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1. Scope

1.1. This procedure applies to all Council employees except school based teachers, lecturers and school-based staff, who have their own procedures.


2. Introduction

2.1. This procedure lays out the process to be followed when employees face termination of their employment on the grounds of redundancy, ill health, disability or other reasons.  The Council has a statutory obiligation to find suitable alternative employment for employees in such situations by  maximising the opportunities available to them. This includes retraining redeployees to meet the criteria required in the alternative employment that is found.


3. Responsibility of redeployees

3.1. Redeployees are required to actively co-operate and participate in their redeployment.  This includes: completing and updating their redeployment forms promptly; attending meetings and interviews; accepting reasonable offers of suitable alternative work; identifying potentially suitable vacancies being advertised in the Council and seeking alternative employment themselves.


4. Departmental redeployment

4.1. Redeployment is initially a responsibility of the employing department.  Current and future vacancies within the employing department must be considered in the first instance to see if suitable alternative employment exists for employees whose employment is at risk. If a role exists or is being created which is the same grade or up to 2 grades lower the redeployee must be considered and be offered a trial period unless the role requires a specific qualification.A full selection process is not required in the case of a redeployee applying for a role at the same or two grades lower than their current grades. However if there are more redeployment applications than vacant posts , a competitive selection process will take place in line with the recruitment selection policy. See section 7 for selection process


5. Corporate redeployment - eligibility

5.1. If redeployment within the employing department is not possible employees will be admitted to the Council’s Corporate Redeployment Register on the following criteria:

5.1.1. “Statutory” Reasons

(a) Permanent employees, or temporary employees with two year’s continuous service with Croydon, who have been given notice of termination of employment on grounds of redundancy. 

(b) Employees identified by the Council’s Occupational Health Service (OHS) as being permanently unfit to undertake the duties of their post but fit to undertake alternative work and deemed unlikely to exceed the Council’s trigger points for sickness absence in that work (see Managing Sickness Procedure for trigger points).

(c) Employees confirmed by the Council’s OHS as being unable to carry out the duties of their post because of a disability and it has not been possible to make reasonable adjustments to allow continuation in post.

(d) Other statutory reasons where no suitable departmental vacancy is available.  This includes employees returning from maternity or adoption leave or because of gender reassignment.

5.1.2. “Procedural” Reasons

(a) Temporary employees with two year’s continuous service with Croydon who have been given notice that their employment is ending, for reasons other than redundancy.

(b) Where redeployment is identified as an outcome for an employee under the Managing Performance Procedure and there is no suitable departmental vacancy.

(c) There are other exceptional circumstances, subject to the approval of the Director of Human Resources .e.g. outcome of an Employment Tribunal 
(d) Apprentices:  who are within two months of the end of their contract 

5.2.1 Employees seeking redeployment on ‘statutory’ grounds (para 5.1.1) may be considered for posts up to two grades higher than their current post provided they meet all the selection criteria on the shortlisting sheet. Posts up to two grades lower than their current post will also be considered. This may be extended beyond two grades lower depending on the employee’s stated preference on the redeployment form.  Depending on the individual circumstances, this may also apply to those redeployed under paragraph 5.1.2(c). See section 10 for salary protection arrangements.
5.3
Employees will be placed on the corporate redeployment register for a maximum of 12 weeks, in line with their notice period.
6. Corporate Redeployment – Process

6.1. Employees’ eligibility to access the corporate redeployment process will be confirmed by the relevant HR adviser, consultant or business partner, who will update a Redeployment spreadsheet with the employee details.

