages involved in the transfer of employees both out of and into an organisation as part of a TUPE process. Line managers should work with HR colleagues from the easiest stage of this process to ensure a smooth transition of services. 

Stage One – Planning a TUPE Transfer  

TUPE can apply when the business (or part of it) moves from one employer to another, such as a sale of a business or  as part of a merger or acquisition, or where the service provider changes, such as a contractor taking over activities from a client (known as outsourcing) or a new contractor takes of activities from the old contractor (known as rendering) or a client takes over activities from a contractor (known as insourcing). 

Managers are encouraged to speak to the ICB's Contracting, Finance and HR teams to ensure the correct processes are followed when exploring the possibility of TUPE.

Stage Two – Prepare for Transfer 

Identify the employees who will transfer 

When considering which employees should transfer, the outgoing organisation will consider:   

1. Is there an organised grouping of employees that is subject to the relevant transfer?  When considering the organised grouping, the outgoing employer will need to consider who worked where, prior to the transfer. This may include employees on short-term absences, sick leave, holiday and parental leave. 

2. Is the employee employed by the outgoing employer immediately before the transfer? 

3. Is the employee permanently assigned to such a grouping?  This is a question of fact which will depend on a number of factors but is not wholly dependent or percentage of time spent working for a particular client. 

Where staff have responsibilities spanning more than one NHS organisation or more than one service, discussions will take place with the individual, their trade union representative and the organisations concerned to determine if their employment should transfer. The options in this situation might be that the individual will transfer to one organisation with an agreement to provide services to the other(s), or have more than one contract of employment, or, in exceptional circumstances, to be declared at risk. 

Inform and consult 

TUPE requires the outgoing employer to inform and consult with the appropriate representatives and employees affected by the transfer.

Where there is a proposal to transfer services and staff to a different employer, there will be consultation with the trade unions and impacted staff at the earliest opportunity, allowing time to inform and fully consult before the transfer. 

The manager will identify the functions, posts and individual staff that will transfer or be affected in accordance with the obligations of TUPE and shall write to the staff affected and the trade unions informing them of the intention that staff will transfer. 

They will also share information relating to the implications of the transfer and any measures which will be taken in connection with the transfer as declared by the incoming organisation. The measures letter is a formal document provided by the incoming employer to the transferring employer and outlines any proposed changes, which are known as measures that will affect you as the transferring employee after the transfer takes place. 

Throughout consultation, the manager will then hold one-to-one meetings with individual staff and their trade union representative to discuss the implications of the transfer, measures to be taken in connection with the transfer, answer any concerns or queries, discuss possible options if appropriate and consider personal circumstances. These discussions will be documented and confirmed in writing during the outcome of consultation. Every possible support will be given to staff to understand the reasons for and implications of the transfer and to ensure they have the necessary information with which to prepare themselves.

Formal notice of a transfer will be issued as long before the date of the transfer as possible to comply with the obligations of TUPE and this policy.  The ICB will make every effort to give up to 3 months’ notice of a transfer, where possible. Where 3 months’ notice is not possible, for example where the timing of external announcements or decisions of approval, a shorter notice period will be provided after consultation with the Social Partnership Forum.

Employee Liability Information (ELI) and Due Diligence

The outgoing employer is responsible for providing the ELI to the incoming employer to allow them to undertake due diligence to understand any obligations and liabilities. This information should be provided at least 28 days prior to the transfer and will include but is not limited to:

· Identity off employees to transfer 

· Information from their terms and conditions such as hours of work, pay, holiday entitlement

· Continuous service dates

· Details of any formal disciplinary or grievance action taken in the last two years 

Following the consultation period, the outcome should be shared with the employees affected in way of an outcome letter. The incoming employer will then work with the staff affected to ensure they are effectively onboarded into the new organisation in line with the transfer date and added to the appropriate systems such as payroll.   

Stage three – Transfer Occurs 

At the point of the agreed transfer, the outgoing employer will support with the smooth transition and share all relevant information and documentation such as employee personal files with the incoming employer. 

The incoming employer will accept the transferring employees with continuity of their existing terms and conditions. The incoming employer should also ensure that employees are provided with:   

· An induction to the new organisation 

· An appropriate physical working area and equipment

· Any initial training needed, and to organise ongoing training where required

· Any required reasonable adjustments

· Support to help them settle into the organisation. 

Stage four – After the Transfer 

It is the incoming employers responsibility to continue to work with staff that have transferred to ensure they are settled into the organisation and to address any concerns. 

After the transfer, the ICB can only make redundancies related to the transfer if there is both:

· A genuine redundancy situation

· An Economic, technical or organisational (ETO) reason

Usual employment rights to a fair redundancy process as outlined within this policy apply in a TUPE process when an individual transfers from their current employer to the ICB. 

If there are redundancies after a transfer, consultation can start before the transfer and continue afterwards. The ICB cannot select employees for redundancy prior to the transfer taking place.





[image: A diagram of steps to transfer employee
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TUPE Process - Outgoing Employer

Stage 2 - Prepare for Transfer
At this stage:

- Identify the employees who wil
transfer

- Work with incoming employer to
inform & consult about the transfer
and any measures (changes that
will affect transferring employees)

- Provide Employee Liabilty
Information (ELI) to the incoming
employer (at least 28 days before
transfer)

TUPE Process - Incoming Employer

Stage 2 - Prepare for Transfer
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and other documentation
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inform & consult about the transfer
and any measures (changes that
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Stage 3 - Transfer Occurs
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+ Has reviewed the consultation
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Appendix 4 

Consultation Document Guidance KEY:

WHEN COMPLETING THIS DOCUMENT, ANY TEXT IN DARK RED MUST BE CONSIDERED AND INCLUDED WHERE APPLICABLE. IF SECTIONS ARE MISSING OR INCOMPLETE THIS COULD RESULT IN THE DOCUMENT BEING RETURNED FOR FURTHER DEVELOPMENT

ANY TEXT IN BLACK MUST NOT BE CHANGED, UNCLUDING THE FORMAT OF ANY TABLES. 

ANY TEXT IN LIGHT BLUE IS GUIDANCE / FOR INFORMATION ONLY





Consultation Document 

An outine of what must be included in the consultation document and what should be considered as potential content for inclusion within the consultation document is provided in the template below. 



Whilst all suggested content with the template must be considered, the guidance is not exhaustive and early engagement with HR is advised at an early stage to ensure that this can progress in a timely way via the Social Partnership Forum, prior to consultation launch. 



The attached Management of Change Business Case template should be used/ adapted to reflect the specific scenario, with support from HR colleagues.  









Consultation Outcome Report 



Following the end of the consultation, an outcome report must be prepared by the Manager Leading the Change, with the support of HR. Building on what was included in the consultation document the outcome report must provide: 



· A summary of feedback received as part of the consultation, providing any key themes;

· Consultation outcome and rationale for it, including an outline of any revisions made following consultation; 

· An explanation where the management decision is in conflict with the views of the trade unions representatives/staff and any actions taken in an effort to resolve any areas of conflict; or where the proposal has changed as a result of consultation;

· Any relevant health and safety assessments/ and actions put in place in response to these as part of the consultation outcome;

· [bookmark: _Hlk200975593]Identification of posts which are the same or substantially the same in the old and new structures [in the case of a restructure]

· arrangements for filling posts via slotting in or ring fencing [in the case of a restructure]

· selection arrangements for posts within the new structure [in the case of a restructure]

· measures that will be taken to avoid compulsory redundancies [in the case of a restructure] 



[Consider all options as follows and include where applicable]

· include natural turnover; 

· redeployment with retraining; 

· management of secondments and acting up arrangements;

· cessation of external recruitment;    

· voluntary redundancy; 

· review of temporary and fixed term contracts



· arrangements for seeking suitable alternative employment [in the case of a restructure]



· reference to the ICB’s protection arrangements and how these will apply, including pay and travel where applicable (See Pay Protection Policy) [in the case of a restructure]  



· health and wellbeing support for staff who are affected by the change via the staff intranet [provide link].  



· Reasonable time off to seek other employment or undertake training, in accordance with section 16 of the Other Leave policy  [in the case of a restructure where redundancy is a potential outcome]  



· proposed timescales for each stage of the change implementation process.  



