	
	PART 1

(OPEN TO THE PUBLIC)
	ITEM NO. 



	
	

	REPORT OF HEAD OF HUMAN RESOURCES



	TO LEAD MEMBER CUSTOMER & SUPPORT SERVICES

ON

MONDAY 4th June 2007



	TITLE: REVISED HR POLICY - REDEPLOYMENT  



	RECOMMENDATION: 

That Lead Member recommends that Cabinet approves and adopts the revised HR policy in relation to redeployment of staff within the City Council.

	EXECUTIVE SUMMARY:

This policy has been in operation since June 2005 and outlines the process to be followed for staff who become displaced as a result of ill health, disability, termination of fixed term contract, or management-initiated restructure.  The Policy has now been reviewed to reflect legislative changes since this time, along with City Council best practice that has developed.  The attached Scheme for Compensation has also been revised to comply with Age Discrimination legislation. 



	BACKGROUND DOCUMENTS:

(Available for public inspection)



	ASSESSMENT OF RISK:
Consultation has been undertaken with the appropriate Trade Unions.



	SOURCE OF FUNDING:
N/A



	LEGAL ADVICE OBTAINED:
Copy of policy sent to legal team.

	FINANCIAL ADVICE OBTAINED:




	CONTACT OFFICER: Joanne Finnerty

TEL. NO. 0161 793 3514




	WARD (S) TO WHICH REPORT RELATE (S): 




	KEY COUNCIL POLICIES:





	DETAILS:


[image: image1.wmf]Revised 

Redeployment Policy May 2007.doc




	


C:\Documents and Settings\csecmrelph\Local Settings\Temporary Internet Files\OLK88\Cover Report - HR Policy Review - Redeployment.doc

_1242121659.doc
[image: image1.jpg]Salford City Council






REDEPLOYMENT POLICY













        Page


21.
Introduction



32.
Scope



33.
Responsibilities



34.
Staffing implications of restructuring



35.
Redeployment register



36.
Employee Interviews



37.
Guarantee of a job interview



38.
Large scale potential redundancy situations



39.
Trial periods



310.
Refusal of offer of a suitable Redeployment



311.
Pay related matters



312.   Pension benefits and redundancy payments



313.  
Selection for voluntary redundancy



314.
Redeployment flowcharts



Appendix 1


31.    Introduction



32.
Loss of earnings - reduction in substantive grade



33.
Loss of earnings – reduction in hours



34.
Maximum payable



35.
Repayment of compensation



Appendix 2


3Skills Assessment Form



Appendix 3


Redeployment  process flow chart……………………………………………………….22




1.
Introduction


Salford City Council is committed to putting the right people in the right jobs at the right time in order to achieve the Council’s goals. Salford City Council is committed to safeguarding the employment of its staff wherever possible.


1.1
The Council needs to be able to respond positively when dealing with redundancies and other situations where employees need to be redeployed into other posts for a variety of reasons for example:


· Large scale reorganisation which leads to changes in skill base/needs of the job, such as Strategic Reviews, Best Value Reviews, Think Efficiency etc 


· The Occupational Health Physician (OHP) indicates that an employee should be considered for redeployment on medical grounds including situations where a reasonable adjustment is required under the Disability   Discrimination Act 1995.


· The end of a Fixed Term Contract (See Guidance on use of Fixed Term Contracts )


· In potential ill health retirement/dismissal situations where the employee may be able to undertake a different type of work.



There will also be occasions where employees request redeployment because they wish to change job.  Such situations however fall outside this policy. In this situation employees should be encouraged to read the Jobs Bulletin and apply for appropriate jobs.  Outstationed HR teams will assist where possible with coaching on job application/interview skills.


1.2
A redeployment register will be maintained by the Systems and Information Team.  See Section 5 for details.


1.3
 Employees with more than 2 years continuous service may be entitled to compensation. (See Appendix 1 for details)

1.4
Where a reduction in pensionable earnings occurs, a Certificate will normally be issued, as described in the Pension Scheme regulations, to protect the pension position of the employee.


