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1.
Introduction

1.1 Royal Greenwich has a duty to consider suitable or alternative employment for employees who are displaced from their substantive jobs.  

1.2 This procedure describes Royal Greenwich’s approach to redeployment where employees have been affected by organisational change or for whom a change in their medical or personal circumstances means they can no longer undertake their existing role. 

2.
Aims and Scope

2.1 This procedure aims to maximise the opportunity for employees in a redeployment situation to find another position whilst balancing this with the need of Royal Greenwich to deliver high quality services.  

2.2 The procedure applies to all employees of Royal Greenwich who have successfully completed their probation period. The procedure does not apply to locally maintained schools but will be used by Royal Greenwich when seeking to redeploy school based staff employed into non-school based posts.  The procedure does not apply to the Chief Executive for whom separate procedures exist.  
3.
Key Principles

3.1      The following principles apply with this procedure:

· If posts are affected by organisational change, the aim will be to retain employees’ skills within Royal Greenwich if the employee wishes to remain with Royal Greenwich by conducting a thorough redeployment search

· Where an employee’s position becomes redundant during the ordinary and/or additional maternity leave period and the employee cannot be permitted to return to her previous job, she must be offered a suitable alternative vacancy where one is available.

· Managers reserve the right to make an offer of redeployment only where they consider that the appointment is appropriate, (subject to reasonable training)

· Unless the new job is fundamentally the same as the old job, there will be an entitlement to a trial period. 

· During the recruitment stage for vacancies, redeployees will be given priority consideration above any other applicants. 

4. 
Manager Responsibilities

4.1
Managers should consider the needs of disabled staff and ensure that all reasonable adjustments for disabled staff are made.

4.2
Once an employee is declared to be a redeployee, they will be added to the the Corporate Redeployment Register as soon they meet the criteria (as outlined in paragraph 5.1). Managers will be expected to continue to manage their redeployees and meet with them at least monthly whilst they remain a redeployee (as outlined in paragraph 6.4).   

4.3
Medical redeployees will continue to be managed by the line manager where appropriate through the Sickness Absence Management Procedure. Where successfully redeployed, this may be only temporary until the employee is fit to return to their substantive post. 
5.
Corporate Redeployment

5.1 Corporate redeployment will apply in the following circumstances: 

· For permanent employees or those with one year’s continuous service with Royal Greenwich, who have been given notice of termination of employment on the grounds of redundancy and after they have exercised their right to appeal/not appeal against their selection for redundancy. 

· Employees identified by Royal Greenwich’s medical adviser as being permanently unfit to undertake the full duties of their post and have been issued with an Employment at Risk warning. 

· Employees confirmed by Royal Greenwich’s medical adviser as being  unable to carry out the full duties of their post because of a disability but where it is not possible to make reasonable adjustments to allow continuation in their post

· Other exceptional circumstances subject to the approval of the Director of HR.

5.2
Employees will be placed on the corporate redeployment register for a maximum of 12 weeks to coincide with their notice period. However in cases of medical redeployment time on the register will be determined by the date of Employment at Risk warning and any subsequent notice period. 
5.3
Corporate redeployment should be seen as a last resort option where an employee has been medically assessed as only temporarily unable to carry out their full duties but not permanently unfit.  Instead consideration should be given to transfer the employee to an alternative role within the service for a required time period (on advice of Occupational Health) until they are fit to carry out their full duties and then return to their substantive post.  Where this not possible, for example no role exists, the employee will need to be placed on the corporate redeployment register. 
6.
Process  

6.1 When an employee who meets the criteria and is seeking redeployment they should contact Human Resources.  They their case will then be allocated to an HR caseworker who will explain the redeployment process and ask the redeployee to complete a simple form giving details of their skills and experience.  

6.2 An employee under notice of redundancy is entitled to reasonable time off to look for other employment and attend external interviews or training for future employment. The employee should follow normal processes by seeking agreement with their manager to have planned time-off. 
7.
Matching redeployees

7.1 A weekly vacancy bulletin will be sent to all redeployees.  If they wish to be 
considered for any relevant vacancies (see para 7.2) as a redeployee, they 
need to advise their HR caseworker within 1 working week.  If the vacancy is 
deemed a potential suitable match, the redeployee will then be invited to provide a short supporting statement within a further 5 working days to their HR caseworker. 

7.2
Redeployees will initially only be considered for posts at their current grade. Redeployees can only be considered for matching for posts one grade higher than their current grade if there are no other current redeployees at the higher grade who apply and where they meet all the criteria of the short-listing criteria for the higher graded job.  Redeployees should normally meet at least half of the short-listing criteria for jobs at the same grade or below. 

