Appendix 7
Slotting in guidelines
1. Process
This process has been developed to support the Trust’s Management of Change Policy and
Procedure. This assessment tool will enable a consistent approach to comparing current substantive
roles and new structure roles, and should be used as part of the organisational change process to
assess the percentage match of old to new job.
The stages of the process are:
2. Role Comparison


New role/changed role Job Descriptions evaluated



Where required a Job Role comparison will be made by HR and the manager leading the change
using the tool below to determine whether slotting in or pooling for a post is appropriate.



When completing the Role Comparison Assessment form, evidence from the old and new job
descriptions should be used to give each criteria A-F a percentage score for similarity between
the two job descriptions. The percentage score should be decided on by the manager and HR
lead based on a best guess estimate and based on the evidence included.



Each criteria is weighted, for example “Key responsibilities” has a higher weighting than “Position
in the organisation”. The percentage score is then used to derive a points score using the
different weighted total scores. For example a 70% match between the old and new job
description for criteria A will give a score of 140, whereas for criteria C this would be a score of
105.



The total scores are added together and given a total percentage score out of the maximum
possible points.



Following this assessment process, at the conclusion of the consultation, the appropriate
Manager will advise individual employees of the outcome of this process and next steps, i.e.
confirmation of slotting-in, interview process for defined post/s.

3. Slotting-in Criteria
For an employee to be slotted in to a post in the new structure all of the following criteria must apply:


No other person has a post which presents a 70% match to the post



70% of the duties of their substantive post must match (according to the process shown below)



The pay band remains the same, or one below



The employee meets the person specification

If an employee matches but cannot be slotted-in due to one of the criteria above not being met then
they will be placed into the pool for this post (also referred to as restricted competition).
4. Competitive Slotting in


Staff will be asked to write a short statement and/or CV where appropriate outlining their
suitability for the post, their skills, qualifications and experience which will be used to conduct an
interview.



Support and advice will be provided about the interview process to those that request it. A degree
of formality will be required to ensure that each interview is consistent and evidence can be
gathered about each candidate in full for consideration against the person specification.



The panel will comprise the appointing manager, a relevant professional from outside the
department, if appropriate, and/or a member of the Human Resources department wherever
possible. For certain posts such as those involving multi-agency or multi-department working, or
where there are significant numbers of staff involved it may be necessary to have more than three
people on the panel.



The panel will take care that their questioning allows the candidate to show the full range of their
skills and experience, only information presented at interview will be considered. Skills, such as
presentation skills, keyboard skills etc. will, where necessary, be tested to assess the candidate’s
suitability for the role in addition to the interview. The panel may give all candidates information
about the main areas for discussion prior to the interview. The candidate will be required to
demonstrate the minimum requirements needed for the role.



Interview notes will be recorded by the panel to allow for formal feedback to be available to all
candidates on their performance in line with the relevant Recruitment and Selection Guidelines.



Where interviews are being used all candidates in the pool will be invited formally in writing to
attend an interview. All necessary information will be contained within this letter.



Where there is change involving large staff groups, early consideration will need to be given to an
appropriate interview process.

