
 

 
 

Report to: SCOTTISH FIRE AND RESCUE SERVICE BOARD 

Report No: B/POD/1-13 

Date: 27 JUNE 2013 

Report By: DIANE VINCENT 

Authorised by: CHIEF OFFICER ALASDAIR HAY 
 

Subject: CHANGE MANAGEMENT POLICIES - UPDATE 

 

1 PURPOSE 
1.1 To seek approval from the Board with regards to the following suite of change 

management policies: 
 - Pay Protection 

- Redeployment due to Organisational Change 
- Voluntary Severance/Early Retirement 
- Relocation  

 
2 RECOMMENDATION 

2.1 The Board is invited to: 
a) Note the content of this report and the attached policies 
b) Endorse the Voluntary Severance / Early Retirement, Redeployment due to 

Organisational Change, and Relocation Policies. 
c) Note the update regarding the Pay Protection Policy and that a final draft will be 

presented to the Board on 29th August 2013. 
 
3 BACKGROUND 
3.1 A key priority in the Scottish Fire and Rescue Framework is that the SFRS should 

develop an innovative structure that enables high value and effective services while 
delivering all necessary efficiencies; this will require the SFRS to reduce duplication 
by reforming existing structures.  As a result, there will be changes in the SFRS 
structure, establishment levels, job roles and work locations. 

 

3.2 A key objective of People and Organisational Development is to create a framework 
of terms and conditions for the SFRS and to set this out within a comprehensive 
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range of POD policies and procedures. The aims, proposed approach, and progress 
towards achieving this objective have been discussed and approved by all members 
of the Employee Partnership Forum, Strategic Leadership Team and the Staffing 
Group.  

 

3.3 In advance of the 1st April 2013, POD anticipated that early priority should be given 
to progress the following policies to achieve the aims outlined in 3.4. All policies have 
gone through a robust process of consultation with the Representative Bodies and 
the Strategic Leadership Team since October 2012.  Those which have been 
collectively approved are available on the SFRS intranet: 

 Transfer and Matching Scheme (Approved in December 2012) 

 Disciplinary Policy and Procedure (Approved in March 2013) 

 Grievance Policy and Procedure (Approved in March 2013) 

 Consultation and Negotiation Policy and Procedure (Approved in March 2013) 

 Change Management Policies - Voluntary Severance/Early Retirement, 
Redeployment due to Organisational Change, Relocation, Pay Protection 
(Approval pending) 

 
3.4 The SFRS aims to: 

 Ensure that the impact of any changes to the organisation structure are handled 
fairly, consistently and sensitively 

 Facilitate redeployment and relocation to a suitable alternative post within the 
Service wherever possible 

 Deliver the Scottish Government commitment to no compulsory redundancies 
through the provision of  voluntary severance and early retirement schemes 

 Manage any changes to terms and conditions which occur as a result of 
organisational change with appropriate pay protection arrangements. 

 
3.5  The policies and associated procedures outlined within this report provide 

management, employees and trade unions with guidance on the processes that are 
required to support organisational structure change.   

 
 
4 PAY PROTECTION 

4.1 A series of individual meetings have been held with the Representative Bodies to 
develop a draft Pay Protection Policy and a collective meeting with the 
Representative Bodies was scheduled for 14th June 2013 to progress the consultation 
and negotiation process.  A verbal update on the outcomes of this meeting will be 
provided to the Board at the meeting scheduled on 30th June 2013.  

 
4.2 Feedback from the Representative Bodies to date is as follows: 

 Pay protection due to displacement as a result of transfer and matching to the 
new SFRS structure should be lifetime protection.  However case law illustrates 



3. 
 

that this could lead to equal pay claims and lifetime protection is unsustainable 
given budget constraints.  

 Consideration is given to increasing pay protection from two years to three years 
where it applies to a reduction in pay for employees as a result of job 
evaluation/sizing.   

 Further consideration should be given to the components of pay that will be 
protected, i.e. consideration should be given to the inclusion of contractual 
enhancements (e.g. Flexi Duty, Standby/On call, Additional Responsibility 
Arrangements, Acting-up Allowances etc.) 

 In line with Local Government Pension Scheme arrangements, further detail has 
been requested in relation to those circumstances where it may be possible to 
protect pension benefits where there has been a reduction in pensionable pay 
within 10 years of retirement or leaving the Scheme. For example, if pay is 
reduced for reasons beyond the employee’s control, in the last 10 years before 
leaving, and the SFRS issues a Certificate of Protection, then benefits can be 
based on the best year’s pay in the last 5 years, or the average of the best 
consecutive 3 years in the last 13 years, ending with the anniversary of the date 
of leaving. 

