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As you will be responsible for completing the selection matrix for [INSERT CATEGORY OF EMPLOYEES] as part of this redundancy exercise, you have been provided with this guidance document in order for you to prepare for the selection process.

You must read through this entire guidance document before applying the selection matrix. If you have any questions at any stage arising from this guidance, please contact [INSERT NAME OR DEPARTMENT].  If you feel that you do not have enough knowledge or experience of the above group of people you are to assess, again, please contact [INSERT NAME OR DEPARTMENT].

It is important that the selection criteria are applied fairly and consistently. This will ensure that the right skills are retained within the business and that all employees (whether selected as at risk or not) feel that the process has been carried out fairly, reducing the risk of an Employment Tribunal claim.  Remember that you will be expected to be able to explain the scores you have allocated, either as part of the selection assessment or if an employee challenges their own scores at any point during the redundancy process or at an Employment Tribunal . 

When you are ready to complete the selection matrix, make sure that you set yourself plenty of time to do so and locate yourself somewhere suitable to avoid interruptions.  You need to have available any documents relevant to the matrix you are completing such as absence records, disciplinary records, training records, performance appraisals, skills matrices, quality records etc.   In some organisations the HR Department will complete the matrix from personnel records and you will complete the work related criteria.

Carrying out the assessment

Do not compare employee against employee.  Your role is to assess each employee individually against the criteria, one employee at a time and one criterion at a time. 

Make sure that you score in accordance with the categories stated in the criteria.  Read the criteria carefully and how scores should be awarded.   For example, if the category of scores that can be given is 1, 2, 3, 4 and 5, do not score ½ marks instead agree with your management team/HR department whether you will round up or down scores that seem to be in between.  If the criteria description says that performance is to be assessed over the previous 12 months, do not include examples that are beyond that period.

You are required to complete the assessment objectively. Do not allow your personal view to distort your assessment.  Beware of the “Halo Effect”.  We all make opinions and judgments about people we know.  Sometimes this makes us miss or ignore facts that go against this and we only use facts that support what we think.  Similarly never be swayed by any other individual’s views or subjective comments on the people you are assessing.  The scores that you give each employee should be supported by fact and, where available, documentary evidence.  You need to be able to explain the scores you have given an employee, for example  it is not sufficient to say “well they were average” but you might be able to provide examples as to why the employee would score average.  Avoid marking everyone at the average level.  Give individuals the marks that are genuinely deserved.

Do not discriminate on the following grounds: disability, sex, sexual orientation, race, religion or other belief, age, pregnancy or maternity or any other family leave, trade union membership or activities, part time or fixed term status, acting as an employee representative, the fact that an employee has made a complaint against the company.  If an employee has a medical condition, you should speak to HR to consider whether the employee may be disabled under the Equality Act 2010.  It may be necessary to make adjustments in the application of the procedure for an employee who is disabled.  It is unlawful to select an employee on grounds of their disability or for a disability related reason.  

Once you have completed the assessment for an individual employee, check through the scores and move on to the assessment of the next employee.  When you have completed all the assessments they should be passed to [INSERT NAME OR DEPARTMENT].  It can be helpful to record a summary of all employees’ scores on a sheet but ideally this should be done by an independent person such as HR to avoid the temptation to “tweak” the scores to achieve a specific outcome. [LINK TO EXAMPLE SELECTION MATRIX].
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