2.
Scope


2.1
This policy applies to all City Council staff, except those based in schools where the Governing Body have the overall responsibility for determining the numbers of staff employed and in the case of Aided schools where they are also legally the employer.  NPHL and Salford Community Leisure are not covered by this policy therefore there is no mutuality of obligation regarding redeployment.


2.2
The scheme applies to permanent staff with the City Council including such employees on fixed term contracts.


2.3
Redeployment under this policy will be to a post at, or voluntarily below an individual’s current grade.  Staff will be encouraged to apply for more senior posts and normal recruitment will apply in these cases, except that an ‘at risk’ employee will be guaranteed an interview if they meet the essential criteria for a post.


2.4
Under section 6 of the Disability Discrimination Act 1995 the Council must take reasonable steps to enable a person with a disability to remain in work.


An employee who becomes disabled during their employment and is unable to continue to work in their current post will be able to seek redeployment and will be asked to complete a skills assessment form. (See Appendix 2).  A manager will first try to make any reasonable adjustments such as re-designing the job to enable the employee to remain in that post before looking at redeployment.


Redeployment for an employee with a disability under this policy will be to a post at, or voluntarily below an individual’s current grade.  Section 6 (3)(c) of the Code of Practice states that it may be that in some cases the employer’s duty would require the employer to move the disabled person to a post at a slightly higher grade, without competitive interview, this would depend on the circumstances.


2.5 This policy was introduced on 20th June 2005 and will be reviewed by the Head of HR in consultation with the recognised Trade Unions taking account of emerging good practice and legislative changes.


3.
Staffing implications of restructuring


3.1
The Council will address the staffing implications of service reviews in a 
number of ways, for example:


· Planning staffing levels in advance


· Natural wastage


· Not recruiting new staff


· Reviewing temporary appointments


· Increasing flexible working opportunities such as part time and job share


· The possibility of voluntary early retirement (VER) and or voluntary redundancy for those eligible; and or


· 
Redeployment and retraining


4.
Responsibilities


4.1
The individual employee is responsible for actively managing their own career to ensure their employability with the support from their manager and HR staff.   This will include a willingness to consider a reasonable offer of an alternative position.  Relevant training and support will be provided to assist employees to gain employment.


4.2
The Line Manager is responsible for assisting any employee whose post becomes redundant to find an alternative post either within his or her own directorate or within another directorate. Managers are responsible for supplying accurate capability and performance information on employees to the relevant HR officer.  Upon successful redeployment, the line manager must complete the form attached at Appendix 4, and provide this to the new manager, giving details of the redeployee’s relevant employment history.


4.3
The HR Division is responsible for maintaining the redeployment list and facilitating managers in the implementation of this policy. The prime responsibility for redeployment rests with the initial employing Director. The corporate process will only be activated when these avenues have been exhausted.


4.4
Directorates will interview and appoint a person on the redeployment register  (subject to a successful trial period as detailed in Section 9) if that member of staff is considered to have the necessary skills and abilities to meet the essential criteria within the person specification and undertake the duties of the post.  Alternatively, if the employee is not assessed as meeting the essential criteria on the person specification, but can be trained to meet the minimum essential criteria for the post within a reasonable period (normally up to 6 months) they must also be appointed but this may be subject to an extended trial period of up to six months. If there is more than one person on the redeployment register that meets the essential criteria or could be trained to meet the requirement then a competitive selection process will take place


4.5
Where there are issues regarding interpretation of this policy then this should be referred to the Joint Secretaries meeting to be resolved.


5.
Process


5.1
The Systems and Information Team based within Human Resources will maintain a central redeployment register.  The details of employees at risk of redundancy or who require redeployment for other reasons as set out in Para 1.1 and a note of any actions already taken will be notified immediately to the Administrative Assistant in the centrally based Systems and Information Team by the outstationed HR team and they will be included on the redeployment register.