4.3 The SFRS Staffing Group is of the view that that lifetime protection is not a viable 
option for the SFRS and has also requested that a benchmarking exercise is 
conducted against other public sector organisations (including the Police), industry 
best practice and case law before forming a view on the duration of the pay 
protection period. 

4.4 As a result of the above considerations, further discussions on the Pay Protection 
Policy will take place with the Representative Bodies and the Staffing Group with a 
view to bringing the consultation and negotiation process to a conclusion in August 
2013.  

 

4.5 A further update will be presented to the SLT and the Staffing Group in August 2013 
with a view to taking a final draft to the SFRS Board on 29th August 2013.  

5 VOLUNTARY SEVERANCE/EARLY RETIREMENT 
 
5.1 Following robust consultation with the Representative Bodies regarding the SFRS 

draft Redundancy Policy and Procedure since October 2012, a draft copy was 
provided to the Scottish Government.  This draft policy was revised to reflect 
Scottish Government’s feedback and their commitment to no compulsory 
redundancies in the SFRS. As a result of these changes, the policy has been renamed 
as Voluntary Severance/Early Retirement.  

 

5.2 The policy adheres to the regulations contained in the Local Government Pension 
Scheme and allows for Support Staff employees to be able to leave prematurely and 
receive compensatory benefits where this will assist the SFRS to meet its vision, 
values and aims. Applications will be considered against relevant criteria which will 
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be determined and communicated to employees prior to the commencement of the 
procedure. Examples of the criteria may include:  

 Compatibility with short and long term workforce needs. 

 That there will be sufficient knowledge, capacity and skill base left within the 
SFRS should an application be approved.  

 The cost of approval and the associated payback period. 
 
5.3 The Board may wish to note that the principles of the draft policy were presented to 

the Staffing Group in March 2013. The Group was content that the principles of a 
Voluntary Severance/Early Retirement Scheme would be appropriate for the first 12 
months of the SFRS with a view to reviewing the terms thereafter to ensure they 
continue to remain fit for purpose. A revised draft of the policy was brought back to 
the Staffing Group in June 2013 and the Group are content that this draft policy 
proceeds to the Board in June.  

 
5.4 Under the terms of the Scottish Public Sector Finance Manual, the SFRS Voluntary 

Severance/Early Retirement Scheme must be approved by the Scottish Government.  
Meetings have been held with the Scottish Government Sponsorship Unit on 4th and 
13th June 2013 to progress this matter and the Board are invited to endorse this 
policy as the final version to be presented to the Scottish Government for internal 
consultation (estimated 90 days). Approval for the policy will ultimately be sought 
from the Minister, therefore, it is proposed that the Scheme is presented for 
approval with the caveat that it is subject to formal approval from the Scottish 
Government.  

5.5  At this time, voluntary severance/early retirement for Uniformed Officers cannot be 
made available under similar terms to the proposed scheme for Support Staff as 
there is no provision for this (as yet) in the Firefighters’ Pension Scheme. However, 
the DCO and the HR-OD team are exploring schemes used by other Fire and Rescue 
Services that facilitate the voluntary early release of Uniformed Officers.  In effect 
these schemes compensate employees for any reduction in their pension lump sum 
as a result of them having to maintain their annual pension if they voluntarily retire 
earlier than they may have intended to (within the minimum criteria of the 
Firefighters’ Pension Scheme and before they accrue maximum pension 
entitlements).   With the permission of the Board, an SFRS policy will be developed in 
this regard which will consider the Scottish legal/pension framework and also 
analyse the cost/benefits to the SFRS.  It is anticipated that a draft proposal could be 
brought forward for SLT, Board and Representative Body consideration in August 
2013. 

 

6 REDEPLOYMENT DUE TO ORGANISATIONAL CHANGE AND RELOCATION POLICIES 
 
6.1  The Redeployment due to Organisational Change policy provides clear advice, 

support and guidance to managers and employees regarding the redeployment 
process, and provides the means by which suitable alternative employment can be 
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secured for employees displaced by organisational restructure (as far as is 
reasonably practicable).  

 
6.2 The draft Redeployment due to Organisational Change policy has been the subject of 

robust consultation with the Representative Bodies since October 2012. The final 
draft, which has simply removed any reference to compulsory redundancy, has been 
agreed by the Representative Bodies. 

 
6.3 A final draft of the Relocation policy was issued to the Representative Bodies and 

agreed in early June; this policy provides for relocation assistance with expenses 
incurred when an employee relocates as a result of their employment with up to a 
maximum of £8000.  

 
6.4 With Board approval, it is proposed that the SFRS achieves harmonised 

Redeployment and Relocation policies in June 2013 and communicates these to all 
employees shortly thereafter.   