6.2. This will be checked on a daily basis by the Redeployment Co-ordinator who will contact redeployees to offer log-in access to the recruitment website.
6.3. Redeployees are required to identify all their skills, abilities, experience and relevant qualifications, by completing a redeployment registration form. The template for this form is here.  
6.4. Redeployees will be able to register for job alerts, in order to be notified of new jobs via their designated e-mail address. They will also be able to log into the redeployment website to view and apply for new vacancies.
6.5. Redeployees will be given exclusive access to vacancies through the on-line recruitment system, normally for at least 7 calendar days, before the vacancy is advertised through the normal recruitment process.  Redeployees who wish to be considered for a vacancy  must  apply  through the on-line process.  .
6.6. A redeployment panel, which includes the recruiting manager and a representative of the HR Consultancy will assess redeployee(s) who have applied for a vacancy .  If a statutory redeployee applies for a post at the same grade or up to 2 grades lower they must be considered and be offered a trial period. However if there are more redeployment applications than vacant posts , a competitive selection process will take place in line with the recruitment selection policy. Redeployees will not be put forward for interview where there is a requirement for a specific qualification that the redeployee does not hold.  

6.7. The recruiting manager is responsible for providing feedback to redeployees who are unsuccessful in their application for a vacancy. 

6.8. Vacancies will only be advertised widely to non-redeployees after redeployees on the register have been considered for the post and deemed unsuitable.  
6.9. If a potentially suitable redeployee is identified after a job is advertised, but before the offer is made, the redeployee shall be considered for the post in advance of applicants being considered through the normal recruitment process.

6.10. A disabled statutory redeployee must be offered a trial period if they apply for a role that is the same or up to 2 grades below their current grade. However if there are more redeployment applications than vacant posts , a competitive selection process will take place in line with the recruitment selection policy.
6.11. During the redeployment period, line managers should regularly review the situation of redeployees. For employees seeking redeployment on health, disability or performance grounds, these reviews should normally be undertaken under the relevant Council procedure i.e. managing sickness or performance procedures.

7. Selection Interviews, Criteria and Priorities
7.1. Posts higher than a redeployee’s current grade: If the post is a higher grade, redeployees will need to meet all of the selection criteria.Interviews and any occupational testing can be conducted in accordance with the Council’s normal recruitment practices. The interview panel will include the Redeployment Co-ordinator as a scoring participant.However a trial period can also be offered post an informal discussion with the redeployee to explore the role and development areas. The template to record the discussion is here 
7.2. Posts up to two grades lower than a redeployee’s current grade: Statutory redeployees do not have to meet all of the criteria fully, unless the role requires a specific qualification.They must be offered a trial period (see section 9 below) if they apply for a role at the same grade or up to two grades lower. A full selection process is not required in the case of a redeployee applying for a role at the same grade or lower.  However, they must complete a full application .An informal discussion with the recruiting manager can take place to determine the development areas to be monitored and the objectives to be achieved in the trial period. The template to record the informal discussion is here. However if there are more redeployment applications than vacant posts , a competitive selection process will take place in line with the recruitment selection policy.
7.3. Disabled statutory redeployee: A disabled redeployee must be offered a trial period after an informal discussion if they apply for a role that is the same or lower than their current grade. However they may be asked to complete a full application form .The exception will be if the post requires a specific qualification. The template to record the discussion is here. The discussion will determine the development areas to be monitored and objectives to be achieved in the trail period. Reasonable adjustments must be made in order to support the redeployee in fulfilling the objectives of the role. See link to the manager’s guidance to support disabled employees here. However if there are more redeployment applications than vacant posts , a competitive selection process will take place in line with the recruitment selection policy. 

7.4. Employees needing redeployment on statutory grounds will be given priority over those needing redeployment on procedural grounds.  In the ‘statutory’ category, a woman returning from maternity leave whose substantive job is being made redundant has priority over other statutory redeployees.  

7.5. Managers interviewing redeployees  must  have regard to the Council’s obligations to consider what reasonable adjustments may be made to enable a disabled redeployee to carry out the alternative role. 
8. Clearances and handover from manager of the substantive role
8.1. The redeployee will need to complete a pre placement medical questionnaire if the redeployed post is very different in activites from the substantive post, or if circumstances of the redeployee have changed since their last pre placement check. Where appropriate personal interviews and checks from the Disclosure and Barring Service. 