· integrated impact assessment (IIA) on the outcome of the consultation and the proposed changes on the individuals affected 



· Equality and Diversity considerations including:-



· Documentation accessibility checked and offered in alternative formats (indicate where this has been provided)



· Variety of communication mechanisms offered throughout consultation [provide a summary]



· Opportunity to request reasonable adjustments throughout the change process 



· The Appeal Process – [make reference to the appeal process] 



· In relation to an appeal against a slotting in/ ring fencing decision [when a restructure applies] This is outlined within section 10.2 of the Change Management policy or



· See section 16 of the Change Management regarding the misapplication of the Change Management Policy in general aside from a slotting in/ ring fencing decision 



The Consultation Document template can be adapted to create the Consultation Outcome Report 



TUPE 



In the instance of a TUPE the following template can be adapted to provide an update to Social Partnership Forum 
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Appendix 5KEY:


WHEN COMPLETING THIS DOCUMENT ANY TEXT IN DARK RED MUST BE CONSIDERED AND INCLUDED WHERE APPLICABLE. IF SECTIONS ARE MISSING OR INCOMPLETE THIS COULD RESULT IN THE DOCUMENT BEING RETURNED FOR FURTHER DEVELOPMENT.


ANY TEXT IN BLACK MUST NOT BE CHANGED, INCLUDING THE FORMAT OF ANY TABLES. 


ANY TEXT IN LIGHT BLUE IS GUIDANCE / FOR INFORMATION ONLY








HUMBER AND NORTH YORKSHIRE INTEGRATED CARE BOARD











Management of Change Business Case
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Director Name
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DATE 
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1. [bookmark: _Toc201751426]Introduction


[bookmark: _Hlk200713559]1.1 Background and Context of the Change Proposal [include all that are applicable and provide supporting narrative]


· Current situation or challenges, including Internal and/or external drivers for change (select those which apply and provide explanatory narrative) 


· national and local policy impacting on organisational form and structure


· departmental restructuring/ reorganisation to ensure it is performing effectively


· changes to commissioning and contracting


· workforce modernisation and changes to processes


· changes which affect terms and conditions of employment


· to develop organisation to ensure it is performing effectively


· effective use of resources – includes changes to estate, such as change of location


· Outline where this aligns with the ICB strategy/ Directorate Strategy  


1.2 Overview of the Change Proposal [provide supporting narrative to each]


· The need for change, rationale behind the change, building upon the current situation/ challenges and internal and/ or external drivers as outlined above   


· The options that have been considered


· Outline of the proposals for change including what the proposal aims to achieve. Provide information about the clear, measurable goals including cost savings, improved efficiency and new ways of working where applicable. 


[bookmark: _Toc201751427]2. Scope


2.1 Staff in Scope


All individuals that hold permanent employment with the ICB who are affected by this change will be included in this consultation process.  This includes staff on long term leave (including maternity, paternity, neonatal care leave, shared parental leave, adoption sick leave or on an external secondment, career break or sabbatical).


Where staff on fixed term contracts are in scope, in accordance with the Fixed-term Employees (Prevention of Less Favourable Treatment) Regulations 2002, this will be clearly communicated to them as part of the consultation and filling of posts process, following consultation.


2.2 Staff not in Scope


Due consideration will be given to fixed term and agency workers currently working for the ICB dependent on individual circumstances and employment terms. Staff on fixed term contracts covering a position usually filled by an absent permanent member of staff or performing a role that is time and funding-limited will not normally be considered in scope however the ICB will adhere to The Fixed-term Employees (Prevention of Less Favourable Treatment) Regulations 2002 when determining whether or not a fixed term employee is in scope. 


Individuals currently on secondment to the ICB who would not normally be considered in scope and would revert to their substantive post and organisation.





[bookmark: _Toc201751428]3. Summary of Proposed Impact to Staff


3.1 Current Situation Analysis Including Staffing Structure [where a restructure applies – delete where not applicable]


This will include:


· highlighting changes from the current to new structure which is presented in a clear format [include if restructure only – delete if not applicable]


· the number and grades/bands of staff who may be at risk of redundancy as a result of the proposal [include if restructure only – delete if not applicable]


· the way in which staff will be selected for posts within the new structure or transferred [include if restructure only – delete if not applicable]


·  if necessary, the selection criteria for redundancy [include if restructure only – delete if not applicable]


· MARS details [include of MARS scheme to be used – delete if not applicable]


· measures to be taken to avoid any potential compulsory redundancies: [include where redundancy is a potential outcome – delete if not applicable]


· [bookmark: _Hlk200979578][Consider all options as follows and include where applicable]


· include natural turnover


· redeployment with retraining


· management of secondments and acting up arrangements


· cessation of external recruitment  


· voluntary redundancy


· review of temporary and fixed term contracts





The existing and proposed team structures are set out in Appendices 2 and 3 [include only where a restructure – delete if not applicable]





It is expected that the proposed structure will have the following impact on staff:





			


			Current Establishment WTE


			Proposed Establishment WTE





			Band 9 


			ALL SECTIONS MUST BE COMPLETED


			





			Band 8d


			


			





			Band 8c


			


			





			Band 8b


			


			





			Band 8a


			


			





			Band 7


			


			





			Band 6


			


			





			Band 5


			


			





			Band 4


			


			





			Band 3


			


			





			Total


			


			











* Additional information if required 





			Total posts in current establishment


			ALL SECTIONS MUST BE COMPLETED





			Proposed number of posts to be dis-established 


			





			Proposed number of posts with minor change (Job Title/Description)


			





			Proposed number of posts with no change (other than potential Line Manager)


			





			Proposed number of new posts to be created


			





			Proposed number of posts where a change of line management may occur 


			





			Number of posts unaffected and not subject to consultation


			














Current Structure and the Proposed new structure [include only where a restructure – delete if not applicable]





The current and proposed structure charts are shown in Appendix 2 [include only where a restructure – delete if not applicable]





Provide rationale for new roles being created if applicable. [include only where a restructure – delete if not applicable]





Financial, Staffing and workload implications of the proposals 





Include financial, staffing and workload implications of the proposals where applicable 





Impact on other areas / services/ risks 





Describe any potential impacts on other teams/ services within the ICB or wider external stakeholders if applicable (e.g local authorities) and how there are to be mitigated where cited





Health and Safety Assessment 





Include considerations as to whether there is to be any potential impact on the health and safety of any member of staff as a result of this change and confirm whether there is or isn't. 











Communication and Engagement Plan


A communication and engagement plan will be developed and implemented throughout the consultation to engage key internal stakeholders in the proposal and gain to gain feedback. This will include members of the Senior Leadership Team (SLT).


[bookmark: _Toc201751429]4. HR Principles & Process





Include a description of the consultation process including timescale 





This management of change Management of Change Business Case is a formal consultation process led for the ICB by Director Name, Executive Director of Area, NHS Humber and North Yorkshire Integrated Care Board.


When determining the proposed structure, consideration has been given to roles required to support the future operating model of the team and ensuring that it fits in the overall affordability envelope. [include only where a restructure – delete where not applicable]


This consultation will be conducted in line with the ICB Change Management Policy (available on the ICB website). 


Trade Union representatives have been notified of this proposed change during the date Humber and North Yorkshire Social Partnership Forum (SPF). They have reviewed this business case and shared feedback and comments prior to formal consultation being launched. 


Consultation is planned to run for a minimum of 30/45 days [see Change Management policy section 8.3 for timescales] and SPF Trade Union representatives are invited by the directorate to attend group consultation meetings. It is each employee’s responsibility to inform their own trade union representative of any meeting times (in the case formal one to one meetings), should they wish to have representation.





[bookmark: _Toc201751430]5. Consultation Briefings and Submitting Feedback 





Include proposed timescale for consultation and implementation of the proposed change





Include details of how this information will be disseminated to staff and for more medium to large scale organisation change processes a detailed communication plan, with all meetings to be recorded and shared with staff who are unable to be present at group meetings. (NB the full communication plan may not be available at consultation stage). 





Include planned meetings, how staff and representatives can respond





As part of the consultation process collective briefings will be held with those affected on a weekly basis to share key messages and work through any non-individualised questions as appropriate. 


The briefings will include the following:


· Discussion on the management of change business case and projected timelines


· The additional support available from Occupational Health, managers, trade union representatives and HR.


· The opportunity to ask questions. Key themes will also be collated and shared on a rolling (weekly) basis as part of Frequently Asked Questions (FAQs).


· Next steps in the consultation and engagement process


The full timeline is shown in Appendix 1.


Individual 1:1 Meetings


There will then be an opportunity for formal and informal individual meetings to discuss the proposal further; these will be held with the Director/ Head of Service/ Line manager supported by HR representatives where appropriate. 


At all meetings, individuals may be accompanied by their trade union representative or an ICB colleague. 


An informal meeting is held between the employee and Director/ Head of Service/ Line manager. 


A formal meeting is held with HR and or Trade Union representatives also present. 


Submitting Feedback and Questions 


You can submit feedback and questions on the consultation proposal via the following routes: 


· Director/ heads of service/ Line manager [consider including email addresses] 


· Generic consultation inbox: consultation.hnyy@nhs.net (please ensure the subject line in your email says Directorate name). Please note the HR team will be able to answer process related questions, please direct any service specific queries to your director, head of service or line manager. 


