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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 employees 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.

· 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.  HR will assist where possible with coaching on job applications/interview skills.

1.2
HR will adopt a Job Shop approach to the management of all displaced employees and maintain the redeployment page on the intranet.  All redeployment opportunities will be posted there on a weekly basis.
1.3
 Employees with more than two years continuous service may be entitled to compensation in line with the agreed compensation scheme.

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 employees, and in the case of aided schools, where they are also legally the employer.  City West Housing Trust, Salix Homes and Salford Community Leisure are not covered by this policy therefore there is no mutuality of obligation regarding redeployment.

2.2
The policy applies to employees on permanent contracts with the City Council.
2.3
Redeployment under this policy will be to a suitable alternative post which may be at or below an individual’s current grade.  Employees will be encouraged to apply for more senior posts and normal recruitment may apply in these cases.  The process for redeployment will be via a Job Shop approach which is outlined at Section 5.
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 referred to the Job Shop.  A manager must first try to make any reasonable adjustments such as re-designing the job to enable the employee to remain in that post before considering redeployment.  
2.5 
Redeployment for an employee with a disability under this policy will be to a 
suitable alternative post at or below an individual’s current grade.  The 
Disability Rights Commission's Code of Practice on Employment and 
Occupation outlines that in certain circumstances an employer may redeploy 
a disabled person to a post at a higher grade without the need for 
competitive interview.  Each case would be considered on its own merit.
3.
Creating Opportunities
3.1
The purpose of the Redeployment Policy is to minimise the effect of any 
organisational changes on employees.   In this respect, the following 
measures will be implemented as appropriate, dependent upon the particular 
circumstances:
· Restriction on recruitment by imposing a vacancy control procedure

· Turnover
· Filling vacancies from amongst existing employees

· Reviewing any existing and proposed fixed term contracts

· Reducing overtime as far as service requirements will permit

· Limiting usage of agency and temporary workers
· Termination of casual and agency workers
· Training, retraining and redeploying employees into alternative employment with the costs met by the Council

· Reviewing the existing and proposed use of external consultants

· Voluntary reduction in hours worked

· Use of flexible working options, to include part time, job share, job transfer and career breaks

· The temporary use of supernumerary posts 

· Flexible retirement for those eligible

· Voluntary redundancy for those eligible

· Voluntary redundancy linked with Early Retirement for those eligible

· Any other creative approaches as agreed to maintain employment security
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.   This will include a willingness to consider a reasonable offer of a suitable alternative position and to co-operate fully with the process.  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.  Managers are responsible for supplying accurate capability and performance information on employees to the relevant HR Adviser.  Upon successful redeployment, the line manager must complete the form attached at Appendix 1, and provide this to the new manager, giving details of the redeployee’s relevant employment history.

4.3
The HR Division is responsible for proactively managing and facilitating the redeployment process.  However, overall responsibility for redeployment rests with the initial employing Directorate.

4.4
Managers are required to take responsibility for implementing the policy fairly and consistently and must provide and facilitate effective communication.  All managers must meet their corporate obligations and accept redeployees for suitable vacancies, providing the necessary induction and training to those who are redeployed.  Sensitive support must be provided to those staff directly and indirectly affected by the changes.

4.5
Directorates will consider those 'at risk' employees put forward to them by HR and appoint subject to a successful trial period as detailed in Section 6 if that redeployee is considered to have the necessary skills and abilities to perform the duties of the job to the required standard with appropriate support and training.  Where it is identified that a redeployee requires additional training and support, they must also be appointed but this may be subject to an extended trial period of up to six months. If more than one person subject to redeployment is identified as meeting the essential criteria or could be trained to meet the requirements of the post then a competitive selection process will take place.
4.6
Where there are issues regarding interpretation of this policy then this should be referred to the Joint Secretaries meeting to be resolved.
5.
Job Shop Process
5.1
The Council will provide a job profile and matching service to assist employees who are subject to redeployment to find suitable alternative work.  The service will be managed by HR working with the employing manager, the displaced employee and recruiting managers.  The Job Shop will be a dedicated resource to work specifically with displaced employees in a proactive and supportive way.

5.2
At the point an individual is declared 'at risk' by virtue of redundancy or ill health, they will be served with twelve weeks notice.  During this time, the employee will continue to work with the Job Shop to identify a suitable alternative post.  
It should be noted however that should a suitable alternative post not be identified during the notice period, the employee will be declared redundant or dismissed by reason of capability or some other substantial reason.
5.3
Whilst an employee is supernumerary they will continue to be located within, and paid for by, their employing Directorate until redeployed.

5.4
The employing manager and/or HR Adviser will notify the Job Shop of details of displaced employees via a web-based pro-forma. {insert web link}
5.5
The Job Shop will register the employee onto the redeployment database and allocate a link worker.  They will issue the employee and their manager with guidance of the process and confirmation of registration in writing/via email and will issue the Redeployment Form (copy attached at Appendix 2) for completion/consideration prior to a meeting with the Job Shop link worker.