8.2. There should be a handover of relevant information about the redeployee from the manager of the substantive post to the manager of the redeployed post.  
9. Trial Periods

9.1. Redeployees who are appointed to jobs are entitled to a trial period of 4 weeks, during which time the redeployee can assess the suitability of the job and the line manager can assess the suitability of the redeployee.  The trial period may be extended for up to 12 weeks if the redeployee needs a further period of experience in the job and/or training to satisfy the requirements of the person specification. During a trial period a redeployee will be removed from the redeployment register and will not be eligible for preferential access to vacancies as a redeployee. The notice period will run concurrent to the trial period. 
9.2. A training plan should be agreed between the manager and the redeployee to enable and monitor development during the trial period. This could include work shadowing, formal and informal training opportunities to name a few options. A link for the form to monitor the trial period is here
9.3. If it seems likely that a redeployee will not complete their trial period successfully, he or she will be advised of the situation at the earliest opportunity and invited to a meeting with the appropriate manager and a representative from the HR Consultancy. The trial period runs concurrent to the notice period.In the case of an unsuccessful trial period the redeployee will be given access to redeployment for the remainder of their notice period if relevant
9.4. The outcome of all trial periods will be confirmed in writing and will include written reasons for non-appointment where applicable.
10. Salary Protection 
10.1. Redeployment aims to be neutral in terms of job grading. Salary protection applies only to:

· those needing redeployment for statutory reasons (para 5.1.1).

10.2.   Someone redeployed under category 5.1.2(c), but only in exceptional circumstances and with the express authority of the Chief People OfficerThe Council will protect a redeployee’s salary if they are appointed to a lower graded post, as follows:

· Personal protection is limited to a maximum of 2 grades.

· Protection only applies to an employee’s grade rate.  Bonus payments; overtime; weekend and night working enhancements; and any other enhancements or allowances related to the employees previous post, are excluded from protection.

· Protection will be limited to a period of one calendar year from the date an employee is redeployed into the lower paid role.  (The funding of salary protection costs will be borne by the donating department.
10.3     Redeployoment into a temporary post:

· Where a redeployee applies for a established role that is for a termporary duration that is shorter than twelve months , the redundancy payment will be borne by the donating department. The redundancy payment will be calculated on the last 12 weeks of salary.
· Where a redeployee applies for a established post that is longer than twelve months, the redundancy payment at the end of that term will be borne by the receiving department. The redundancy payment will be calculated on the last 12 weeks of salary.

11. Suitable Alternative Employment 

11.1. The Council cannot guarantee to offer alternative employment.  An employee who unreasonably refuses an offer of suitable alternative employment will forfeit any right to a redundancy payment. Similarly, an employee who is being retired early on the grounds of permanent ill health (5.1.1 (b) will forfeit their entitlement to pension benefits if they turn down an offer of redeployment to suitable alternative employment.

11.2. A redeployee who: does not co-operate with or participate in the redeployment process; unreasonably refuses to be considered for suitable vacancies; or otherwise acts unreasonably may be taken off the redeployment register. In such circumstances, any redundancy payment will be based on the statutory provisions of the Employment Rights Act rather than the Council’s normal arrangements.  
12.       Data Protection

12.1.

The council processes personal data collected during the redeployment process in accordance with the workforce data protection policy. In particular, data collected as part of the redeployment process is held securely and accessed by, and disclosed to, individuals only for the purposes of managing the redeployment exercise effectively to decide to whom to offer the job. 

12.2
Inappropriate access or disclosure of redployee data constitutes a data breach and should be reported in accordance with the council’s  workforce data protection policy immediately. It may also constitute a disciplinary offence, which will be dealt with under the council's disciplinary policy which can be found in the HR handbook.
End
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