· Trade Union Representative


· Digital platforms such as Microsoft forms 


The directorate and/ or HR/ Communication team (where change affects the whole organisation) [delete as applicable] will be responsible for producing and regularly updating a frequently asked questions (FAQs) document throughout the consultation period. This will be updated XX frequency and shared as part of the weekly staff briefing/ weekly comms update to staff. 


At the end of the consultation full consideration will be given to all comments received from staff and trade unions and a decision on the way forward will be made. A written report will be produced and shared with all staff at the end of the consultation.  The report will include:


· The reasons for the decision(s)


· An explanation where the management decision is in conflict with the views of the trade unions representatives/professional organisations and staff or where the proposal has changed as a result of consultation


· Identification of posts which are the same or substantially the same in the old and new structures [in the case of a restructure – delete if not applicable] 


· Confirmation of arrangements for filling posts via slotting in or ring fencing [in the case of a restructure – delete if not applicable]


· Selection arrangements for posts within the new structure [in the case of a restructure – delete if not applicable]


· Support for staff affected by the change


· Proposed timescales for each stage of the change process, and


· Equality impact assessment – Conducted prior to the start of the consultation and updated after the consultation has concluded 


[bookmark: _Toc201751431]6. People Principles during Organisational Change [include section 6 for restructure only]





Implementation


Subject to the outcome of the consultation, the process for filling posts in the new structure will be in accordance with ICB Change Management Policy ('The Process for Filling Posts in the New Structure' and Appendix 2, 'Process for Filling Posts') 


Definitions: -


· [bookmark: _Hlk196727050]Displaced means involuntary loss of current role, due to organisational change. Displacement occurs at stages 1 and 2 of the process for filling posts (see section 10) prior to the member of staff being formally placed 'at risk', which may take place following stages 1 and 2, (or 2a as applicable) if suitable alternative employment is not found. 





· [bookmark: _Hlk198209088]Ring fencing means the process by which staff who are displaced are identified for consideration for a post in a new staffing or management structure which is similar to their current post and where there is more than one contender for that post. 


· [bookmark: _Hlk198209157]Slotting In means the process by which staff who are displaced are confirmed into a post in a new structure which is similar to their current post and where that individual is the only contender for that post. Similar means, a post which is at least 70% the same as an existing role.


· At Risk means staff whose posts may potentially be redundant as a result of organisational change if Suitable Alternative Employment cannot be found.





Selection criteria for all posts in the new structure (whether or not there is competition) must be non-discriminatory, fair, objective, clearly defined and based on the skills and competency requirements of the post. 





Job descriptions will be confirmed for new posts in accordance with the NHS Job Evaluation procedures and will be made available during the consultation period. 


There will be three stages in the process for filling posts in a new structure:


Stage One


For those staff that are affected by the change.  Posts in the new structure are filled either by slotting in or by ring fencing 





· Slotting in is where the duties and accountabilities of a post are not significantly reorganised and are substantially the same in the new and existing role. The following criteria will apply:


· The job banding/pay remains the same and;  


· The post holder is the only person identified for the new post and holds a substantive contract of employment and; 


· The member of staff has the minimum qualifications and/ or equivalent knowledge and experience required for the new post and; 


· The new role contains 70% or more of the current role (as determined through the completion of a People Impact Assessment 


· In this instance a formal interview is not required, but rather a meeting between individual and line manager for the role, to discuss and confirm that the role does offer suitable alternative employment and to confirm key objectives as required.  





· Ring Fencing at Stage One is where the 'slotting in' criteria above is met but there is more than one person identified for the post, therefore a competitive interview process is required. 





· At Stage One, employees returning from agreed employment breaks within the year applicable under the Career Break policy, who cannot be slotted back into their own post or a post at the equivalent grade to that which they took the break from, will be eligible for long term protection from the date of their return. 


Stage Two 


In the case of organisational change which applies to the whole organisation, any posts which remain vacant after stage 1 are opened up to staff who are displaced at Stage Two for whom the post is considered potentially suitable alternative employment.


· Where change does not apply to the whole organisation, Stage Two will be split into Stage 2a/b, in which case posts may be ring fenced at Stage 2a to employees within that Directorate structure in the first instance





· Selection for posts will be determined by whether the person has the necessary skills to carry out the role through completion of an 'expression of interest' form and also an interview, where there is more than one member of staff who is considered suitable for the post 





· Where there is only one member of staff for one post, a discussion may take place between the manager and individual with HR support as required, to discuss and agree that the role offers suitable alternative employment and determine key objectives.  The individual may then be offered the role as suitable alternative employment








· At Stage Two the post may the same band, a band higher or band lower





Stage Three  


· Any posts that still remain vacant after Stage One and Stage Two (including Stage Two (a) and Stage Two (b) where applicable) will be reviewed against the 'redeployment and at risk register,’ with priority given to ICB employees at risk of redundancy (for whom the posts may offer suitable alternative employment) followed by employees on the register for another reason and then internal employees. The posts may then be advertised to NHS staff who are at risk of redundancy if the organisation is participating in any local/regional clearing house schemes. If not, posts may be advertised internally and/or externally, in line with the normal recruitment process





Suitable alternative employment will be a post defined in terms of pay, working hours, status, grade, duties and responsibilities, location and location allowances. 





It must be suitable to the individual’s personal circumstances, skills and


experience. It may be on any site operated by the ICB subject to individual travel considerations. 





Staff at risk will be given prior consideration for suitable posts in line with their skills, experience and capabilities and where appropriate will receive protection of pay (see Pay Protection Policy). 





When filling posts, priority must be given to employees for whom Redundancy Protection for Pregnancy and New Parents is applicable (see section 10.5.4 of the Change Management Policy).





Identification of suitable alternative employment will be carried out in accordance with the Redeployment Policy and associated guidance and documentation. 


[bookmark: _Toc201751432]7. Staff Support





During organisational change it is important staff have access to support.





This will include providing timely information to staff and trade unions so that they are able to make meaningful contributions to the consultation process. 





Line management support, including the offer of 1 to 1 meetings, whether informal or formal.


7.1 Training and Development 


The ICB strives to provide appropriate training and development and career support during change. 





All reasonable steps will be taken to retain the skills and experience of employees by appropriate retraining, developing or redeploying employees wherever possible when change has become necessary.


7.2 Wellbeing support 


The ICB offers all staff access to various health and wellbeing support and resources which can be found on the intranet here and include : [include wording regarding the employer offer available at the time of the change process]


We recognise that change can be daunting and stressful at times and so we would like to encourage staff to continue to have an open and honest conversation with their line managers about how they are feeling and if any extra support is required, which may include requesting reasonable adjustments. 


Support can also be accessed via Trade Unions, contact details can be accessed via the intranet here:


[bookmark: _Toc201751433]8. Equality and Diversity Statement





This document has been accessibility checked and is available in other formats.  A full equality impact assessment will be undertaken at the start and at the outcome of this consultation process when structures are confirmed.





[bookmark: _Toc201751434]9. Alternative Formats


If you require this document in an alternative format, please contact Amanda Johnson (Amanda.johnson27@nhs.net) 









[bookmark: _Toc201751435]Appendix 1 - Process and Timescales


Subject to the outcome of the consultation process, the expectation is that the changes will be implemented in DATE. Consideration will be given throughout this process to mitigate redundancy and retain the skills and experience of the employees wherever possible.





Stages of the proposed change process





			Consultation [example for structural change, this may differ for other types of organisational change – seek HR advice] 








			Action


			Date/ Timescale





			Consultation Launched by XX via all team briefing (record the session for anyone unable to attend) 





			Launch date 





			Issue consultation documentation:


· 30-day period [or other timescale as applicable – see Organisational Change policy section 8.3]


· Publish proposed structures [to include when a restructure]


· Identification of posts subject to change [where applicable eg in a restructure] 


· Initial FAQ document 





			Launch date





			Offer 1-1 formal consultation meetings with staff affected (allowing enough time for trade union & HR reps to attend if required) 





			Launch date





			Review of feedback received as consultation progresses





			Throughout consultation 





			FAQs updated and published





			Frequency of this noted 





			Midpoint consultation review – to assess if an extension is required 


			Mid-point 





			Consultation planned close


			Date 








			















			Post Consultation Timeline








			XX Directorate evaluate responses to consultation and develop the outcome document with final structure [where a restructure applies] 


			A few week period 





			Inform Trade Unions of this via SPF





			





			Confidentially confirm with staff whose posts removed from structure (prior to being shared with all staff)        [where a restructure applies]





			





			Consultation outcome shared via all team briefing 


(record the session for anyone unable to attend)


			





			Consultation Outcome published to all staff 





			





			Following the outcome report, all staff members will receive a personalised letter explaining the outcome for them and the next steps relevant to their outcome. 