5.6
The Job Shop link worker will arrange to meet with the ‘at risk’ employee and their manager to complete the Redeployment Form.  The Job Shop link worker will work with them to ensure that sufficient information is captured to enable the matching process to take place.  The employee details will then be entered onto the Redeployment Database.
5.7
Once permission has been given to fill a vacancy (either through the FOVP process or where a post is subject to automatic approval), the manager must notify the Job Shop who will determine if it is suitable for the redeployment process.  Each vacancy will be cross-referenced against the redeployment database as it arises.
5.8
All vacant posts deemed suitable as redeployment opportunities will be diverted through the Job Shop and also listed on the HR intranet.  The page can be found at {insert web link}.
5.9
To assist with this process, managers must provide appropriate shortlisting criteria (person specification) and details of the vacancy to the Job Shop.

5.10
The Job Shop will undertake the screening process for each vacancy by cross-referencing the database and Redeployment Form information with the job details and shortlisting criteria provided by managers, in order to match the redeployees with appropriate posts.  Redeployees will not need to complete an application form for each vacancy.

5.11
The Job Shop will inform managers where no potential redeployees are identified for a vacancy.  The vacancy will then be released for the normal recruitment process and 'at risk' staff can apply in the usual way if they choose to do so.

5.12
The Job Shop will provide details of suitable candidates to the manager.  Where there is more than one suitable employee, interviews will take place to identify the most suitable candidate.  Responsibility for the selection process rests with the manager holding the vacancy.  Selection should be made on merit and the selection method should be clear, objective and precisely defined and not discriminate against any employee.  The manager should take account of the DDA and any reasonable adjustments where applicable.  Where following the selection process it is considered that an employee fully meets the essential criteria and competencies, or will do so with suitable training within a reasonable timescale (i.e. up to a maximum of six months) then they will be appointed.

Where only one job match/redeployee is identified, the manager should have an informal discussion regarding the nature of the job and appoint subject to a trial period.

5.13
Once the most suitable candidate has been identified, the employee will receive one offer of redeployment to that post.  The employee will normally be allowed a trial period of one month.  In those circumstances where training and support is required to enable them to successfully redeploy to the new post, this may be extended.  During this time the notice period and redeployment activity will be suspended.


Following the month trial, if the redeployment is successful and accepted by both the manager and employee then the employee will be confirmed in the post.

5.14
The manager must notify the Job Shop of the outcome of the selection process and inform the redeployee of the result of any interviews as soon as possible.  Offers to give feedback should be given to unsuccessful employees.

5.15
It is the responsibility of managers to check professional registration/qualification details and any other relevant details provided by redeployees during the selection process.

5.16
The Job Shop will liaise with managers throughout the trial period to monitor progress.


Throughout the redeployment process the Job Shop will provide support as appropriate which may include:

· liaise with Organisational Development for the arrangement of agreed training during or following trial periods
· monitor the database to ensure that all 'at risk' employees are included, and will report on progress of redeployment and problem issues
· maintain the database with all relevant details of vacancies, shortlists, result of interviews, interview feedback, training accessed, trial periods, job offers, unsuitable jobs, jobs accepted, jobs refused etc
· remove redeployees from the database when successful redeployment occurs or employment ends
· provide advice, guidance and training, or arrangements for training, to managers on fair selection procedures
· provide outplacement support to help employees apply for vacancies outside the Council in partner organisations, other local authorities, voluntary/private sector.  Links will be made with recruitment contacts to monitor opportunities and communicate information on vacancies to redeployees
· link with Jobcentre Plus, Works and Skills, and other relevant recruitment agencies in an attempt to bring together people and posts and for the provision of 'job ready' training including completing application forms and effective interview presentation
· co-ordinate the arrangements for use of the internet for job searches for those who do not have access to a PC
· signpost and liaise with the Skills for Life team and Union Learning Representatives for Skills for Life training including ICT, literacy and numeracy assessments where applicable
· liaise with the Welfare Rights team for relevant advice regarding benefit entitlements
· liaise with the Pensions team for the arrangement of briefing sessions on pension entitlements and procedures
6.
Trial Periods

6.1
Individuals 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 HR.  In the event of disagreement over the success or 
otherwise of the redeployment, the matter will be formally reviewed by the 
Head of HR or representative, and the Director.  
6.2
Where it is determined that the trial has not been a success, the manager 
must provide written evidence and documentation to substantiate this, 
detailing areas where the employee has failed to meet the required standards.  
Where the trial is unsuccessful and documentation supports that the 
employee has made every effort to meet the required standards, further 
attempts will be made to redeploy them during the notice period.  
6.3
If it is evidenced that the redeployee has not co-operated with the process, or  has not made every effort to make the trial a success, they will forfeit their right to further redeployment opportunities and redundancy payments where applicable, and would return to their supernumerary post until their notice expires.
6.4
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.  
6.5
Any extensions to trial periods must be made in consultation with the original 
employing Directorate.
7.
Refusal of offer of a suitable Redeployment

7.1
A suitable offer of employment will be one that takes into consideration the 
following:

· Pay
· Location
· Working Environment
· Hours of Work
7.2
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. 