 
7 SUMMARY  
 
7.1  The Board is invited to consider the matters contained herein and endorse the 

proposed draft documents according to the following timescales: 
 

 Voluntary Severance/Early Retirement – June 2013 (with the caveat that it is 
subject to Scottish Government approval). 

 Redeployment due to Organisational Change – June 2013  

 Relocation – June 2013 

 Pay Protection – August 2013 

8 EMPLOYEE IMPLICATIONS 
 
8.1 Employee implications are policy specific and are therefore contained within the 

attached documents. 
   
 
9 FINANCIAL IMPLICATIONS  

9.1  POD are aware that the Board would prefer cost appraisals in advance of endorsing 
the proposed change management policies.  However, until such time as the full 
impact of the SFRS organisational structure changes and job evaluation exercises are 
fully understood, it is difficult to determine the associated costs at this time.   

9.2 There is an immediate requirement for a small (and growing) number of employees 
who have been displaced as a result of the matching process and the SFRS has a 
current requirement for a suite of change management policies to support these 
employees in their employment decisions.  
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9.3 Therefore it is recommended that the Board endorse the current proposals with a 
commitment to keep these under review as the structural and financial implications 
of organisational change unfold. 

10 EQUALITY IMPACT ASSESSMENT AND CONSULTATION 
 
10.1  Equality Impact Assessments are attached for the Voluntary Severance/Early 

Retirement, Redeployment due to Organisational Change, and Relocation Policies. 
The EIA for the Pay Protection policy will be provided to the Board in August 2013. 

 
 
DIANE VINCENT 
Director of People and Organisational Development 
14 June 2013 
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1.  POLICY STATEMENT 

 

1.1   The aim of this Redeployment Policy and Procedure is to ensure that all 

employees subject to redeployment due to organisational change are treated in a 

fair and consistent manner and in accordance with relevant employment 

legislation. 

 

1.2  It is recognised that redeployment may also have to be considered on the 

grounds of a medical condition or disability and any redeployment of this nature 

will be managed under a separate process. 

 

1.3 This policy and its associated procedure have been agreed following consultation 

with the representative bodies. 

 

1.4 The SFRS recognises its responsibility to protect security of employment and the 

need to retain the skills and knowledge of our workforce. At times, however, 

changes will result in a need to reduce the size of the workforce in a particular 

area. Whilst every reasonable effort will be made to redeploy employees in these 

circumstances, employees may instead express an interest in leaving 

prematurely, in accordance with the SFRS Voluntary Severance / Early 

Retirement Policy and Procedure, and this may be supported by the SFRS as a 

means of effectively addressing organisational change. 

 

 

2. SCOPE 

 

2.1 This policy and associated procedure applies to all employees of the Scottish Fire 

and Rescue. 

 

3. OBJECTIVES 
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3.1 To provide clear advice, support and guidance to managers and employees 

regarding the redeployment process.  

 

3.2 To provide the means by which suitable alternative employment can be secured 

for employees displaced by organisational restructure as far as is reasonably 

practicable. 

 

4. LEGAL OVERVIEW 

 

4.1 Due consideration has been given to relevant legislation such as the Equality Act 

2010 and the Employment Rights Act 1996.  

 

5. REDEPLOYMENT PROCESS 

 

5.1 If as a result of organisational restructure employees become supernumerary i.e. 

they have not been matched into a post in the working structure (which will be 

subject to ongoing review), all reasonable steps will be taken to redeploy them 

into a suitable alternative post.  

 

5.2 The following criteria will be used equally to determine the suitability of alternative 

posts: 

 

 Level of responsibility relative to previous role 

 The nature of the work 

 The qualifications, skills and experience required 

 The aptitude or capability of the employee to undertake the post 

 Grade and pay 

 Location (Relocation Policy will be applied as appropriate) 

 Working arrangements e.g. hours of work, shift arrangements 

 Alignment with national role maps for those employed under NJC  

Conditions of Service 
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5.3  Supernumerary employees shall be considered for vacancies at their substantive 

grade prior to the role being advertised. This may be extended subject to 

consultation with the SFRS’s recognised trade unions. 

 

5.4 If no suitable alternative post is found for supernumerary employees during the 

period of transition to the new organisational structure, the terms set out in the 

SFRS Voluntary Severance / Early Retirement Policy may be initiated in 

consultation with the relevant trade unions. 

 

5.4 Personal Profile forms will have been completed by all employees affected by the 

restructure and they will be utilised to assist with the process of identifying 

suitable alternative posts. 

 

5.5 A redeployment register comprising of all affected employees will be compiled 

and maintained by Human Resources. 