			





			All staff members will have the right to appeal their outcome (two-week window to submit appeal) 





			





			Appeal Panel (s) 





			





			


			








			Implementation Phase








			May be shared in detail with the consultation outcome 





Posts will be filled from a top-down approach starting with higher bands in the hierarchy [where a restructure applies] 


			





			Full implementation complete 


			Expected date of going live when change comes into effect  [eg - new structure]







































	





2





2





[bookmark: _Toc201751436]Appendix 2 - Current structure [where a restructure applies- delete if not applicable] 









[bookmark: _Toc201751437]Appendix 3 - Proposed structure [where a restructure applies- delete if not applicable] 


Include a key in each page of your structure. Make this inclusive by using darker colours and adding the text to identify the colour – example of a key below. 


Key:


· Orange = New Role


· Purple = No Change 


· Gold = Minor Change Reduction in Numbers 


· Dark Blue = Minor Changes including:


· Job Title Change 


· Line Manager / Directorate Change 


[bookmark: _Hlk201743981][bookmark: _Hlk201743982][USE WORD ACCESSIBILITY ASSISTANT WITHIN MICROSOFT WORD TO REDUCE HARD TO READ COLOUR CONTRAST]










image2.emf

Appendix 6 - TUPE  Information for SPF Update.doc




Appendix 6 - TUPE Information for SPF Update.doc




Appendix 6 


TUPE INFORMATION FOR Social Partnership Forum UPDATE


Business Case for XXX 


Date 


Author 


Background 


Agreement


Measures and process
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Appendix 5 - Management of Change Business Case Template.docx
Appendix 5KEY:

WHEN COMPLETING THIS DOCUMENT ANY TEXT IN DARK RED MUST BE CONSIDERED AND INCLUDED WHERE APPLICABLE. IF SECTIONS ARE MISSING OR INCOMPLETE THIS COULD RESULT IN THE DOCUMENT BEING RETURNED FOR FURTHER DEVELOPMENT.

ANY TEXT IN BLACK MUST NOT BE CHANGED, INCLUDING THE FORMAT OF ANY TABLES. 

ANY TEXT IN LIGHT BLUE IS GUIDANCE / FOR INFORMATION ONLY





HUMBER AND NORTH YORKSHIRE INTEGRATED CARE BOARD







Management of Change Business Case

Directorate or Team Name 

















Director Name

Executive Director of XX

DATE 





Contents
1.	Introduction	3
2. Scope	3
3. Summary of Proposed Impact to Staff	4
4. HR Principles & Process	7
5. Consultation Briefings and Submitting Feedback	8
6. People Principles during Organisational Change	10
7. Staff Support	13
8. Equality and Diversity Statement	14
9. Alternative Formats	15
Appendix 1 - Process and Timescales	16
Appendix 2 - Current structure	19
Appendix 3 - Proposed structure	20





1. [bookmark: _Toc201751426]Introduction

[bookmark: _Hlk200713559]1.1 Background and Context of the Change Proposal [include all that are applicable and provide supporting narrative]

· Current situation or challenges, including Internal and/or external drivers for change (select those which apply and provide explanatory narrative) 

· national and local policy impacting on organisational form and structure

· departmental restructuring/ reorganisation to ensure it is performing effectively

· changes to commissioning and contracting

· workforce modernisation and changes to processes

· changes which affect terms and conditions of employment

· to develop organisation to ensure it is performing effectively

· effective use of resources – includes changes to estate, such as change of location

· Outline where this aligns with the ICB strategy/ Directorate Strategy  

1.2 Overview of the Change Proposal [provide supporting narrative to each]

· The need for change, rationale behind the change, building upon the current situation/ challenges and internal and/ or external drivers as outlined above   

· The options that have been considered

· Outline of the proposals for change including what the proposal aims to achieve. Provide information about the clear, measurable goals including cost savings, improved efficiency and new ways of working where applicable. 

[bookmark: _Toc201751427]2. Scope

2.1 Staff in Scope

All individuals that hold permanent employment with the ICB who are affected by this change will be included in this consultation process.  This includes staff on long term leave (including maternity, paternity, neonatal care leave, shared parental leave, adoption sick leave or on an external secondment, career break or sabbatical).

Where staff on fixed term contracts are in scope, in accordance with the Fixed-term Employees (Prevention of Less Favourable Treatment) Regulations 2002, this will be clearly communicated to them as part of the consultation and filling of posts process, following consultation.

2.2 Staff not in Scope

Due consideration will be given to fixed term and agency workers currently working for the ICB dependent on individual circumstances and employment terms. Staff on fixed term contracts covering a position usually filled by an absent permanent member of staff or performing a role that is time and funding-limited will not normally be considered in scope however the ICB will adhere to The Fixed-term Employees (Prevention of Less Favourable Treatment) Regulations 2002 when determining whether or not a fixed term employee is in scope. 

Individuals currently on secondment to the ICB who would not normally be considered in scope and would revert to their substantive post and organisation.



[bookmark: _Toc201751428]3. Summary of Proposed Impact to Staff

3.1 Current Situation Analysis Including Staffing Structure [where a restructure applies – delete where not applicable]

This will include:

· highlighting changes from the current to new structure which is presented in a clear format [include if restructure only – delete if not applicable]

· the number and grades/bands of staff who may be at risk of redundancy as a result of the proposal [include if restructure only – delete if not applicable]

· the way in which staff will be selected for posts within the new structure or transferred [include if restructure only – delete if not applicable]

·  if necessary, the selection criteria for redundancy [include if restructure only – delete if not applicable]

· MARS details [include of MARS scheme to be used – delete if not applicable]

· measures to be taken to avoid any potential compulsory redundancies: [include where redundancy is a potential outcome – delete if not applicable]

· [bookmark: _Hlk200979578][Consider all options as follows and include where applicable]

· include natural turnover

· redeployment with retraining

· management of secondments and acting up arrangements

· cessation of external recruitment  

· voluntary redundancy

· review of temporary and fixed term contracts



The existing and proposed team structures are set out in Appendices 2 and 3 [include only where a restructure – delete if not applicable]



It is expected that the proposed structure will have the following impact on staff:



		

		Current Establishment WTE

		Proposed Establishment WTE



		Band 9 

		ALL SECTIONS MUST BE COMPLETED

		



		Band 8d

		

		



		Band 8c

		

		



		Band 8b

		

		



		Band 8a

		

		



		Band 7

		

		



		Band 6

		

		



		Band 5

		

		



		Band 4

		

		



		Band 3

		

		



		Total

		

		







* Additional information if required 



		Total posts in current establishment

		ALL SECTIONS MUST BE COMPLETED



		Proposed number of posts to be dis-established 

		



		Proposed number of posts with minor change (Job Title/Description)

		



		Proposed number of posts with no change (other than potential Line Manager)

		



		Proposed number of new posts to be created

		



		Proposed number of posts where a change of line management may occur 

		



		Number of posts unaffected and not subject to consultation

		









Current Structure and the Proposed new structure [include only where a restructure – delete if not applicable]



The current and proposed structure charts are shown in Appendix 2 [include only where a restructure – delete if not applicable]



Provide rationale for new roles being created if applicable. [include only where a restructure – delete if not applicable]



Financial, Staffing and workload implications of the proposals 



Include financial, staffing and workload implications of the proposals where applicable 



Impact on other areas / services/ risks 



Describe any potential impacts on other teams/ services within the ICB or wider external stakeholders if applicable (e.g local authorities) and how there are to be mitigated where cited



Health and Safety Assessment 



Include considerations as to whether there is to be any potential impact on the health and safety of any member of staff as a result of this change and confirm whether there is or isn't. 







Communication and Engagement Plan

A communication and engagement plan will be developed and implemented throughout the consultation to engage key internal stakeholders in the proposal and gain to gain feedback. This will include members of the Senior Leadership Team (SLT).

[bookmark: _Toc201751429]4. HR Principles & Process



Include a description of the consultation process including timescale 



This management of change Management of Change Business Case is a formal consultation process led for the ICB by Director Name, Executive Director of Area, NHS Humber and North Yorkshire Integrated Care Board.

When determining the proposed structure, consideration has been given to roles required to support the future operating model of the team and ensuring that it fits in the overall affordability envelope. [include only where a restructure – delete where not applicable]

This consultation will be conducted in line with the ICB Change Management Policy (available on the ICB website). 

Trade Union representatives have been notified of this proposed change during the date Humber and North Yorkshire Social Partnership Forum (SPF). They have reviewed this business case and shared feedback and comments prior to formal consultation being launched. 

Consultation is planned to run for a minimum of 30/45 days [see Change Management policy section 8.3 for timescales] and SPF Trade Union representatives are invited by the directorate to attend group consultation meetings. It is each employee’s responsibility to inform their own trade union representative of any meeting times (in the case formal one to one meetings), should they wish to have representation.