5.2 An employee will be placed on the redeployment register for a period of four       months. During the first month, the employee will be deemed to be supernumerary in their substantive directorate.  At the end of the first month if no suitable alternative employment is found, then the employee will be served with 12 weeks notice.  During the remaining period of notice the employee would remain on the redeployment register and an alternative post will be actively sought.  


5.3 Staff who are at risk of redundancy or who are seeking redeployment on the grounds as stated in Para 1.1 and who are unable to be redeployed in their own directorate will be asked to complete a skills assessment form which will be held by the outstationed HR Team.  All vacant posts deemed suitable as redeployment opportunities, will be advertised initially to staff on the redeployment list.  Such staff, and their managers and HR Advisers may access the relevant page on the HR intranet where posts will be listed for 5 days prior to release for general advertisement.  The page can be found at (insert web link).  Where a redeployee expresses interest in such a vacancy, they may be considered prior to the vacancy being fully advertised.


5.4 The responsibility to redeploy an employee will be with the initiating Directorate, however if there is no suitable employment the employee will become supernumerary and the Systems and Information team will work closely with the outstationed HR team to identify a suitable alternative post.  At this point the following process should be followed:


· A Skills Assessment Form will be issued to the employee via the outstationed HR Team (see Appendix 2).  This form is also available to be downloaded from the HR pages of the City Council intranet site.


· Job vacancies will be monitored to determine whether they should be ring fenced via the HR intranet pages to redeployees before being advertised in the normal way.


Whilst an employee is supernumerary they will continue to be located within, and paid for by, their employing Directorate until redeployed.  


5.5 
In addition to the posts identified for redeployees on the intranet page, all 
employees on the redeployment register will be sent a copy of the City 
Council Jobs Bulletin each week.  Where there are significant numbers of 
redeployees for example as a result of downsizing in areas, then a special 
Jobs Bulletin detailing relevant posts may be produced for that group. 


5.6

Where staff on the redeployment register wish to apply for a job on the Jobs Bulletin they should inform their outstationed HR Adviser who will arrange to submit their skills assessment form together with any supporting information the employee wishes to submit.

5.7
Should a suitable alternative post be found, the employee will receive one offer of redeployment to that post.  The employee will be allowed a trial period of one month to identify any training and support to enable them to successfully redeploy to the new post.  During this time the notice period will be suspended (see later Section 9 regarding Trial Periods).


Following the month trial if the redeployment is successful and accepted by both the new manager and the employee, then the employee will be confirmed in the post on the terms and conditions attached to the post.  If the manager does not accept that the employee is suitable for the post then the manager should give an explanation to the employee and the Head of HR in writing.  


The employee will have the right of appeal to the Director/Head of HR.   If the employee feels that they are not suited to a post and the manager feels they are then they will have to give their reasons in writing to the Head of HR. The employee will then return to the redeployment register.  If the employee refuses to accept the post for no good reason, then the employee should be advised that they will have deemed to have resigned from their employment and will forfeit their rights to any redundancy payment and return to their supernumerary post until the expiry of their notice.


If during the notice period the employee is either successfully redeployed or is appointed to another post within the Council through open competition, then the notice will be rescinded.


6.
Employee Interviews


6.1 All employees seeking redeployment as detailed in Para 1.1 and who have not been redeployed within their own Directorate will be sent a skills assessment form (See Appendix 2) from the outstationed HR team with a view to determining:


· Qualifications and experience


· Job preferences


· Constraints (e.g. transport/location/work life balance)


· General training needs


· Skills for life



In addition, where considered appropriate to assist and achieve redeployment:


· Objective psychometric assessments and careers guidance material will be used


· Job search training will be offered


· Employees will be matched against vacant posts


7.
Guarantee of a job interview


7.1 If an employee ‘at risk’ submits an application for a vacant post and meets the essential criteria and required competencies of that post then they will be guaranteed an interview.  Where the grade is the same or lower than that of their current post and the duties of the post are a close match to the employee’s existing post, then they should be interviewed before external candidates.  Where following interview the selection panel consider that an employee on the register either fully meets the essential criteria and competencies or with suitable training will meet the essential criteria and competencies within a reasonable timescale (to a maximum of six months) then they will be appointed.    If a higher grade is available then ‘at risk’ employees will submit the relevant application and be interviewed along with other candidates.                  

