Example selection matrix
This is provided by way of guidance only to indicate the types of categories that can be used and how to put together a basis for scoring.  You should tailor the matrix and criteria to your organisation having regard to our Guidance on redundancies. 
Name of Employee
………………………………………………………………………………

Department

………………………………………………………………………………

Assessor

……………………………………………………………………………….

Date of Assessment
………………………………………………………………………………

	Criteria
	4
	3
	2
	1
	Total

	Absence

No of occasions in previous 12 months:

0 = 4 points

1-2 = 3 points

3 -4=2 points

5 +  1 point


	
	
	
	
	

	Disciplinary warnings in previous 12 months
No warning=4 points

Recorded counselling=3 points

First written warning = 2points

Final written warning=1 point


	
	
	
	
	

	Skills

Based on number of competencies in current job function or department
12 + competencies= 4 points

8 + competencies = 3 points

4 + competencies = 2points

1 -3 competencies = 1 point


	
	
	
	
	

	Quality of work
High standard of work/errors are rare = 4 points

Good standard of work only very occasional errors = 3 points

Acceptable standard of work but some errors = 2
Poor standard of work with frequent errors = 1


	
	
	
	
	

	Technical knowledge
Has full knowledge and others will approach for guidance = 4 points

Has very good knowledge and rarely has to seek further guidance = 3 points

Good knowledge but often has to obtain further advice on the less frequently used processes= 2 points

Good basic knowledge but frequently has to take advice for all processes = 1 point


	
	
	
	
	









Total score
………………………..
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	Name
	Absence
	Disciplinary
Warnings
	Competency
	Quality of Work
	Technical Knowledge 
	Total

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Manager’s Signature: ________________________________                   

Date: __________________________________
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