[bookmark: _Toc201751430]5. Consultation Briefings and Submitting Feedback 



Include proposed timescale for consultation and implementation of the proposed change



Include details of how this information will be disseminated to staff and for more medium to large scale organisation change processes a detailed communication plan, with all meetings to be recorded and shared with staff who are unable to be present at group meetings. (NB the full communication plan may not be available at consultation stage). 



Include planned meetings, how staff and representatives can respond



As part of the consultation process collective briefings will be held with those affected on a weekly basis to share key messages and work through any non-individualised questions as appropriate. 

The briefings will include the following:

· Discussion on the management of change business case and projected timelines

· The additional support available from Occupational Health, managers, trade union representatives and HR.

· The opportunity to ask questions. Key themes will also be collated and shared on a rolling (weekly) basis as part of Frequently Asked Questions (FAQs).

· Next steps in the consultation and engagement process

The full timeline is shown in Appendix 1.

Individual 1:1 Meetings

There will then be an opportunity for formal and informal individual meetings to discuss the proposal further; these will be held with the Director/ Head of Service/ Line manager supported by HR representatives where appropriate. 

At all meetings, individuals may be accompanied by their trade union representative or an ICB colleague. 

An informal meeting is held between the employee and Director/ Head of Service/ Line manager. 

A formal meeting is held with HR and or Trade Union representatives also present. 

Submitting Feedback and Questions 

You can submit feedback and questions on the consultation proposal via the following routes: 

· Director/ heads of service/ Line manager [consider including email addresses] 

· Generic consultation inbox: consultation.hnyy@nhs.net (please ensure the subject line in your email says Directorate name). Please note the HR team will be able to answer process related questions, please direct any service specific queries to your director, head of service or line manager. 

· Trade Union Representative

· Digital platforms such as Microsoft forms 

The directorate and/ or HR/ Communication team (where change affects the whole organisation) [delete as applicable] will be responsible for producing and regularly updating a frequently asked questions (FAQs) document throughout the consultation period. This will be updated XX frequency and shared as part of the weekly staff briefing/ weekly comms update to staff. 

At the end of the consultation full consideration will be given to all comments received from staff and trade unions and a decision on the way forward will be made. A written report will be produced and shared with all staff at the end of the consultation.  The report will include:

· The reasons for the decision(s)

· An explanation where the management decision is in conflict with the views of the trade unions representatives/professional organisations and staff or where the proposal has changed as a result of consultation

· Identification of posts which are the same or substantially the same in the old and new structures [in the case of a restructure – delete if not applicable] 

· Confirmation of arrangements for filling posts via slotting in or ring fencing [in the case of a restructure – delete if not applicable]

· Selection arrangements for posts within the new structure [in the case of a restructure – delete if not applicable]

· Support for staff affected by the change

· Proposed timescales for each stage of the change process, and

· Equality impact assessment – Conducted prior to the start of the consultation and updated after the consultation has concluded 

[bookmark: _Toc201751431]6. People Principles during Organisational Change [include section 6 for restructure only]



Implementation

Subject to the outcome of the consultation, the process for filling posts in the new structure will be in accordance with ICB Change Management Policy ('The Process for Filling Posts in the New Structure' and Appendix 2, 'Process for Filling Posts') 

Definitions: -

· [bookmark: _Hlk196727050]Displaced means involuntary loss of current role, due to organisational change. Displacement occurs at stages 1 and 2 of the process for filling posts (see section 10) prior to the member of staff being formally placed 'at risk', which may take place following stages 1 and 2, (or 2a as applicable) if suitable alternative employment is not found. 



· [bookmark: _Hlk198209088]Ring fencing means the process by which staff who are displaced are identified for consideration for a post in a new staffing or management structure which is similar to their current post and where there is more than one contender for that post. 

· [bookmark: _Hlk198209157]Slotting In means the process by which staff who are displaced are confirmed into a post in a new structure which is similar to their current post and where that individual is the only contender for that post. Similar means, a post which is at least 70% the same as an existing role.

· At Risk means staff whose posts may potentially be redundant as a result of organisational change if Suitable Alternative Employment cannot be found.



Selection criteria for all posts in the new structure (whether or not there is competition) must be non-discriminatory, fair, objective, clearly defined and based on the skills and competency requirements of the post. 



Job descriptions will be confirmed for new posts in accordance with the NHS Job Evaluation procedures and will be made available during the consultation period. 

There will be three stages in the process for filling posts in a new structure:

Stage One

For those staff that are affected by the change.  Posts in the new structure are filled either by slotting in or by ring fencing 



· Slotting in is where the duties and accountabilities of a post are not significantly reorganised and are substantially the same in the new and existing role. The following criteria will apply:

· The job banding/pay remains the same and;  

· The post holder is the only person identified for the new post and holds a substantive contract of employment and; 

· The member of staff has the minimum qualifications and/ or equivalent knowledge and experience required for the new post and; 

· The new role contains 70% or more of the current role (as determined through the completion of a People Impact Assessment 

· In this instance a formal interview is not required, but rather a meeting between individual and line manager for the role, to discuss and confirm that the role does offer suitable alternative employment and to confirm key objectives as required.  



· Ring Fencing at Stage One is where the 'slotting in' criteria above is met but there is more than one person identified for the post, therefore a competitive interview process is required. 



· At Stage One, employees returning from agreed employment breaks within the year applicable under the Career Break policy, who cannot be slotted back into their own post or a post at the equivalent grade to that which they took the break from, will be eligible for long term protection from the date of their return. 

Stage Two 

In the case of organisational change which applies to the whole organisation, any posts which remain vacant after stage 1 are opened up to staff who are displaced at Stage Two for whom the post is considered potentially suitable alternative employment.

· Where change does not apply to the whole organisation, Stage Two will be split into Stage 2a/b, in which case posts may be ring fenced at Stage 2a to employees within that Directorate structure in the first instance



· Selection for posts will be determined by whether the person has the necessary skills to carry out the role through completion of an 'expression of interest' form and also an interview, where there is more than one member of staff who is considered suitable for the post 



· Where there is only one member of staff for one post, a discussion may take place between the manager and individual with HR support as required, to discuss and agree that the role offers suitable alternative employment and determine key objectives.  The individual may then be offered the role as suitable alternative employment





· At Stage Two the post may the same band, a band higher or band lower



Stage Three  

· Any posts that still remain vacant after Stage One and Stage Two (including Stage Two (a) and Stage Two (b) where applicable) will be reviewed against the 'redeployment and at risk register,’ with priority given to ICB employees at risk of redundancy (for whom the posts may offer suitable alternative employment) followed by employees on the register for another reason and then internal employees. The posts may then be advertised to NHS staff who are at risk of redundancy if the organisation is participating in any local/regional clearing house schemes. If not, posts may be advertised internally and/or externally, in line with the normal recruitment process



Suitable alternative employment will be a post defined in terms of pay, working hours, status, grade, duties and responsibilities, location and location allowances. 



It must be suitable to the individual’s personal circumstances, skills and

experience. It may be on any site operated by the ICB subject to individual travel considerations. 



Staff at risk will be given prior consideration for suitable posts in line with their skills, experience and capabilities and where appropriate will receive protection of pay (see Pay Protection Policy). 



When filling posts, priority must be given to employees for whom Redundancy Protection for Pregnancy and New Parents is applicable (see section 10.5.4 of the Change Management Policy).



Identification of suitable alternative employment will be carried out in accordance with the Redeployment Policy and associated guidance and documentation. 

[bookmark: _Toc201751432]7. Staff Support



During organisational change it is important staff have access to support.



This will include providing timely information to staff and trade unions so that they are able to make meaningful contributions to the consultation process. 



Line management support, including the offer of 1 to 1 meetings, whether informal or formal.

7.1 Training and Development 

The ICB strives to provide appropriate training and development and career support during change. 



All reasonable steps will be taken to retain the skills and experience of employees by appropriate retraining, developing or redeploying employees wherever possible when change has become necessary.

7.2 Wellbeing support 

The ICB offers all staff access to various health and wellbeing support and resources which can be found on the intranet here and include : [include wording regarding the employer offer available at the time of the change process]

We recognise that change can be daunting and stressful at times and so we would like to encourage staff to continue to have an open and honest conversation with their line managers about how they are feeling and if any extra support is required, which may include requesting reasonable adjustments. 

Support can also be accessed via Trade Unions, contact details can be accessed via the intranet here:

[bookmark: _Toc201751433]8. Equality and Diversity Statement



This document has been accessibility checked and is available in other formats.  A full equality impact assessment will be undertaken at the start and at the outcome of this consultation process when structures are confirmed.



