
1.0 Introduction 

It is recognised that ever-changing priorities and needs of the council and the proactive 
management of change, mean that employees may be considered for redeployment from time 
to time, either on an individual or group basis. It is also recognised that circumstances of 
employees may change, such as the development of a disability that prevents them from 
undertaking the duties of their current post. 

The council will apply the Redeployment Procedure to assist employees who cannot continue in 
their existing job, either as a result of a threat of redundancy, ill health or in certain other 
exceptional circumstances. 

The effective operation of this policy depends upon the full co-operation of managers and 
employees. 

2.0 Scope of the Policy 

This policy applies to all permanent, temporary, or fixed term employees that have a minimum of 
24 months continuous service in the situations described below: 

Redundancy - where post(s) have been identified as at risk' of redundancy. 

Fixed term or temporary contracts due to expire. 

Where Occupational Health recommends medical redeployment. 

As a result of a dignity at work issue or other exceptional circumstances. 

There is no qualifying length of service for redeployment due to disability. 

3.0 Principles 

This policy embodies a number of principles: 

• Redeployment will continue to be actively sought until the expiry of the notice period. 

• Employees at risk' or subject to disability redeployment will be slotted into suitable 
alternative posts where appropriate. 

• In any other circumstances, employees who meet the minimum criteria for a post will 
be guaranteed a priority interview. 

• The selection of an employee for interview will be carried out in accordance with the 
recruitment process. 
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4.0 Responsibilities 

	

4.1 	The Manager's Responsibility 

Actively support and commit to the principles of the Redeployment Policy. 

Consult with the HR Group regarding employee's placement on the 
Redeployment Register. 

To regularly meet and communicate with employees involved in redeployment. 

	

4.2 	The Employee's Responsibility 

• Attend meetings with their manager or a representative of the HR Group as 
required. 

• Actively seek out and consider internal job opportunities. 

• Prepare for the recruitment and selection process as required. 

• To commit to any requirements for training. 

4.3 The Role of the Human Resources Group 

Provide advice and guidance to managers and employees on the redeployment 
process. 

Maintain the Redeployment Register and review vacancy authorisation forms 
against the details held. 

Formally notify staff that they have been placed on the Redeployment Register 
and ask them to complete a skill and experience analysis form. 

Notify those on the Redeployment Register of all vacancies currently available 
within the council. 

• Ensure that the recruitment and selection process is adhered to. 

• Assist in identifying/sourcing/providing training for employees as required. 

• Assist managers in conducting risk assessments for medical redeployments. 

Review posts covered by agency workers. 

A HR representative will be on the interview panel for all redeployment 
interviews. 
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5.0 Types Of Redeployment 

5.1 Redundancy Redeployment 

With reference to the council's Redundancy Policy and following the formal consultation period, 
affected staff will be informed by the appropriate Assistant Director (A.D.) and formally notified 
by HR that they are to be placed on the Redeployment Register. 

5.2 Medical Redeployment 
There may be occasions, after following the council's Sickness Absence Management procedure 
that Occupational Health advises that an employee is no longer able to continue in their current 
post due to medical reasons. If a medical report from Occupational Health recommends 
alternative employment the report will be discussed with the employee and the employee's name 
will be placed on the Redeployment Register. 

If the employee is considered disabled, managers must, in consultation with Occupational 
Health and the HR Group, ensure that they give consideration to making reasonable adjustments 
to the employee's post, in accordance with the requirements of current legislation. 

5.3 Other Redeployment 
Other redeployment may involve capability or disciplinary cases and the Capability or Disciplinary 
Policies must have been followed prior to an employee reaching the redeployment stage. 

In capability cases the manager and employee may agree that it is appropriate to look for 
alternative employment within the council, which is more suited to the employee's skills and 
abilities. The manager will discuss the process for redeployment with the employee and the HR 
Group will formally notify the employee that they are to be placed on the Redeployment Register. 

In other exceptional circumstances e.g. whistle blowing and dignity at work issues the Human 
Resource Services Manager (HR Services Manager) in consultation with the relevant A.D will give 
due consideration to an employee's request to be placed on the Redeployment Register. HR will 
advise employees of the advantages of being placed on the Redeployment Register. 

In any redundancy situation HR will seek to match jobs with employees who have expressed an 
interest in Early Retirement/Voluntary Redundancy. 

6.0 Redeployment Procedure 
A flowchart outlining the redeployment procedure can be found in Appendix A. 

6.1 Redeployment Register - held in Human Resources 
Responsibility initially lies with the Operational Manager of the employee to ensure that every 
effort is made to redeploy within their Service. 
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As soon as HR is advised that an employee is to be placed on the Redeployment Register the 
employee will be asked to complete a Skills and Experience Analysis Form (Appendix B) detailing 
their skills, experience and the types of vacancy for which they may wish to be considered for and 
the number of contracted hours they would like to work. Employees will be offered the 
opportunity to discuss the contents of the form with a member of the HR Group including 
discussing current vacancies that may require some retraining in order to meet the full criteria 
for appointment to the post. 