 

5.6 Human Resources will issue details of posts available for redeployment purposes 

on a regular basis to employees on the redeployment register by publishing them 

on the service’s intranet and/or via a redeployment e-bulletin. 

 

5.7 Employees will be required to take an active role in the redeployment process 

and must advise Human Resources within 14 days if they wish to be considered 

for any of these posts. 

 

5.8 Employees will receive support throughout this process via regular meetings to 

discuss redeployment opportunities with their line manager and Human 

Resources. 

 

6. ABSENT OR SECONDED EMPLOYEES 

 

6.1 Any employees who are absent, e.g. on maternity leave, long term sickness, or 

who are on secondment, will be contacted by their line manager (via mutually 
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convenient method, generally email) and will receive the same information as 

their colleagues in the workplace. 

 

6.2 Specific advice should be sought from HR regarding employees who are on 

maternity leave. 

 

7. SELECTION FOR REDEPLOYMENT POSTS 

 

7.1 Where supernumerary employees meet the essential criteria and are considered 

competent for the post they will be appointed to the post.  

  

7.2 Training needs will be identified and consideration given to the reasonableness of 

meeting those needs where employees are unable to satisfy all essential 

requirements. 

 

7.3 If there is more than one employee deemed suitable a competitive selection 

process will take place. This is likely to involve a formal interview to assess the 

individual’s skills, knowledge and experience required for the post, however in 

some circumstances additional selection methods may be used. 

 

7.4 Where an employee is unsuccessful following a selection process they will be 

informed of the reasons why and further opportunities for redeployment will be 

considered. 

 

8. TRIAL PERIOD IN REDEPLOYED POST 

 

8.1 To allow both the service and the employee the opportunity to assess the 

appropriateness and suitability of the redeployment, a trial period of 4 weeks will 

be put in place. The line manager will arrange regular review meetings with the 

employee during this period to communicate progress and areas where training 

may be required. 
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8.2 The trial period may be extended if the new post requires retraining and/or if 4 

weeks is insufficient time for a reasonable assessment of suitability of and for the 

role. 

 

8.3 If the trial period is deemed successful the employee will be confirmed as 

substantive in this post. 

 

8.4 If the trial period has been unsuccessful the employee will revert to being 

supernumerary and further opportunities for redeployment will be considered. 

 

 9. REFUSAL OF REDEPLOYMENT POST 

 

9.1 If the employee’s refusal to accept an alternative post is considered reasonable 

the process of redeployment will re-commence. 

 

 

9.2 If the employee unreasonably refuses to accept a suitable offer of redeployment 

in accordance with the criteria outlined in 5.2, they may be issued contractual 

notice to terminate their employment on the grounds of some other substantial 

reason. 

 

 

9.3 Where the employee believes that their refusal to accept a suitable offer of 

redeployment has not been unreasonable, the SFRS Grievance Policy and 

Procedure may be considered. 

 

 

10. PAY PROTECTION 

 

10.1 When an employee is redeployed into a post with the same salary grade as their 

previous substantive post the employee will remain on the same salary or spinal 
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column point as there is no requirement for pay protection in these 

circumstances. 

 

10.2 When an employee is redeployed into a post on lesser terms and conditions, 

those terms and conditions will apply, however the employee will retain the salary 

and conditions of their previous substantive post for a period of time. This may 

change subject to the agreement of the SFRS Pay Protection policy. 

 

 

  11.     ASSOCIATED DOCUMENTS 

 

Equality Impact Assessment – Redeployment due to organisational change policy and 

procedure 

Voluntary Severance / Early Retirement Policy and Procedure 

Relocation Policy and Procedure  

Pay Protection Policy (subject to approval) 

Grievance Policy and Procedure 



NOT PROTECTIVELY MARKED 

 
POD/Voluntary Severance Policy & Procedure                                     Page 1 of 11                                                    Version 1.0: 
20/06/2013 

 

 
 
 
 
 
 
 
 
 
 
 

PEOPLE AND ORGANISATIONAL 
DEVELOPMENT DIRECTORATE 
 
HUMAN RESOURCES 
 
DRAFT VOLUNTARY SEVERANCE / EARLY RETIREMENT 
POLICY & PROCEDURE 
 

 

 

 

 

 

 

Author/Role Marion Nicholson 

Date of Risk Assessment (if applicable) n/a 

Date of Equality Impact Assessment 07.06.13 

Date of Impact Assessment (commenced) n/a 

Date of Impact Assessment (concluded) n/a 

Quality Control (name) Fiona McOmish 

Authorised (name and date) Diane Vincent, 20.06.13 

Date for Review 01.06.14 

 



NOT PROTECTIVELY MARKED 

 
POD/Voluntary Severance Policy & Procedure                                     Page 2 of 11                                                    Version 1.0: 
20/06/2013 