[bookmark: _Toc201751434]9. Alternative Formats

If you require this document in an alternative format, please contact Amanda Johnson (Amanda.johnson27@nhs.net) 






[bookmark: _Toc201751435]Appendix 1 - Process and Timescales

Subject to the outcome of the consultation process, the expectation is that the changes will be implemented in DATE. Consideration will be given throughout this process to mitigate redundancy and retain the skills and experience of the employees wherever possible.



Stages of the proposed change process



		Consultation [example for structural change, this may differ for other types of organisational change – seek HR advice] 





		Action

		Date/ Timescale



		Consultation Launched by XX via all team briefing (record the session for anyone unable to attend) 



		Launch date 



		Issue consultation documentation:

· 30-day period [or other timescale as applicable – see Organisational Change policy section 8.3]

· Publish proposed structures [to include when a restructure]

· Identification of posts subject to change [where applicable eg in a restructure] 

· Initial FAQ document 



		Launch date



		Offer 1-1 formal consultation meetings with staff affected (allowing enough time for trade union & HR reps to attend if required) 



		Launch date



		Review of feedback received as consultation progresses



		Throughout consultation 



		FAQs updated and published



		Frequency of this noted 



		Midpoint consultation review – to assess if an extension is required 

		Mid-point 



		Consultation planned close

		Date 





		










		Post Consultation Timeline





		XX Directorate evaluate responses to consultation and develop the outcome document with final structure [where a restructure applies] 

		A few week period 



		Inform Trade Unions of this via SPF



		



		Confidentially confirm with staff whose posts removed from structure (prior to being shared with all staff)        [where a restructure applies]



		



		Consultation outcome shared via all team briefing 

(record the session for anyone unable to attend)

		



		Consultation Outcome published to all staff 



		



		Following the outcome report, all staff members will receive a personalised letter explaining the outcome for them and the next steps relevant to their outcome. 



		



		All staff members will have the right to appeal their outcome (two-week window to submit appeal) 



		



		Appeal Panel (s) 



		



		

		





		Implementation Phase





		May be shared in detail with the consultation outcome 



Posts will be filled from a top-down approach starting with higher bands in the hierarchy [where a restructure applies] 

		



		Full implementation complete 

		Expected date of going live when change comes into effect  [eg - new structure]


























	



2



2



[bookmark: _Toc201751436]Appendix 2 - Current structure [where a restructure applies- delete if not applicable] 






[bookmark: _Toc201751437]Appendix 3 - Proposed structure [where a restructure applies- delete if not applicable] 

Include a key in each page of your structure. Make this inclusive by using darker colours and adding the text to identify the colour – example of a key below. 

Key:

· Orange = New Role

· Purple = No Change 

· Gold = Minor Change Reduction in Numbers 

· Dark Blue = Minor Changes including:

· Job Title Change 

· Line Manager / Directorate Change 

[bookmark: _Hlk201743981][bookmark: _Hlk201743982][USE WORD ACCESSIBILITY ASSISTANT WITHIN MICROSOFT WORD TO REDUCE HARD TO READ COLOUR CONTRAST]
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Appendix 6 

TUPE INFORMATION FOR Social Partnership Forum UPDATE

Business Case for XXX 

Date 

Author 

Background 

Agreement

Measures and process
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[image: A black background with white text
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Integrated Impact Assessment (IIA)

Internal (HNYICB) Policy or Project 

This impact assessment should be completed to systematically consider relevant evidence against the implementation of, or, proposals for change to policies or projects that apply only to colleagues at NHS Humber and North Yorkshire Integrated Care Board (ICB). 

Any change to policies, projects or services that will have an impact on the public will require a full impact assessment. 

There are 8 sections to this assessment which should be completed before the policy or project implementation or change is considered for approval: 

1. Summary 

2. Supporting documents 

3. Workforce, including Equality Data  

4. Sustainability 

5. Finance 

6. Digital 

7. Data Protection 

8. Engagement/ Consultation




1. SUMMARY 



		Policy or Project Name: 

		Change Management 



		

		



		Aims and intended effect of this policy/ project change or implementation: 

		The aim of this policy is to set out the ICB’s approach to the management of organisational change and the procedures that should be followed by managers wishing to implement major change.



The principles and procedures support the aim of managing strategic and operational change in a way that is both supportive to staff and enhances the assurance of the highest quality provision of patient care.





		

		



		Details of any significant changes to the previous policy or project that is likely to have an impact on workforce or other groups:  

		This policy is a review of the Change Management Policy and has been reviewed against up to date Agenda for Change terms and conditions of employment and in line with statutory changes including the additional protections for some employees at a time of organisational change as outlined within  The Maternity Leave, Adoption Leave and Shared Parental Leave (Amendment) Regulations 2024 and as part of feedback from change management processes. 

A stepped approach to filling posts, has been included in relation to filling of posts (stage 2a and 2b for instances where the whole organisation is not affected by a restructure) and greater clarity given regarding in slotting in a ring - fenced competition. 





		

		



		List of any other polices or projects that are related to or referred to as part of this analysis 

		· Attendance Management Policy

· Career Break Policy

· Disciplinary Policy

· Grievance Policy 

· Maternity, Maternity Support (Paternity), Adoption and Parental Leave Policy

· Other Leave Policy 

· Redeployment Policy 

· Retirement Policy

· Starting Salaries and Reckonable Service Policy 

· Travel and Expenses Policy 





		

		



		Who the policy or project will affect:

		Employees of NHS Humber and North Yorkshire Integrated Care Board 



		

		



		Does the implementation or change to the policy or project rase any ethical dilemmas?



If yes: has this been referred to the System Ethics Group?  

		No





 No 



		

		



		Completed by:

		Name: Becky Blackburn

Directorate: The People Directorate 

HNYICB Place: n/a 

Date: 19.6.25 



		

		



		Approved by: 

All IIA’s for internal policies or projects must be signed off by the Corporate Directorate. Please send this IIA and the supporting document to hnyicb-hull.hnypolicyenquiries@nhs.net  

		Name: Gemma Mazingham 

Directorate: Corporate Affairs 

HNYICB Place: HNYICB 

Date: 25/06/2025





2. SUPPORTING DOCUMENTS 

Please include any relevant documents relating to your change or implementation of a new policy or project. 

(To embed a document, go to Insert; Object; Create from file, then click browse and select your document from where it is saved. Select the tick box for display as icon, then select Change icon and you can amend the text that will appear below your document). 

		Document Name  

		Embedded document 



		ESR Held Workforce Data on 30th April 2025 

		





		

		



		

		










3. WORKFORCE, INCLUDING EQUALITY DATA 



Please consider the following areas in the context of the implementation of your policy or project or, the change to your policy or project : 



		Area

		Positive Impact?

		Neutral Impact

		Negative Impact

		Evidence of impact and, if applicable, justification where are ‘genuine determining reason’ exists (see footnote)



		Effective prioritisation and management of workload

		☐		☒		☐		The application of this policy in the management of change could seek to address effective prioritisation and management of workload, but this is only one potential aim of a change process supported by the procedure outlined within.   



		Staff experience as a result of workforce changes



		☐		☒		☐		An aim of the policy is to provide further and clarity around the change management procedure to improve staff experience during organisational change and to lessen any potential negative impacts wherever possible through effective planning and communication but it is not a primary aim of the policy. 



		Contractual obligations



		☒		☐		☐		This policy is a component of the contract of employment as would be any employment policy. 



		Workplace



		☐		☒		☐		In terms of 'work place' as referring to a building where ICB work is carried out, this policy has no direct impact, although the application of this policy could support 'work place' changes. 



		Sustainability of service due to workforce issues



		☐		☒		☐		The application of this policy in the management of change could seek to address the sustainability of service due to workforce issues, but this is only one potential aim of a change process supported by the procedure outlined within.  



		[bookmark: _Hlk160115508]Support for whole system workforce integration (ICS)



		☐		☒		☐		The application of this policy in the management of change could seek to support the whole system workforce integration, but this is only one potential aim of a change process supported by the procedure outlined within.  



		[bookmark: _Hlk160115586]Support for workforce planning



		☐		☒		☐		The application of this policy in the management of change could seek to support workforce planning, but this is only one potential aim of a change process supported by the procedure outlined within.  



		[bookmark: _Hlk160115623]Support for colleague health and wellbeing



		☐		☒		☐		The application of this policy in the management of change should seek to support colleague health and wellbeing, during organisational change but this is not a primary aim of the policy.  







‘Genuine determining reason’ means an action is proportionate to the legitimate aims of the organisation (please seek further advice).




EQUALITY DATA 

Equality data is internal or external information that may indicate how the activity being analysed can affect different groups of people who share one or more of the nine protected characteristics as detailed in the Equality Act (2010).