8.
Large scale potential redundancy situations 


8.1 In the event that there is a large number  (normally amounting to 20 or more) of potentially displaced employees in one or more Directorates, the following enhanced process will apply:


With the exception of those professional posts for which there are minimum qualifications laid down (e.g. Architects, Engineers, Social Workers, Environmental Health Officers) all vacancies will be ring-fenced initially to staff identified as being potentially at risk.  Only where there is no interest from within the redeployment pool would such posts be openly advertised.


Directors will notify the Human Resources team of the names, posts and grades of potentially displaced staff.


Wherever practicable and possible redeployment will be achieved by mutually accepted means.


9.
Trial periods


9.1 Staff redeployed will normally be given a one-month trial period in their new post to be reviewed jointly by the Directorate, the employee, their TU representative and outstationed HR Officer.  In the event of disagreement over the success or otherwise of the redeployment, there is an appeals process to the Head of HR or representative and the Director.  Where it is agreed that the trial has not been a success through no fault of the employee, they will be placed back on the redeployment register and return to their previous employing Directorate whilst a further attempt is made to redeploy them.  Where an employee doesn’t meet all the essential criteria on the person specification, but has been given a period of 3 months in which to be trained then the trial period will be extended to 3 months.


9.2 Where an employee is redeployed to a vacant post in another Directorate, they will be held against that post and funded by the new Directorate throughout the agreed trial period.  If the employee is redeployed to a lower graded post, the previous Directorate will compensate the difference between the new grade and previous salary for the duration of the trial period.  


Any extensions to trial periods must be made in consultation with the original employing Directorate.


10.
Refusal of offer of a suitable Redeployment


(a)
What is an offer of suitable alternative employment? 


A suitable offer of employment will be one that takes into consideration the following:


· Pay – Wherever possible, earnings will be protected 


· Location – Where possible a job will be found within 3 miles of the City Boundary and if there are any increase in cost due to travelling the Council‘s excess travel policy will be applied


· Working Environment – The working environment will be taken into consideration for employees who suffer a health complaint or physical disabilities to meet their needs


· Hours of work – An employee’s hours of work will be taken into consideration when looking for suitable alternative employment


(b)      
What is the effect of refusal of such an offer?


Where an employee refuses an offer of what is considered to be suitable alternative 


employment then they will forfeit their right to a redundancy payment if they are subsequently dismissed by reason of redundancy. 


Unreasonable refusal of a post may arise where the differences between the new and old jobs are negligible or where the employee assumes rather than investigates the changes that a new job might involve, for example, travelling time or working conditions.


Refusal may be reasonable if the new job would cause domestic upheaval, for example if there was a considerable change in working hours or a need to move house. 


In all cases they have the right of appeal to the Employer’s Forum, against any decision to dismiss or decision not to make a redundancy payment.  


11.
Pay related matters


Displaced employees may be redeployed into posts at the same grade or voluntarily to lower grades as their current post.  Where an employee is voluntarily redeployed into a lower graded post and as a result suffers a financial loss, then they may be entitled to receive compensation for the loss of earnings in accordance with the Council policy at Appendix 1

Displaced employees may apply for jobs at a higher grade but will compete with other candidates on their own merit. They will however still be guaranteed an interview should they meet the essential criteria.


Where an employee is redeployed into a job with the same or lower salary maximum, then where their new place of work is further from their home than their old place of work and as a consequence they incur additional travel costs then the Excess Travel policy will apply.  Where a redeployee is appointed to a post with a higher grade maximum then no excess travel shall be paid. 