In cases resulting from ill health employees will only be put on the register following advise by 
Occupational Health and the HR Group, if they are considered fit and able enough for 
redeployment within the council, 

6.2 Applications 

Following receipt of a Vacancy Authorisation Form (VAF) HR will review vacancies against 
information held on the Redeployment Register. If an employee's qualifications, skills and 
experience are broadly similar to those required for the vacancy, this information would be added 
to the VAF prior to submission to the A.D's meeting. 

6.3 	'Slotting In' 

The HR group will identify any potentially suitable posts for redeployment "slot ins". 

Where an employee on the Redeployment Register is either at risk' of redundancy or is being 
considered as a medical redeployment and can demonstrate that: 

They meet 100% of the essential criteria for a vacant post, they will be 'slotted in' to 
the post unless interest in the vacancy has been shown by other employees at risk' 
and on the Redeployment Register and then there will be a competitive interview. 

They meet at least 80% of the essential criteria at the time of application, yet with 
short-term training e.g. up to six weeks, they would meet all the essential criteria and 
then they should similarly be 'slotted in'. 

The employing service should liaise with the HR Group to discuss/arrange suitable short-term 
training as identified. 

6.4 Interviews 

All redeployment interview panels must include an HR Officer. Since the objectives of the 
Redeployment Policy are primarily to avoid termination of employment, priority consideration and 
guaranteed interviews would not normally be granted for posts that represent promotion for the 
employee. If after attending for interview the panel determines that the employee is not suitable 
for the post, the Manager should forward, in writing, the reasons for the decision to the HR 
Services Manager for review. If the reasons are deemed to be unsatisfactory, the HR Services 
Manager will contact the manager and the Assistant Director and advise on the appropriate 
course of action. 

Once a final decision has been made, the manager will inform the employee whether they have 
been successful or not. 
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7.0 Suitable Alternative Employment 
Every effort will be made to secure suitable alternative employment for employees on the 
Redeployment Register this will normally be the same grade or one grade lower, exceptions 
would have to be approved by the Assistant Director of the service. 

In determining whether a post is suitable certain factors such as job content, responsibility, 
status, terms and conditions and job prospects should be taken into consideration. 

Under the Employment Rights Act 1996 an employee at risk' due to redundancy will lose their 
right to any redundancy entitlement if they unreasonably refuse an offer of suitable alternative 
employment or unreasonably terminates the contract during a trail period in a new role. 

In cases where employees have been offered suitable employment but reject the offer as not 
suitable, they will have the right of appeal. This must be in writing within 10 working days of 
receipt of the offer to the HR Services Manager who will organise for a Director to hear the 
appeal. 

8.0 Trial Periods 
All employees have the right to a trial period of four weeks in a new post. A trial period will only 
be extended beyond the 4-week period in exceptional circumstances and only after discussion 
with the HR Services Manager, 

Trial periods are particularly important in situations where the suitability for the post is disputed 
or unclear, trial periods may also help to establish in disability cases, if all reasonable 
adjustments have been made or identify other adjustments that are reasonable and appropriate. 

Managers will ensure that reviews take place on a weekly basis to discuss the progress of a trial 
period with the employee. A formal review meeting must take place one week prior to the end 
of the review period. If there are any issues regarding the redeployment HR must be consulted 
prior to the review meeting. 

A trial period will only be extended over the 4-week period in exceptional circumstances and only 
after discussion with the HR Services Manager. 

Where an employee is offered different alternative posts, there may be more than one trial 
period. Notice periods will be extended to accommodate these circumstances. 

8.1 Successful Trial Periods 

At the end of the trial period the manager will advise the HR Group that the appointment is 
successful. The appointing manager will complete a Notification of Change Form, which should 
be forwarded to the HR Group. The HR Group will then issue a new Contract of Employment for 
the employee. 
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8.2 Unsuccessful Trial Periods 

Where the appointment cannot be confirmed, this must be supported by written reasons. 

The employee's manager and a representative of the HR group will then discuss alternative 
courses of action with the employee. 

9.0 Duration Of The Redeployment Process 

In all redeployment cases, attempts to find suitable alternative employment will be based on the 
duration of the employee's notice period. If during this period redeployment has not proven 
successful, the employee's employment with the council is likely to be terminated. 

10.0 Protection of Earnings and Conditions of Service 

The service that the employee is been redeployed to will have the responsibility to pay any 
protection element of the salary. 

10.1_ Redundancy Redeployment 
Redeployment offers should be made at the grade and conditions of service attached to the 
post. However, where an employee's current spinal column point (SCP) exceeds that of the post, 
their level of pay will be maintained and frozen at their current SCP, excluding any additional 
allowances, additional contractual earnings or contractual overtime, in line with the current Pay 
Protection Policy. 