When considering workforce equality impacts, examples of equality date could include:

•     recruitment data (e.g., number of applications compared to our population profile, number of appointments)

•     complaints made by groups who share / represent one or more protected characteristic

•     grievances, decisions upheld or dismissals by protected group

•     findings of the NHS Staff Survey

•     data from the Workforce Race Equality 07Standard (WRES) and Workforce Disability Equality Standard (WDES) reports



		Key Questions  

		Information provided



		Is any equality data available relating to the use of this policy / project.



		Yes – See supporting document 'Integrated Impact Assessment Data – 30.4.25'



		If yes

List the equality used to assess the impact of this policy / project / function:



		Workforce Profile as held on ESR on the 30.4.25  re: Age, Disability, Marital Status, Ethnicity Group, Religious Belief and Sex of employees 



		If no

List the data you will use to assess the impact of this policy / project / function:



		











Details of any potential impact of this policy / project on our workforce from different protected characteristic groups should be included below.

This should be based on analysis of:

· the equality data listed above 

· insights gathered through engagement

· your knowledge of the substance of this policy or project 



		Protected characteristic

		Positive Impact

		Neutral 

Impact

		Negative Impact

		Evidence of impact and, if applicable, justification where are ‘genuine determining reason’ exists (see footnote)



		Age

This refers to workforce of all ages.



		☐		☒		☐		This has been considered and has a neutral impact. The policy will be applied equitably and irrespective of age.

If costs are viewed as a method of determining voluntary redundancies, this could be considered a disadvantage to older people, with potentially more reckonable service.  Risk of a negative impact could be neutralised through taking care to ensure that decisions are based on sound organisational reasons and do not breach equality legislation. So this on balance has been rated as 'neutral'



		Disability

Colleagues who have physical disabilities and / or impairments, learning disabilities, learning differences (for example, someone who is neurodiverse), people with mental health conditions, sensory loss and long-term chronic conditions (such as diabetes, HIV) or hidden, invisible or variable conditions

		☐		☒		☐		See section 6.3.4. 'Full consideration should be given in relation to reviewing existing reasonable adjustments or making new reasonable adjustments at any stage of the change management process, including when considering the suitability of alternative employment for an individual and in the arrangements for filling posts'



7.1 states: ' Staff will be treated as individuals with due regard to their personal and employment circumstances and their career aspirations at all stages of the change management procedure'



7.1 'Requests by the employee for additional support at any individual meetings should be considered on an individual basis e.g. where disability is involved and familiarity with the impairment or the individual or specialist input would be beneficial'



Discrimination by association should also be considered here ensuring the rights for employees who for example need to care for a disabled child.



The above are clear and positive statements to staff with disabilities and intended to mitigate any potential negative impact.

Taking these measures into account, it has been considered that the policy has a neutral impact. The policy will be applied equitably and irrespective of disability. 





		Gender reassignment

Refers to someone who is proposing to, is going through or has gone through a process to live in a gender that is different to the one assigned at birth. 



For example, Trans (transgender) people, non-binary people or gender fluid / gender queer people.



		☐		☒		☐		This has been considered and has a neutral impact. The policy will be applied equitably and irrespective of gender reassignment. 





		Marriage or civil partnership
Refers to legally recognised partnerships (applies to employment only).



		☐		☒		☐		This has been considered and has a neutral impact. The policy will be applied equitably and irrespective of marriage or civil partnership.  





		Pregnancy and maternity

Refers to the pregnancy period and the first year after birth.



		☐		☒		☐		The policy makes specific reference to statutory redundancy protections that are in place for pregnant employees, employees on maternity leave and employees who have returned from maternity leave, as outlined within section 10.5 of the policy.  Also included in this section are the redundancy protections that are in place those who have experienced stillbirth or miscarriage. Listed also are the protections in place for those on adoption leave, shared parental leave, those taking neonatal leave and for a specified period of time after as outlined, once these types of leave end.  



Special provisions are in place which would give these staff preference for roles over other staff, within the parameters and timescales as outlined, even if they are also suitable for the role.



It is clear within the policy that those on any different type of leave including maternity leave are within the policy scope and should be engaged with whilst on leave about the change process so that they can participate in it. 



Taking into these protections, pregnancy and maternity has been considered and has a neutral impact. The policy will be applied equitably and irrespective of pregnancy and maternity. 







		Race

Refers to people of different races which can include colour, nationality, ethnic or national origins and different ethnic backgrounds, for example, Gypsy Romany and Traveller peoples.



		☐		☒		☐		As the policy is written in English there is a potential impact on employees whose first language is not English and therefore may struggle reading the policy. However, this potential impact is minimised as the policy is available in different formats and languages as detailed in the action plan.  An employee of the ICB would require sufficient language proficiency to undertake their job roles.  Any risk is also mitigated by being able to be accompanied at meetings so to be able to understand policy implications to each individual’s circumstances.



Race has been considered and has a neutral impact. The policy will be applied equitably and irrespective of race.  





		Religion or belief

Includes all religious and philosophical beliefs including having no religious belief,



		☐		☒		☐		This has been considered and has a neutral impact. The policy will be applied equitably and irrespective of religion or belief.  



		Sex

This refers to biological sex eg male / female / intersex.



		☐		☒		☐		Any redeployment should take account of the employee’s ability to work a particular pattern. This is covered where reference is made to 'staff will be treated as individuals with due regard to their personal and employment'. This is important for staff with caring responsibilities



This has been considered and has a neutral impact. The policy will be applied equitably and irrespective of sex.   



		Sexual orientation

Refers to who a person is attracted to, for example gay, lesbian, bisexual, asexual and heterosexual (straight).



		☐		☒		☐		This has been considered and has a neutral impact.

 

This has been considered and has a neutral impact. The policy will be applied equitably and irrespective of sexual orientation.    



		Socio-economic deprivation
Refers to the different financial situations people may be experiencing, for example, working poverty and cost of living impacts for people from different backgrounds (not Band exclusive)



		☐		☒		☐		Under this policy, support is available to all staff (regardless of their income or socio-economic background).  This policy requires tailored support to be provided in accordance with individual circumstances.



		Working carers
Refers to anyone who cares, unpaid, for a friend or family member who due to their illness, disability, mental health condition or an addiction cannot cope without their support.



Working carers can be considered protected under the Equality Act (2010) by association.



		☐		☒		☐		This policy requires tailored support to be provided in accordance with individual circumstances. All staff on any type of leave, have the right to be consulted with. Under this policy, care must be taken to ensure that decisions are based on sound organisational reasons and do not breach equality legislation. When determining redundancies and in the exceptional circumstances of using 'additional selection criteria' care should be taken to disregard absences related to protected characteristics as defined within the.  Equality Act 2010. Consideration is given to information provided by individuals in relation to their caring responsibilities, when determining suitable alternative employment. 







‘Genuine determining reason’ means an action is proportionate to the legitimate aims of the organisation (please seek further advice).




4. SUSTAINABILITY 

Sustainability = how to meet the needs of the current generation without compromising the ability of future generations to meet their needs. This area includes waste and pollution, recycling, use of resources, ethical purchasing, biodiversity, provision of green spaces.           



		AREA 

		Positive Impact

		Neutral Impact

		Negative Impact

		Evidence of impact and, if applicable, justification where are ‘genuine determining reason’ exists (see footnote)



		Travel 

· Will it provide / improve / promote alternatives to car-based transport and promote active travel (cycling, walking)?

· Will it support more efficient use of cars (car sharing, low emission vehicles, environmentally friendly fuels and technologies)?

· Will it reduce ‘care miles’ (telecare, care closer) to home?

· Will it improve access to opportunities and facilities for all groups?

		☐		☒		☐		



		Procurement

· Will it specify social, economic and environmental outcomes to be accounted for in procurement and delivery?

· Will it stimulate innovation among providers of services related to the delivery of the organisations’ social, economic and environmental objectives?

· Will it promote ethical purchasing of goods or services?

· Will it obtain maximum value from pharmaceuticals and technologies (medicines management, prescribing, and supply chain)?

· Will it support local or regional supply chains?

· Will it make current activities more efficient or alter service delivery models

		☐		☒		☐		



		Facilities Management            

· Will it reduce the amount of waste produced or increase the amount of waste recycled?

· Will it reduce water consumption?

		☐		☒		☐		



		Social Value

· Will it provide employment opportunities for local people?

· Will it promote or support equal employment opportunities and/ or offer employment opportunities to disadvantaged groups?

· Will it promote healthy working lives (including health and safety at work, work-life/home-life balance and family friendly policies)? 

		☐		☒		☐		



		Community Engagement

· Have you sought the views of our communities in relation to the impact on sustainable development for this activity

		☐		☒		☐		



		Buildings

· Will it increase safety and security in new buildings and developments?

· Will plans include improvement to the biodiversity of the area?