12.   Pension benefits and redundancy payments


12.1
Certificate of Pension Benefits


Employees redeployed into posts with a lower salary or which results in a loss of other contractual/regular earnings may be eligible for compensation in accordance with Council policy at Appendix 1.


Where the employee is a member of the Local Government Scheme (LGPS) they will, where applicable, be issued with a Certificate of Protection of Pension Benefits (this will normally only apply to reduction in grade)


12.2
Ill Health Retirement Benefits


Where an employee has sought redeployment as an alternative to ill health retirement and after 3 months has been unable to find a suitable post where the independent medical advisor has so certified they will have their pension released.


13.  
Selection for voluntary redundancy


Where there are too many volunteers within a group and it is not possible to redeploy a displaced employee into the posts, then selection for approval of applications for VER/VS will be agreed with the relevant trade unions.


14.
Redeployment flowcharts


Attached at Appendix 3 is the redeployment flow chart.  This procedure must be followed throughout the redeployment process.


Appendix 1

COMPENSATION SCHEME

EMPLOYEES AFFECTED BY REDUCTION IN EARNINGS

1.   Introduction


This scheme is intended to compensate those employees who have a reduction in earnings arising from management-initiated change or who are redeployed for medical reasons as certified by the Occupational Health Physician.


This scheme applies to employees with two years continuous local government service who are employees on either permanent or fixed term contracts


 2.    Details of the Scheme         

The scheme covers the following elements: 


a) Reduction of Substantive Grade


Where an employee is ‘worse off’ and suffers a financial loss as a result of accepting a lower substantive grade, the procedure outlined at section 3 of this scheme will apply.


b) Reduction in other contractual / regular earnings*


Employees may be entitled to receive compensation as outlined in Section 4 for compensating loss of earnings which were previously contractual / regular / conditioned, other than basic wage or salary, e.g., reduced contractual hours, removal / reduction of overtime.  This specifically excludes irregular overtime and other non-contractual payments.


Entitlements to a compensation payment will be subject to a maximum of the employee’s entitlement to statutory redundancy and statutory notice pay.  In addition, where an employee has an entitlement under both schemes the combined maximum shall also be equivalent to the employee’s entitlement to statutory redundancy and statutory notice pay.  Where actual notice is given and worked the maximum payment due is reduced by the amount equivalent to statutory notice pay.


Where an employee is eligible to receive compensation no payment will be made until the City Council has confirmed that the employee will be overall ‘worse off’.  In the event of no overall loss being incurred by the employee then no payment will be made.


Entitlement to a compensation payment will be subject to the guidance contained in Section 5.7 of the Redeployment Policy regarding acceptance of the offer of a reasonable alternative post.


When an employee subsequently either resigns from the employment of the City Council, or is redeployed or promoted to a post on the same substantive grade as previously enjoyed or a post which partially restores loss of earnings, repayment of compensation paid will be required, on the basis outlined in Section 4 of this policy document.


3.
Loss of earnings - reduction in substantive grade


This section applies to staff who are faced with reduced earnings following management initiated change resulting in reorganisation or redeployment into a post with a lower substantive grade, or those employees who are redeployed into a lower graded post for other reasons set out in the redeployment policy. For calculation purposes the substantive grade will be the normal contractual grade and excludes any temporary or “acting up” arrangements.


a) 
The compensation period will be 24 months and is normally payable as a one-off lump sum payment, subject to a maximum payment of the employee’s entitlement to statutory redundancy and statutory notice pay.  Where actual notice is given and worked the maximum payment due is reduced by the amount equivalent to statutory notice pay.  Where requested by the employee the amount may be paid in equal instalments over a period of up to 2 years.


b)
The amount of compensation will be based upon the difference between the salary of wage of the old post and the new post calculated over a two-year period. For this calculation the salary rate for comparison purposes will be that applicable at the date that notice of the change is given.


c)
Payment of compensation will be made on the understanding the employee accepts a new contract of employment and operates on the revised terms and conditions of service appertaining to the grade of that post.

d)
The scheme does not apply to staff with less than 2 years continuous local government service.