10.2 Medical Redeployment 
In redeployment for disability cases, pay protection may apply as in the case of redundancy 
situations, to ensure that disabled employee's are not discriminated against. 

10.3 Other redeployment 
Redeployment for any other reason will be on the basis of the terms and conditions that apply to 
the new post and will be effective from the date of appointment. 

11.0 Training 
The council is committed to providing all at risk' employees with short-term training, which may 
assist them in fulfilling the duties of a potential post. An agreed training programme provided by 
the recruiting service/group will be agreed by the operational manager in conjunction with the 
HR Group. 

In addition the HR Group will provide advice and guidance to all employees requiring assistance 
in application preparation and interview skills. 
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12.0 Links to Other Policies/Guidelines 

Other council policies that may be relevant include: 

Early Retirement/Voluntary Redundancy Policy 

Pay Protection Policy 

• Recruitment and Selection Policy 

• Compulsory Redundancy Policy 

13.0 Review 

The Policy will be reviewed by August 2015 or earlier in the light of operating experience and/or further 
changes in Legislation. 

Appendices to this document 
Appendix A 	Flowchart Outlining the Redeployment Procedure 

Appendix B 	Skills and Experience Analysis Form 
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Th) Redeployment Procedure 
APPENDIX A 

Redeployment situation identified 

Employee completes Skills and 
Experience Analysis Form 
provided by the HR Group 

HR Group to place employee on 
Redeployment Register 

Vacancy Authorisation 
Form received by HR HR Group check Vacancy 

Group Authorisation Form against 
Redeployment Register 

No 
Employees) on the Redeployment Register has 
skills etc that are similar to the VAF. 	Vacancy 

discussed at A.D's meeting 

Yes 

Vacancy at same or lower grade and 
Employee meets essential criteria 

N 
Application considered Employee being Employee being 

along with other redeployed NOT redeployed considered 
applicants considered at risk' at risk' 

(Normal recruitment 
process applied) 

Employee NOT More than one person 
slotted into post but 
guaranteed interview 

along with other 
applicants 

on the Redeployment 
Register interested in 

the vacancy 

No 

Vacancy at a higher 	No 
grade and employee does 
not meet essential criteria 

Employee successful 
at interview 

Yes 

lir Yes 
Application considered 
along with any other 

applications from 
employees on 

Redeployment Register 

Unsuccessful interview Successful interview 
Employee 

'slotted into 
post 

Nir 

No 4— 

Trial Period 
(4 weeks) 

Employee remains on 
Redeployment Register 

Trial Period 
successful 

Advertise post 

Yes 

Notice expires – 
employee dismissed 

Confirm permanent 
redeployment 
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APPENDIX B 

) Skills & Experience Analysis Form 
Please use BLOCK CAPITALS in completing the form. CV's may be attached to this form to supplement the 
information provided. 

Please note that this information will be supplied to managers recruiting to any of their vacancies. 

Section 1 - Personal Details 

Surname: 	 Title: L 
First name(s): 

Job Title: 

Directorate/Group: 

Extension Number: 	 Line Manager: 

Date Contract is due to end: 

Section 2 - Details About Your Current Post 
Where possible the council will take preferred and agreed working arrangements into account and 
information provided will inform the process of redeployment. However, it will not always be possible to 
transfer these arrangements to the redeployment opportunities available. 

Location where you currently work: r 

Current pattern of work - please indicate the days and hours that you work (please tick) 

Full time: 	 Part time: I 	1 

Days that you normally work and insert hours: 

Mon: 	Tues: L 	J Wed: 	Thurs: 	Fri: 	I 	Sat: 	Sun: 

Please provide details of any other arrangements agreed in addition to the standard terms and conditions 
of employment, e.g. career break, secondment, rotas etc. 
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Section 3 - Education And Training 
A. Qualifications Details of each qualification 

GCSE / 0-Level equivalent 

A-Level equivalent 

Degree 

Vocational Qualifications 

Professional Qualifications 

Membership of Professional Body 

Other 

B. Relevant Skills & Experience 
.__. 

Please address the key areas below giving examples where 
appropriate. 

Knowledge, skills & experience 

People management 

Specialist activities 

Customer service 

Planning & organising 

Finance & resource management 

Internal and external liaison 

APPENDIX B 
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Section 3 (cont.) 

C. Any other areas of knowledge, experience or relevant information you wish to be taken into 
account) 

APPENDIX B 
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Section 5 Your Consent 
1 confirm that I wish to be considered for redeployment and I am aware that the details of this form 
will be held on the Redeployment Register. 

Signed: Date: 

APPENDIX B 

Section 4 - Your Preferences 

Please provide information below in respect of the types of post that you would like to be considered for, 
giving examples of how your skills and experience would make you suitable for the post. 

Please return this form to the HR Group to ensure your details are included on the redeployment register. 
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