 

1.   POLICY STATEMENT 

 

2.   SCOPE 

 

3.   OBJECTIVES 

 

4.   LEGAL OVERVIEW 

 

5.   PRINCIPLES OF VOLUNTARY SEVERANCE / EARLY RETIREMENT 

POLICY 

 

6.   VOLUNTARY SEVERANCE SCHEME 

 

7.   VOLUNTARY SEVERANCE APPLICATON PROCESS 

 

8.   APPROVAL PROCESS 

 

9.   VOLUNTARY SEVERANCE – FINANCIAL COMPENSATION OPTIONS 

 

10.   EARLY RETIREMENT DUE TO BUSINESS EFFICIENCY – ACCESS TO     

EARLY PENSION BENEFITS AND ADDITIONAL ADDED YEARS  

 

11.   SUPPORT FOR EMPLOYEES 

 

12.   REVIEW OF POLICY 

 

13.   ASSOCIATED POLICIES 



NOT PROTECTIVELY MARKED 

 
POD/Voluntary Severance Policy & Procedure                                     Page 3 of 11                                                    Version 1.0: 
20/06/2013 

 

 
1. POLICY STATEMENT 

 

1.1 Employees should, wherever possible, be able to continue working for as long as 

they wish and are able to do so. However, we equally recognise that in some 

circumstances it may be in the interests of the organisation for employees to be 

able to leave prematurely, and receive compensatory benefits, where this will 

assist the Scottish Fire and Rescue Service to meet its vision, values and aims.  

 

1.2 The changing nature of the SFRS and the environment within which it operates 

may, for example, require changes in the Service structure, establishment levels, 

job roles and work locations. Any such changes will be the subject of the earliest 

possible consultation with our recognised trade unions. 

 
1.3 This policy and associated procedures provides management, employees and 

trade unions with guidance on the processes whereby an employee can be 

considered for premature release from their employment. This policy and the 

payments detailed within it do not form part of any employee’s contract of 

employment and may be amended from time to time with appropriate consultation 

with our recognised trade unions. 

 

 

2. SCOPE 

 

2.1 This policy and associated procedures applies to all support staff and those not 

covered by the NJC Scheme of Conditions of Service (Sixth Edition Grey Book). 

Its content has been implemented following consultation with the relevant trade 

unions. 

 

2.2 The principles of this policy will apply to all staff, however any extended 

application beyond support staff will be the subject of consultation and negotiation 

with relevant trade unions. 
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3 OBJECTIVES 

 

3.1 The Scottish Fire and Rescue Service aims to: 

 

 Facilitate redeployment to a suitable alternative post within the Service 
wherever possible 

 
 

 Ensure that any voluntary severance / early retirement decision is handled 

fairly, consistently and sensitively 

 

 Ensure effective communication and information sharing with trade unions 

and employees 

 

 Provide assistance and support to employees affected by this policy  

 

 
4 LEGAL OVERVIEW 

 
4.1 The policy adheres to the regulations contained in the Local Government Pension 

Scheme, which include the Local Government Discretionary Payments and Injury 

Benefits (Scotland) Regulations 1998, the Local Government (Discretionary 

Payments and Injury Benefits) (Scotland) Amendment Regulation 2006 and 2008, 

Local Government (Discretionary Payments and Injury Benefits) (Scotland) 

Amendment Regulations 2009, and Local Government Pension Scheme (Benefits, 

Membership and Contributions) (Scotland) Regulations 2008 and the Employment 

Rights Act 1996. 

 

 

5 PRINCIPLES OF VOLUNTARY SEVERANCE / EARLY RETIREMENT POLICY 

 
 
5.1  Employees who apply for voluntary severance or early retirement are not 

guaranteed to have their application accepted or approved.  The decision 

whether to accept a particular application will depend on the SFRS’s need to 

retain the types of knowledge, skills and competencies that it considers to be 
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essential to meets its future organisational aims, the need to retain people with 

different skills, and other circumstances it considers to be appropriate to the 

delivery of services.  

 

5.2 The policy may therefore be considered where at least one of the following 

criteria applies: 

 

• where fewer employees are needed to carry out some or all of the work 

• to assist in the provision of more responsive, efficient and cost-effective 

services 

• to assist with the maintenance of a balanced workforce 

 

5.3  Early consideration will be given to the adoption of as many of the following 

measures as are appropriate in order to avoid the unneccessary application of 

this policy: 

 

 A freeze on external recruitment to vacancies unless there is an essential 

business need 

 

 Ring fencing any suitable vacancies for redeployment opportunities. All 

redeployments will be managed in accordance with the SFRS’s 

Redeployment Due to Organisational Change Policy and Procedure 

 

 Use of flexible working arrangements e.g. job share 

 

 Reducing/eliminating overtime worked where possible 

 

 Restricting the use of  temporary staff where appropriate 

 

5.4 Where one or more of the criteria outlined in 5.2 applies, managers need to 

ensure that all employees, including those who may be absent from work due to 

maternity leave, secondments, career breaks, long term absence are kept 

informed. 
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6       VOLUNTARY SEVERANCE SCHEME 

  

6.1 Voluntary severance is technically classed as a dismissal by reason of 

redundancy as defined by the Employment Rights Act 1996.   

