Redundancy Selection Matrix
	Name of employee:
	
	Employment start date and current length of service:
	

	Job title:
	
	Section/department:
	

	Evaluated by:
	
	Date of evaluation:
	

	Position:
	
	
	

	Ratified by:
	
	Date:
	

	Position:
	
	
	



[bookmark: _b9a5deb7-0eac-4536-b42e-f550f329de55]Guidance:
Reasonable adjustments may need to be made when applying the criteria (apart from disciplinary record) to employees with a disability (as defined by the Equality Act 2010, s 6) where a failure to do so would place them at a substantial disadvantage compared to employees without a disability.
Service means continuous employment with the company and any associated company.
Where the employee has not completed 12 months' service, the absence record should be converted to an annual equivalent. The following absences must be disregarded:
absences connected to a disability (as defined by Equality Act 2010, s 6)
maternity leave
parental leave
dependant care leave
paternity leave
adoption leave
shared parental leave
parental bereavement leave
absences due to pregnancy-related illness
absences due to suspension from work on maternity grounds
absences due to ‘shielding’ (in accordance with the government’s coronavirus (COVID-19) guidance)
[No account will be taken of any disciplinary warnings that have expired.]
Each criteria should be assessed looking back over a period of [two years] from the date of the assessment, with the exception of disciplinary record, which is assessed over the last 12 months. Where the employee has been absent from work for a substantial part of that period, eg due to statutory family-related leave[, being placed on furlough during the Coronavirus (COVID-19) pandemic] or sickness absence, adjustments to the period of assessment or to one or more of the criteria may be necessary to seek to remove any disadvantage to that employee. These should be agreed with [insert details, eg the HR manager in advance] and noted in the Evaluator’s comments for the relevant criterion/criteria.
	Skills
	Score (circle appropriate score)

	Very few and/or inadequate relevant technical and practical skills required for their role
	1

	Adequate relevant technical and practical skills required for their role but not all and will need to be developed/improved
	2

	Good range of relevant practical and technical skills required for their role
	3

	All relevant technical and practical skills required for their role
	4

	Evaluator’s comments:

	Relevant qualifications
	Score (circle appropriate score)

	Does not have the appropriate qualifications for their role
	1

	Has some but not all of the appropriate qualifications for their role
	2

	Has some but not all of the appropriate qualifications for their role and is actively working towards the others
	3

	Has all appropriate qualifications for their role
	4

	Evaluator’s comments:

	Job performance (quantity)
	Score (circle appropriate score)

	Requires regular supervision in order to achieve minimum expectations. Rarely exceeds them
	1

	Normally achieves minimum expectations and sometimes exceeds them
	2

	Consistently achieves at least minimum expectations and often exceeds them
	3

	Always exceeds minimum expectations by a significant margin
	4

	Evaluator’s comments:

	Job performance (quality)
	Score (circle appropriate score)

	Quality is marginal. Error correction is often necessary
	1

	Quality is generally acceptable. Error correction necessary on occasion
	2

	Above average quality of work produced on a regular basis. Limited errors
	3

	Consistently high standard of work. Errors of any significance rarely made
	4

	Evaluator’s comments:

	Initiative
	Score (circle appropriate score)

	Rarely uses initiative; regular supervision of routine tasks is required; limited ability to respond to change
	1

	Some initiative used; normally completes routine tasks without close supervision, but needs careful guidance on changes to work routines
	2

	Normally shows initiative across whole job range. Completes routine tasks without reference to supervisor. Will suggest improvements to work practices, systems etc
	3

	High degree of initiative exercised, will analyse problems, seek to implement solutions. Supervisory guidance rarely required
	4

	Evaluator’s comments:

	Future potential/versatility
	Score (circle appropriate score)

	Unlikely to progress further, no evidence of development potential
	1

	May be capable for limited promotion, but is more likely to carry out other jobs at equivalent level following training. Responds reasonably well to new demands
	2

	Will be promotable with greater experience in present job; is capable of doing other jobs of equivalent level with minimum of training. Adjusts quickly to new demands
	3

	Is promotable now to a more senior job, new demands readily and easily accomplished
	4

	Evaluator’s comments:

	Timekeeping
	Score (circle appropriate score)

	Always late/early to leave and/or longer rest periods (eg lunch) than entitled to
	1

	Frequently late/early to leave and/or longer rest periods than entitled to
	2

	Rarely late/early to leave and/or longer rest periods than entitled to
	3

	Never late/early to leave and/or longer rest periods than entitled to
	4

	Evaluator’s comments:

	Absence record (in last 12 months)
	Score (circle appropriate score)

	15+ days
	1

	8–14 days
	2

	3–7 days
	3

	0–2 days
	4

	Evaluator’s comments:
Note here details of absence that has not been taken into account:

	Disciplinary record
	Score (circle appropriate score)

	Live final written warning
	1

	Live written warning
	2

	Live verbal warning
	3

	No disciplinary record
	4

	Evaluator’s comments:

	Total score
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