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 significant reduction in pay.   

8.
Pay Related Matters

8.1
Displaced employees may be redeployed into posts at the same, or lower, 
grade as their current post.  Where an employee is 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's Compensation Scheme. 

8.2
Where an employee is redeployed into a job with the same or lower salary, and 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. 
9.
Redeployment Flowchart


Attached at Appendix 3 is the redeployment flowchart.  This procedure must 
be followed throughout the redeployment process.
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       Appendix 1
REDEPLOYMENT POLICY

Relevant employee information

The details given below are for the information of the new employing manager, in relation to performance and employment details of a redeployed employee.

Please note: - All details contained on this form must be factual and evidenced, and will be shared with the member of staff concerned.

Name of Employee:










Previous Employing Directorate:








Previous Job Title:










Performance Management

Is the employee currently subject to any disciplinary warning?     

  Yes / No

If yes, please give details of the level of warning and date to be expunged from record.  (You are not required to give detail of the allegation itself).


Is the employee currently at a formal stage of the Attendance Management Policy?                                                                                                      




  







  Yes / No

If so, please give details of the date of the most recent stage meeting, and whether this was in accordance with the long or short-term procedure.


Please give details of any sickness absence in the last 6 months, including dates and reason for absence:


Annual / Other Leave

· What is the employee’s full leave entitlement for the current leave year?

________

· How many days annual leave have been taken since 1 April?
________

· Does the employee have any banked leave?     
 

  Yes / No

If so, how much?

___________________

· Has any entitlement to unpaid Parental Leave been granted in respect of any children less than 8 years of age?

 
  Yes / No

If so, how much?

___________________

· Has any Carer’s /Compassionate Leave been granted since 1 April?

  Yes / No

If so, how much of each?
 ___________________

Name and contact details of manager completing this form:


Name:












Position:














Contact telephone number: 








Signature: 






 Date: 
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        Appendix 2

Redeployment Form

HR Adviser completing form: 







	Section 1 - Personal Profile 

	Name:
	

	Home address:
	

	Tel no.                                            Home:
                                                        Work:
	

	Current Job Title:

	

	Current Directorate and Team:

	

	Start date in current post:

	

	Salary grade and scale:

	

	Hours and work pattern:


	

	Location:

	

	Brief description of current duties:



	Job description and Person specification attached:
	                  Yes                    No                     

	Brief summary of previous work-related duties:



	Any working situations or environments you would not want to work in and why, including distance, travel and location, hours, work patterns etc
	

	Any restrictions on the work which you are able to do, resulting from any medical or other conditions
	

	Any interests or other skills and attributes that are transferable to the workplace (other than those needed to do current job)
	

	Any interest in Voluntary Severance or Voluntary Early Retirement (if applicable)
	


	Section 2 - Skills Audit/Assessment  

	Details of abilities, personal qualities and experience under the following headings:

	Knowledge: specialist, technical, procedural, policies, practices, systems,
literacy and numeracy

	

	Mental Skills: planning, analytical, creative, problem-solving


	

	Interpersonal and Communication Skills: team work, caring for others, listening, written, oral, motivating, negotiating

	

	Physical Skills: IT skills (in what), tools, manual work


	

	Initiative and Independence: level of direction and guidance for own work,  organisation and checking of own work


	

	Responsibility for People: responsibility for service users, groups, members of the public


	

	Responsibility for Supervision: nature of responsibility for managing others


	

	Responsibility for Financial Resources: managing budgets, petty cash, payments, income

	

	Responsibility for Physical Resources: managing facilities, equipment, buildings, data, records, tools, instruments, vehicles, produce, stock


	

	Working Conditions: exposure to disagreeable, unpleasant, uncomfortable or hazardous working conditions

	

	Physical Demands: physical effort required to perform duties 


	

	Mental Demands: degree and frequency of the mental concentration, alertness and attention required by the job

	

	Emotional Demands: nature and frequency of the emotional demands arising from contacts or work with other people

	

	Additional Information:

	

	Section 3 – Training and Qualifications Update

	Details of vocational, academic and professional qualifications (including levels where applicable):

	Qualification:
	Title:

	NVQ

	

	City & Guilds


	

	Administration 


	

	Management 


	

	Professional 


	

	Other(s)


	

	Work-based or Work-related Training Courses (and dates if known):

	Course Title:
	Date:

	1.

	

	2.

	

	3.

	

	4.

	

	5.

	

	Any other training you have successfully completed or are currently working towards:

	Qualification/Course title:

	1.


	2.


	3.


	4.


	5.


	Any training requirements or any form of training you feel would be beneficial:
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