 

6.2    The Service will count employees who have volunteered for severance when 

determining whether the obligation to consult collectively has been triggered. 

6.3  Where circumstances dictate efficiencies are required, the Service may invite 

employees to apply for voluntary severance.  All requests will be considered in 

the context of service continuity. 

6.4    The Voluntary Severance Scheme provides a range of financial compensation 

options for employees whose request for voluntary severance has been 

approved.  Employees should take their own personal circumstances into 

account when considering the options available to them and the Service will 

endeavour to approve applications based on the employee’s preferred option.  

 

6.5 Advice and support from Human Resources will be made available at any point 

of the process to anyone considering voluntary severance 

 

 

7 VOLUNTARY SEVERANCE APPLICATON PROCESS  

 

7.1  The SFRS will write to employees offering the opportunity to apply for voluntary 

severance outlining the rationale for the headcount reduction and describing the 

process for expressing an interest. 

 

7.2 Expressions of interest will be sought via the completion of an ‘Expression of 

Interest Form’.  Completion of this form does not commit either the employee or 

the Service to agreeing to voluntary severance. 

 

7.3 A written estimate of the financial package the employee would receive if their 

application is approved will be provided. 
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7.4 On receipt of this estimate the employee will have 10 working days to decide if 

they wish to progress with their request. If they do wish to proceed, the Formal 

Application Slip attached to the written estimate should be submitted.   

 

7.5     The formal application will be acknowledged in writing, normally within 7 working 

days. This letter will also notify the employee that their application will be 

discussed with the appropriate manager. 

 

7.6 The above timescales have been set to ensure the process can be completed 

timeously to avoid uncertainty for employees but they can be extended by mutual 

agreement. 

 

7.7    Formal applications will be submitted to a Voluntary Severance Panel for 

consideration. The composition of the panel will be communicated to employees 

prior to the commencement of the procedure. 

 

 

8 APPROVAL PROCESS  

8.1  A Voluntary Severance Panel will consider each application against relevant 

criteria which will be determined and communicated to employees prior to the 

commencement of the procedure. Examples of the criteria may include:  

 Its compatibility with short and long term workforce needs 

 There will be sufficient knowledge, capacity and skill base left within the 

Service should it be approved 

 Cost of approval and payback period if relevant 

Input from line managers will be sought regarding any possible ramifications of 

approving the request. 
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8.2  Where an application is approved by the Voluntary Severance Panel the 

employee will receive a letter within 10 working days of the panel’s meeting 

confirming the outcome. 

 

8.3 A meeting will then be convened with the employee and a member of the HR 

department to discuss the details of the potential termination of their contract of 

employment on the grounds of voluntary severance.  The employee may be 

accompanied at this meeting by a colleague or a trade union representative if 

they so wish.  At this stage there is still no legal obligation on the employee or 

employer to proceed any further.  

 

8.4 Following the meeting the employee will have 7 working days to either accept or 

decline in writing the offer of voluntary severance. For employees who accept the 

offer, a release date will be agreed in consultation with them and take into 

account any specific Service requirements.  A range of support options will also 

be made available via their line manager and the local HR team to assist them in 

leaving the Service.   

 

8.5  Where an application is not approved the employee will receive a letter 

informing them of the decision within 10 working days of the panel’s meeting 

detailing why the application was not approved and to convene a meeting with 

the employee and a member of the HR department to discuss this outcome.  

 

8.6  The panel will consider the voluntary severance application in good faith and in 

the best interests of the Service and the employee. The panel will provide clear 

and substantiated reasons for its decision. 
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8.7 There is no right of appeal if an employee’s request for voluntary severance is   

declined.  

 
8.8  The Voluntary Severance Scheme will be reviewed on a regular basis against 

the background of the economic climate and its impact on the Service. Any 

proposed amendments to the process or the financial compensation offered will 

be the subject of consultation with trade unions and subsequent communication 

to employees. 