FOR EXAMPLE: 


Principal Officer employed on PO4 paid at point 44 to be redeployed into a post graded at SO2 point 34.  The employee is aged 47 and has continuous service of 20 years.


Current salary

£33,009


Revised salary

£25,407


Difference


£7,602 x 2 (i.e. 24 months) = £15,204

Entitlement to statutory redundancy would be 23 weeks pay i.e. £14,600.13


Entitlement to statutory notice of 12 weeks i.e. £7,617.46


Total redundancy payment: £22,217.59


Should actual notice be issued the employee will receive a compensation payment of £15,204.


4.
Loss of earnings – reduction in hours


This section applies to staff who are faced with reduced earnings following management initiated change as a result of a reduction in contractual/regular
 hours or overtime.  Compensation will be considered only where employees affected by management initiated change will lose pay and only those pay elements which the Authority considers to be ‘contractual’ / regular as defined will figure in the calculation for compensation.

a)
The compensation period payable will be 24 months, but the amount payable will be subject to a maximum of the employee’s entitlement to statutory redundancy and statutory notice pay.  Where actual notice is given and worked maximum payment due is reduced by an amount equivalent to statutory notice pay.


b)
The compensation payable is the difference between the expected (i.e. reduced) earnings and current earnings.


In establishing an individual’s current earnings level this will be based on a notional calculation of current contracted hours, and the rates of pay applicable at the date notice of the change was given and notional average contracted/regular earnings.

c)
Method of payment will be a one-off lump sum, or monthly payment over an 
agreed period, up to a maximum of 2 years.


d)
In establishing the current pay, the basis for calculation will be the substantive 
or permanent post held, ignoring any acting or temporary work, involving 
temporary additional hours or temporary/acting higher rates of pay.

FOR EXAMPLE: 


Nursery Nurse currently employed for 32.5 hours per week.  Redeployed into a post on current grade but with a reduction in hours to 25 hours per week.  The employee is aged 37 and has continuous service of 20 years.

Current salary

£14,532


Revised salary

£11,178


Difference


£3,354 x 2 (ie 24 months) = £6708


Entitlement to Statutory redundancy would be 16.5 weeks pay i.e. 4,598.48

The compensation payment would be £4,598.48 i.e. equivalent to statutory redundancy.

5.
Maximum payable

Where an employee has an entitlement under both sections i.e., reduced substantive grade and loss of other contractual/conditional earnings, the combined maximum shall also be the equivalent to the employee’s entitlement to statutory redundancy and statutory notice pay.

6.
Repayment of compensation


Where an employee subsequently resigns from the employment of the Authority or is redeployed or promoted to a post on the same substantive grade as previously enjoyed or a post, which partially restores the loss of earnings, repayment of compensation received will be required as outlined below.


Repayment Period


The period during which an employee may be required to repay a portion of their compensation or receive an adjustment to their compensation will be determined as follows. The actual loss of earnings will be related to the actual compensation received by the following formula: 


Compensation received
=
A


Monthly loss of earnings
=
B

A      =    
Repayment period


B




E.g. 
A 
=
£2,000




B
=
£125 per month


£2,000   =
16 months Repayment Period


  £125




Within a 16-month period the loss of earnings in this example will have ‘off-set’ the compensation received.


The period within which an employee will be required to repay a portion of the compensation received will vary, and will be determined by the above formula.

Where the calculation does not result in complete weeks or months, then the figure will be rounded up or down as appropriate.


Amount to be repaid

Where an employee resigns from the employment of the City Council or is appointed to a post, which restores his/her original earnings level (as a result of an increase in grade or enhancements or hours etc., but excluding pay awards or annual increments) during the Repayment Period then where the compensation has been paid in one lump sum a repayment will be due based upon the number of months the employee had failed to remain in the new post.