· Will it improve access to the built environment?

· Will plans have sufficient local infrastructure to support them?

		☐		☒		☐		



		Partnership and Integration

· Will it support for whole system workforce integration?

· Will there be support for workforce planning?

· Will it minimising ‘care miles’ making better use of new technologies such as telecare and telehealth, delivering care in settings closer to people’s homes?

· Will it promote prevention and self-management?

· Will it deliver integrated care, that co-ordinate different elements of care more effectively and remove duplication and redundancy from care pathways?

		☐		☒		☐		



		CO2 reduction

· Will it reduce the carbon footprint or be carbon neutral?

· Will it improve the resource efficiency of new or refurbished buildings (water, energy, density, use of existing buildings, designing for a longer lifespan)?

		☐		☒		☐		



		· Adaptation to Climate Change

· Does this take into account climate change risks for the area (increased flooding, higher summer temperatures)?

		☐		☒		☐		



		Rural Proofing             

· Almost a third of the CCG’s population live in rural areas – how will this course of action affect their ability to access services? Increases in age and disability lead to a reduced ability to drive and greater dependence on public transport.               

· Guidance available here: https://www.gov.uk/government/publications/rural-proofing                     

		☐		☒		☐		





For further information see:                

Greener NHS:  https://www.england.nhs.uk/greenernhs/                  

Centre for Sustainable Healthcare: https://sustainablehealthcare.org.uk/    

5. FINANCE

		Current spend (£ / £k / £million)

		N/A



		Implementation date

		 



		Type of savings

		[image: ]

		 



		

		[image: ]

		 



		

		[image: ]

		 



		Potential Savings (gross)
If you have answered 'no savings' above you do not need to complete this question

		Part year effect:

		 



		

		Full year effect:

		 



		Potential Investment Needed (gross)

		Part year effect:

		 



		

		Full year effect:

		 



		Net effect

		Part year effect:

		 



		

		Full year effect:

		 



		Level of confidence in achieving savings - high/medium/low

		 











6. DIGITAL 



The assessment will focus on ensuring that people are not digitally excluded and on making sur the right safeguards are in place.



Further information can be found here:

AI and Data Protection Risk Toolkit: https://ico.org.uk/for-organisations/uk-gdpr-guidance-and-resources/artificial-intelligence/guidance-on-ai-and-data-protection/ai-and-data-protection-risk-toolkit/ 

Digital Technology Assessment Criteria for Health and Social Care: https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Ftransform.england.nhs.uk%2Fmedia%2Fdocuments%2FDTAC_version_1.0_FINAL_updated_16.04.odt&wdOrigin=BROWSELINK 




7. DATA PROTECTION 

		Screening Questions

		Tick if yes



		1

		Will the project involve the collection of new identifiable or potentially identifiable data about individuals?
(If the ICB do not process personal data but another organisation or a service provider does as part of the project, a DPIA must still be completed). 

		☐

		2

		Will the project compel individuals to provide data about themselves or involve the processing of personal data not obtained directly from the individual?
i.e. where they will have little awareness or choice or where it is impossible, or would involve disproportionate effort, to inform the individuals that the processing is taking place

		☐

		3

		Will identifiable data about individuals be shared with other organisations or people who have not previously had routine access to the data?

		☐

		4

		Are you using data about individuals for a purpose it is not currently used for or in a new way?
i.e. using data collected to provide care for a service evaluation; data matching where data obtained from multiple sources is combined, compared or matched.

		☐

		5

		Where data about individuals is being used, would this be likely to raise privacy concerns or expectations?
i.e. will it include health records, genetic data, criminal records or other information that people may consider to be sensitive and private and may cause them concern or distress.

		☐

		6

		Will the project require you to contact individuals in ways which they may find intrusive?
i.e. telephoning or emailing them without their prior consent.

		☐

		7

		Will the project result in you making decisions in ways which can have a significant impact on individuals?
i.e. will it affect the care a person receives? Is it based on automated decision making (including profiling)?

		☐

		8

		Does the project involve you using new technology which might be perceived as being privacy intrusive?
i.e. using biometrics, facial recognition, Artificial Intelligence or tracking (such as tracking an individual’s geolocation or behaviour)

		☐

		9

		Is a service/processing activity being transferred to a new supplier/organisation (or re-contracted) at the end of an existing contract

		☐

		10

		Will the project involve systematic monitoring of a publicly accessible area on a large scale?
i.e. use of CCTV

		☐

		11

		Will the project involve the targeting of children or other vulnerable individuals?
i.e. for marketing purposes, profiling or other automated decision making

		☐

		*

		If none of the above are applicable please tick to confirm you have considered completion of a DPIA and determined it is not required. 

		☒












8. Engagement/ Consultation 

If there is likely to be an impact on workforce, engagement with the following groups should be made. 



		Group   

		Feedback 



		Social Partnership Forum (SPF) 



(please contact hr.hnyy@nhs.net for meeting dates and attendance) 

		Date attended: There were 5 Social Partnership Forum Policy Subgroup meetings, which took place on the 2nd  12th and 18th June where feedback was provided.  Written feedback was also received via e-mail. 



In response to feedback received, clarification was included in terms of the timescales for documentation being sent to the formal SPF meeting; clarification was provided regarding the communication plan, which is developed to support the consultation process. 



There were a number of questions raised in relation to clarification on continuous service and reckonable service dates, recognition of prior NHS service, as well as other employee benefits. A lot of this information is captured under other policies, such as the Starting Salaries and Reckonable Service policy and Agenda for Change Terms and Conditions of Employment, which are signposted within the policy. Some sit outside of the policy scope so have not been referred to.



Feedback received: All feedback received was given full consideration and contributed to the final policy document. 









		Staff Wellbeing Group 



(please contact nicky.lowe@nhs.net for meeting dates and attendance)

		Date attended: Feedback was received via e-mail and an online Microsoft teams form during the consultation period, which ran from the 15th May to the 27th May. 

In response to feedback, more clarity was provided regarding Voluntary Redundancy (VR) and a Mutually Agreed Resignation Scheme (MARS). As VR schemes vary, a comparison with this and a compulsory redundancy scheme was not provided. Clarity on data confidentiality was sought. This is captured in the general statement in section 25.3 of the policy. Detail on HR data management processes sit outside the scope of this policy. 

All feedback received was shared with Trade Union members of the Social Partnership Policy subgroup and given full consideration. 



		Humber and North Yorkshire ICB Inclusion Network (HNY Inc)  

		Date attended: Feedback was received via e-mail and an online Microsoft teams form during the consultation period, which ran from the 15th May to the 27th May. 

In response to feedback received, more clarity has been provided regarding existing flexible working arrangements during organisational change; in response to the request to provide flow charts/ process overviews, this has been developed and added as appendix 2;  information was summarised and provided in bullet point format, to make the document more succinct,  easier to digest and navigate; clarity has been provided regarding terminology and abbreviations; feedback was sought on how the suitability of the role would be determined, taking into account personal circumstances. Some of this is referred to within the policy but the more detailed documentation where this is captured is not part of the policy and would be provided at the time as part of the process. 



All feedback was shared with Trade Union members of the Social Partnership Policy subgroup and given full consideration in the final policy. 
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Integrated Impact Assessment Data - 30.4.25.xlsx

Age 


			Age			%


			>=71 Years			1


			21-25			2


			26-30			5


			31-35			9


			36-40			10


			41-45			17


			46-50			15


			51-55			18


			56-60			14


			61-65			7


			66-70			2


			ESR data 30.4.25 - HNYICB Employees 








Disability 


			Disability 			%


			No 			68


			Not Declared			3


			Prefer not to answer			1


			Unspecified			18


			Yes			10


			ESR data 30.4.25 - HNYICB Employees 








Gender Reassignment 


			No ESR data held








Marital Status 


			Marital Status 			% 


			Civil Partnership			2


			Divorced			6


			Legally Separated			1


			Married			60


			Single			23


			Unknown			3


			Widowed			1


			(blank)			4


			ESR data 30.4.25 - HNYICB Employees 








Pregnancy and Maternity 


			Incomplete data - low numbers 








Ethnicity Group 


			Ethnicity Group 			%


			Blank 			15


			BME 			5


			Not Stated			2


			White			78


			ESR data 30.4.25 - HNYICB Employees 








Religious Belief


			Religious Belief 			%


			Atheism			20


			Buddhism*			0


			Christianity			37


			Hinduism			1


			I do not wish to disclose my religion/belief			12


			Islam			1


			Other			5


			Sikhism*			0


			Unspecified			24


			ESR data 30.4.25 - HNYICB Employees 


			*Data showing '0' also includes less than 1% but more than '0'








Sex


			Sex			%


			Male 			23


			Female 			77


			ESR data 30.4.25 - HNYICB Employees 
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