 

 

9 VOLUNTARY SEVERANCE – FINANCIAL COMPENSATION OPTIONS 

 

 
9.1     Voluntary Severance – Access to Early Pension Benefits. 

 

 Where voluntary severance is approved and the employee is over 55 (or 50 

if the transitional arrangements apply, which allow for those employees who 

were members of the scheme on 5 April 2006 to access their pensionable 

benefits at 50 years of age), and is a member of the local government 

pension fund and has a minimum of 5 years pensionable service, the 

Service may exercise its discretion to award added years up to a maximum 

of 6 2/3rd years, subject to the maximum 40 years’ service or to age 65 

whichever falls first.  

 

 In these circumstances the payment will be based on the statutory 

redundancy calculator (up to 30 weeks’ pay).  The table of payments is 

detailed in Appendix 1. 

 
 

 

9.2    Voluntary Severance - No Access to Early Pension Benefits 

 

 The Service will exercise its discretion to make an enhanced payment as an 

alternative to the statutory redundancy payment and an enhanced payment, 
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based on a calculator of up to 66 weeks’ pay, will apply.  The table of 

payments is detailed in Appendix 2. 

 
 

9.3  The calculation to determine the number of weeks’ pay due will be based on the 

employee’s age and length of service.  This will then be multiplied by the 

employee’s normal weekly pay which will include any contractual allowances 

due. Under these arrangements, the employment contract will be considered to 

have been terminated on the grounds of redundancy. 

     

9.4  In both of the above situations the employee will be required to sign a 

compromise agreement agreeing to the terms of their voluntary severance.  The 

Service will pay for the provision of independent legal advice for the employee (to 

be arranged by the employee) up to a maximum of £250. 

 

 

 

10 EARLY RETIREMENT DUE TO BUSINESS EFFICIENCY – ACCESS TO 

EARLY PENSION BENEFITS AND ADDITIONAL ADDED YEARS  

 

10.1 As an alternative to Voluntary Severance subject to employees meeting the 

required criteria, and subject to board approval early retirement due to grounds 

of business efficiency may be granted.  

 

 
10.2  The required criteria is if the employee is a member of the local government 

pension scheme, over the age of 55 (or 50 if a member of the scheme before 5 

April 2006) and has a minimum of 5 years pensionable service, the Service may 

exercise discretion to approve added years up to a maximum of 10 years subject 

to a maximum 40 years’ service or to age 65 whichever falls first. 

 

      
10.3   Where Early Retirement is approved on the ground of Business Efficiency there 

is no entitlement to a redundancy payment as it is a mutual agreement between 
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the Service and employee to sever their contract early whereby the employee 

neither resigns nor is dismissed. 

 

 
10.4  The employee will be required to sign a compromise agreement agreeing to the 

terms of their early retirement due to business efficiency. The Service will 

arrange and pay for the provision of independent legal advice for the employee 

up to a maximum of £250. 

 

     

11 SUPPORT FOR EMPLOYEES     

11.1 The HR department are committed to providing advice, support and assistance 

to employees opting to take voluntary severance or early retirement.  

 

 

12   REVIEW OF POLICY 

 

12.1 This policy will be reviewed in 12 months to ensure its compliance with 

employment legislation or other related conditions of service changes (e.g. 

pension schemes) as well as against the background of the economic climate 

and its impact on the organisation.  Any proposed amendments will be the 

subject of consultation with trade unions and subsequent communication to 

employees. 

 
 

 

13 ASSOCIATED POLICIES 

 

13.1  Redeployment due to Organisational Change Policy  
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1. POLICY STATEMENT 

 

1.1 This policy sets out the Scottish Fire and Rescue Service (SFRS) provisions regarding 

relocation. Relocation assistance may be given by SFRS to help with expenses incurred 

when an employee relocates as a result of their employment with the service.  This can 

take place either on commencing employment with SFRS or during employment.  

 

1.2 Approval to reimburse relocation assistance requests will be the responsibility for the 

Chief Officer although the scheme and applications will be administered by the Director 

of People and Organisational Development. 

 
1.3 To qualify for relocation assistance, the employee must be moving to a new base as a 

consequence of accepting an offer of employment with SFRS and/or taking up a new 

position within SFRS that requires them to relocate home for the effective performance 

of their duties. 

 

1.4 Relocation assistance is discretionary. It is not a contractual entitlement and SFRS 

reserves the right to withdraw this policy it at any time. Relocation expenses will be 

judged on a case-by-case basis and each employee's situation and circumstances will 

be unique. SFRS therefore retains discretion to tailor the relocation package to suit the 

particular circumstances and needs of each employee. However, SFRS will always act 

fairly and in a non-discriminatory manner and the application of this policy will be 

overseen by the Head of Human Resources. 