For example, based upon the scenario above, an employee serves only 14 months of the 16 months required they will be required to repay 2 months at £125 per month i.e. £250.


Amount to be repaid where the earnings are only partially restored

Where an employee’s earnings are subsequently increased (as a result of an increase in grade or enhancements or hours etc., but excluding pay awards or annual enhancements) during the repayment period, which only partially restores the level of earnings, an adjustment to the compensation will be necessary. This will be determined by the following formula: 

Initial monthly loss of earnings
      =
X


New monthly loss of earnings
=
Y


Number of months remaining of repayment period
=
Z



  (X  - Y)  x Z 

E.g.
  Where an employee originally on £10,000 per annum receives £8,000 in the new structure. Annual difference = £2,000 and compensation received = £4,000. If for example the employee’s earnings are increased to £9,500 per annum after three months.

i.e.
X
=
£166.67
per month
(£2,000 per annum loss)



Y
=
  £41.67
per month
(New loss)


(166.67  - 41.67)  x 21 months  (21 months remaining of 24 months)



=
 £2,625.00 adjustment to the compensation


i.e.
The amount of the repayment


IMPORTANT


Any calculations carried out after the original compensation payment must be based on the spinal column points and a rate of pay effective at the date notice of the change was given and not subsequent actual rates.
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SKILLS ASSESSMENT FORM


Name:
_________________________
Department: ___________________


Home Address: _________________
Home Phone No: _______________


______________________________
Work Phone No:  _______________


______________________________
Mobile Phone No: _______________


Your contact for redeployment is:
___________________________________


You can contact him/her on:
___________________________________


o-o-o-o-o-o-o-o-o-o-o-o-o-o-o-o-o-o-o


This skills assessment form is to help you decide what type of work you can do. You should think as widely as possible, consider your skills and abilities that you use at work in your current post and home life as well as your interests and hobbies.


We will use this form to help us match your skills against job descriptions for vacant posts.


Please complete the form and return it to your contact officer at:




1. What do you do in your current job?




2. What other work have you done? (This can be paid work or voluntary work)




3. Think about the skills you have used both at work and at home. Which of these skills are your strongest? 





Communication

Manual Work





Administration
Working with tools





Organising
Leadership





Teamwork
Time management





Listening
Planning





Written skills
Managing others





New Technology



Caring for others





Working with numbers
Working with People


You can attach examples of the above skills, or examples of work that you have been involved with that demonstrate these skills.


4. What training have you had? (Please list the courses and dates)



Course Title
Date


5. What qualifications do you hold? (Tick those that apply to you)



NVQ


Title: ____________________



City & Guilds


Title: ____________________





Administration


Title: ____________________





Management


Title: ____________________





Professional


Title: ____________________





Other
Title: ____________________


6. What things do you enjoy doing?  These can be work or home related, for example hobbies etc.








N







Appeal successful?







Employee dismissed







12 weeks elapsed?







N







Process ends







Y







Y







Y







N







EWP team send jobs bulletin and/or details of ring fenced posts to employee







EWP team start clock for notice period, and notify HT teams to serve notice







N







Y







Trial successful?







N







Y







Position found?







Employee can appeal







Mgr needs to put reasons in writing to HR







Employee put on 12 weeks notice



(continues to elapse)







Employee appointed to position







If employee refuses, therefore effectively resigned – return to register for remaining time







Employee commences 1month trial period – notice period suspended







Employee remains supernumerary in own Directorate, & HR, Manager and employee actively look for position







Employee completes skills assessment form & agrees training plan







HR/Manager discuss with employee







EWP team enter onto register for 4 months







Employee is at risk of redeployment







Employee continues to work







Successful?







Manager makes reasonable adjustments







Change in organisation 



(economic)







Disability starts or worsens







FTC
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� Payments to be included are those that are taken into account for sickness and annual leave purposes
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