8.
Redeployment Interviews

8.1
If having read the supporting statement the manager and agreed that they are a match then redeployee will then be invited to a normal selection panel interview. Suitable redeployees will be interviewed in advance of any other candidates who apply 
through the normal recruitment process and will get priority over other candidates if appointable.
8.2
The interview will assess their suitability to carry out the duties and to identify any support or training that might be reasonably necessary as identified against the criteria in the person specification. Unless the candidate meets the requirements of the person specification immediately or are likely to within the trial period, then no job offer should be made.
8.3
Employees who fail to attend a redeployment interview without good cause will be removed from the scheme and no further attempt will be made by the Royal Greenwich to seek alternative employment. The employee will then leave Royal Greenwich at the end of their notice period but can continue to apply for advertised vacancies under the Recruitment & Selection procedures. 

8.4
Managers interviewing redeployees will have regard for Royal Greenwich’s obligations under the Disability Discrimination Act and consider what reasonable adjustments may be made to enable a disabled employee to carry out an alternative role. 

8.5
If a redeployee is unsuccessful then they will offered feedback by the manager explaining the reasons why they did not meet the criteria for appointment.
9.
Employee responsibilities

9.1 Employees are expected to adhere to the procedure, for example attending all meetings and interviews and actively considering any suitable vacancies on the weekly vacancy bulletin and where matched, submit supporting statements within 5 working days. 

9.2
If an employee is offered a job at the same pay, status and conditions it will be deemed to be a ‘suitable offer’. If a redeployee refuses an offer of suitable redeployment they will be removed from the scheme and no further attempt will be made by Royal Greenwich to seek alternative employment. An employee in this situation who has also been issued with notice of termination of employment on grounds of redundancy, will not be entitled to redundancy pay.

9.3 If an employee, who has been issued with notice of termination of employment on grounds of redundancy, is offered a job at lower pay and status or where there is a material change in conditions of employment, it will deemed to be an ‘alternative offer’.  If a redeployee refuses an offer of alternative employment they leave Royal Greenwich with an entitlement to redundancy pay. 

9.4
It is therefore the employee’s responsibility that any offer of suitable or alternative redeployment (either permanent or long-term temporary of two years or longer), must be given serious consideration. 

10.
Consequences of accepting an offer of employment

10.1
Once an employee has accepted an offer of redeployment into an alternative role, they will have a four calendar week trial period in which to determine whether the role is suitable for them.  This can be extended to 8 weeks with joint agreement. Details regarding trial periods are contained in separate management guidance ‘Trial Periods and Redeployment through Redundancy’.

10.2
During the trial period the redeployee's existing salary will continue to be paid by the original employing department for the first four weeks. Any extensions are normally expected to be paid by the new service area. 

10.3   If the trial period is successful, the redeployee will be confirmed into in the new post, continuity of employment remains and is deemed for all practical purposes never to have been dismissed. 

10.4   If the trial period is unsuccessful, there will be a final review meeting with the relevant manager and HR caseworker to confirm that the redeployee will not be confirmed in the post. In this case the dismissal and last day of service will apply (if appropriate).  If there is still time, all reasonable efforts must be made to identify suitable or alternative vacancies. 


10.5 
Redeployees will have the option of accepting offers of temporary redeployment of less than two years where such vacancies exist. In these cases Royal Greenwich will continue to seek permanent suitable alternative employment for the redeployee. Where an employee accepts redeployment into a temporary position, they will be referred for consideration of dismissal in advance of the expiry of the temporary post. This is in order to ensure that the contract ends on the planned date and suitable or alternative employment can be sought prior to this.  Should the search be unsuccessful, the dismissal will be effective on the date of expiry of the temporary post. 

11.
Salary Protection

11.1   An employee who is redeployed into a post at a lower grade will be entitled to salary protection of their basic pay. 

11.2    The level of protection is for a maximum period of one year and the amount of protection is limited to a maximum of £5,000 per annum.  

12.
Further information

12.1 For further information on the operation of this procedure, please contact HR Coaching and Advice in the first instance.  
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REDEPLOYEE PROFILE FORM
R

	REDEPLOYMENT MEETING

DHRM                                                 Manager                                                         

Casework                                             Redeployee                                                     

Date                                                        

Reason for Redeployment:   Redundancy – Medical - Disability – Exceptional

If Medical/Disability adjustments considered?  Yes - No

Proposed last day of service:                            
Dismissal letter issued:  
Yes - No




	REDEPLOYEE PERSONAL DETAILS

Last name                                                 First names                                                

Home address                                                           

Home telephone number                                           

Work address                                                           

Work telephone number                                             

E-mail address                                                    Mobile number                              




	CURRENT JOB (please attach job description)

Job title                                                              Start date                                       

Grade                           Pay rate                         per year/month/week

Full/part time                                                     Hours per week                          

Main purpose of job

Main Duties/Responsibilities




	SKILLS AND ABILITIES

This section should indicate the redeployee’s skills and abilities and the level of these.  In this section please include any skills or abilities you have and how you have used these.




	REASONABLE ADJUSTMENTS CONSIDERED

For disability or medical redeployees only: Please indicate any specials needs you have in terms of adjustments.  




	The above was discussed and completed at our meeting on  (date)

Signed 
DHRM                                                               Manager                                                         

Caseworker                                                        Redeployee                                                     
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