 
 

2. SCOPE 

2.1 The Policy applies to employees newly appointed to a permanent role or to a fixed term 

post of three years or more, and who have to relocate their place of residence in 

consequence of taking up appointment. Applicants should be aware that if they leave 

before serving three years' continuous employment from the date of appointment they 

may, following a review of circumstances, be required to refund some or all of the 

expenses reimbursed (see section 6). 

 

2.2 It is expected that the employee will make every effort to relocate in as short a time as 

possible and in any case within 12 months of the commencement of the appointment. 

Claims must be submitted within 12 months of appointment.  

 

3.  OBJECTIVES 



 

3.1 The aim of this policy is to provide guidance in order that employees can be reimbursed 

for out of pocket expenses as a result of relocation and provide guidance to ensure that 

all claims for payment are submitted and processed in accordance with the timescale 

and associated procedures.  

 

4. LEGAL OVERVIEW 

4.1 All offers of relocation assistance are subject to HM Revenue & Customs regulations. 

The employee is responsible for any statutory income tax and national insurance liability 

incurred as a result of receiving relocation expenses. As the relocation is job related, the 

first £8,000 is exempt from tax provided that certain conditions are met, including that the 

new property is the employee's main residence. Whilst the SFRS will have no input into 

the type of property employees buy or rent, relocation costs will be capped at £8,000 

cash limit and receipts are required in order to support the recording of expenditure. 

4.2 HM Revenue & Customs has also set a time limit on relocation. Relocation must be 

completed before the end of the tax year (5 April) after the one in which the employee 

takes up their new position. At the time of being offered relocation assistance, the 

employee will be advised of the date by which their relocation must be completed but it is 

expected that this will normally be within 12 months of commencing the appointment, 

and in all cases no later than the end of the relevant tax year following the relocation. 

 

5. APPROPRIATE EXPENDITURE 

5.1 Relocation costs will be refunded in full or up to the maximum allowance, whichever is 

the lesser sum. Relocation costs are defined as those necessarily incurred in the 

relocation of an employee’s home, and may include the following: 

(a) Removal of furniture and personal effects, including insurance and storage. 

Three competitive quotes must be produced by the employee in support of a claim 

for removal costs, the lowest amount being invoiced directly to the Service. 

(b) Where the newly appointed employee is a home owner who sells and purchases a 

new home as a consequence of appointment to SFRS reimbursements will be made 

on submission of receipted payments for the following: 

 

 Solicitor's fees 

 Surveyor's fees 



 

 Estate Agent's fees 

 Stamp Duty 

 Cost of temporary alternative accommodation, incurred where the member of 

staff commences employment without having completed the sale of their former 

home. 

 Travel costs to the former home while it remains unsold. 

 Interest on bridging loans. 

 

5.2 Where the newly appointed employee decides to rent accommodation for a temporary 

period SFRS will provide a short term loan for the rental deposit.  The exact amount of 

the deposit will be paid to the newly appointed employee, but will be up to a maximum 

limit of £3,000.  This loan must be approved by Director of People and Organisational 

Development and the Director of Finance & Contractual Services, using the attached 

document Appendix (i), signed and authorised prior to any loan being provided.  This 

loan will be repayable within 12 calendar months from the commencement of the rental 

accommodation or at the termination of the rental arrangement, whichever is sooner. 

 

5.3 Receipts are required for all expenditure being claimed. 

 

6. REPAYMENT OF RELOCATION ASSISTANCE 

 
6.1 Employees will be offered relocation assistance only if they agree to repay some, or all, 

of the amount given by SFRS, if required and subject to consideration of the individual 

circumstances in the event that their employment terminates within three years from the 

date of appointment. Those offered relocation assistance will be required to sign an 

agreement to this effect. The amount payable is reduced proportionally and is as follows: 

 

Period of service (from date of 
appointment) 

Amount to be repaid (as % of total 
expenses) 

Leaving 0-12 months from date of 
expenses paid 

100% 

Leaving 13-24 months from date of 
expenses paid 

50% 

Leaving 25-36 months from date of 
expenses paid 

25% 

In the event that the employee does not relocate, they will be asked to repay all or part of 

any relocation assistance given. 



 

7.  RELOCATION LEAVE 

 
 Employees are allowed up to two days paid leave at the time of moving home.  Any such 

leave should be agreed by the individual’s line manager prior to the move date.  

 

8. CONSULTATION 

This policy has been agreed following consultation with the representative bodies. 

 

9 ASSOCIATED DOCUMENTS 

In addition, there are a range of policies which relate to, or may impact on this policy. 

Where relevant you may wish to refer to the under noted policies: 

 

Redeployment due to organisational change 

 

Transfer and Matching Scheme 

 

Voluntary Severance / Early Retirement Policy and Procedure 

 

Flexible Working Policy 
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