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Aim

11

1.2

Bury Council is committed to the principle of maintaining the highest possible level of job
security for its employees and retaining its employees through redeployment to suitable posts
wherever possible.

When redeployment is necessary this policy will override the current external/internal
advertising policy and place restrictions on external recruitment. Every effort will be made to
redeploy employees where possible and consider requests for voluntary redundancy and/or
voluntary early retirement and other reasonably practicable measures in order to avoid a
compulsory redundancy situation.

Definition

2.1

2.2

Redeployment is a process which aims to reduce the need for redundancies by offering
suitable alternative employment where this is available.

The redeployment procedure will be applied in situations where an employee is unable to
continue in their current role due to changes as a result of internal and/or external factors, for
example where a potential redundancy situation has been identified, for reasons of health,
disability, capability, or the ending of a fixed term contract.

Scope

3.1

3.2

3.3

3.4

3.5

This procedure applies to all employees with a minimum 12 months’ service; this being with
the exception of staff appointed by a Governing Body of a school where separate
arrangements are in place. However, where employees are in a potential redundancy situation
and have less than these periods of service this procedure will apply.

In respect of temporary members of staff with 12 months’ service guidance contained within
the Fixed Term Contracts Toolkit should be followed. Follow the attached link:-
http://intranet/CHttpHandler.ashx?id=13418&p=0

Employees of Six Town Housing and Persona Care and Support Limited with a minimum of 12
months’ service are eligible to be held on the redeployment list but will be considered for
redeployment opportunities only after full consideration of Bury Council employees on the
redeployment list and Council employees in a period of protection as a result of being
detrimentally affected by job evaluation.

The redeployment search period will not normally exceed the employees’ statutory or
contractual notice period (whichever is the greater).

There are 3 designations of employee on the redeployment list:

Priority 1 ~ Employees under notice of redundancy and those on the redeployment list for
reasons of health, disability, capability, or the ending of a fixed term contract in accordance
with the Fixed Term Contract Toolkit.

Priority 2  Employees whose posts are subject to a service review that could lead to a
reduction in staffing numbers, but are not under notice.


http://intranet/CHttpHandler.ashx?id=13418&p=0

Priority 3  Employees of Six Town Housing and Persona Care and Support Limited

Principles

4.1

4.2

4.3

4.4

Managers must follow Local Conditions of Service - Appendix A and the Council's Employee
Consultation Toolkit where appropriate and, if the consultation exercise is likely to lead to a
reduction in staffing numbers in a particular job role/category, those employees potentially
affected must be placed on the redeployment list at the start of the consultation process as
Priority 2.

http://intranet.bury.gov.uk/NR/rdonlyres/9302C5FD-8ED6-4008-B441-
0543AFE6D33D/0/ConsultationToolkitEmployeesAppendixAOctl2.pdf

Employees will be either moved to Priority 1 when they are under notice or be removed from
the list once their continuing employment has been confirmed at the end of the consultation
period.

Redeployment may arise for a number of other reasons including ill health, disability,
capability, or at the end of a fixed term contract. In these cases prior to employees being put
on to the redeployment list the manager and a representative from HR should hold a
discussion with the employee to explain the redeployment process and complete the Pre-
Redeployment Checklist at Appendix 1.

If the employee is to be considered for redeployment on the grounds of ill-health or disability
the manager must ensure that reasonable adjustments to their current role have been
considered and are no longer/not viable. Redeployment on medical grounds must always be
on the recommendation of Occupational Health.

Managers will keep notes of all discussions and agreements and confirm these in writing to the
employee and Trade Union representative if appropriate.

Approach

5.1

5.2

Where an employee is placed on the redeployment list in a potential redundancy situation,
follow the procedure below from point 5.2.

Where an employee is on the redeployment list for any other reason, move straight to point
5.3.

At the initial consultation in a potential redundancy situation, employees should be informed
about the redeployment process and placed on the redeployment list as Priority 2. To do this,
the HR Business Partner should forward a list of potentially affected employees and their
contact details to HR Policy & Compliance. Whilst an employee is classed as Priority 2, they
need not complete the redeployment form (Appendix 2) unless they are interested in being
considered for a vacancy.

When employees are put on notice, they move to Priority 1. At this point, the HRBP will meet
with employees either individually or as a group to explain in detail the redeployment
procedure and process and the support available. Employees will be given 5 working days’
written notice of the meeting (unless mutually agreed otherwise), including their right to be
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5.3

5.4

5.5

5.6

5.7

5.8

5.9

5.10

5.11

accompanied at the meeting by their Trade Union representative or a work colleague. Policy &
Compliance will support this process as necessary.

In all cases HR will issue the redeployment form (Appendix 2) and a copy of this procedure.
Employees will be offered assistance in completing the redeployment form and be advised of
the support available.

The process of completion of the redeployment form will include discussions around what
would be suitable and realistic redeployment options, advice and encouraging the employee to
be pro-active in seeking suitable training to enhance their skills and support the redeployment
process in the timeframe available.

Where appropriate, agreement will be sought for a referral to Occupational Health for an
assessment of the employees’ capabilities and any reasonable adjustments that may be
required to support their redeployment. Consideration should be given to the need for a
Support/Adjustment Agreement.

The HRBP will forward the completed form to Redeployment@bury.gov.uk. The individual will
receive a copy of the Authority's redeployment jobs bulletin and will be supported throughout
the process.

Once an employee is on the redeployment list they will be regularly issued with the
redeployment job bulletin which gives them the opportunity to consider vacancies prior to
advertisement. The redeployment job bulletin will include all vacancies suitable for
redeployment, excluding those appointed to by a Governing Body of a school where there are
separate arrangements in place, and potential job opportunities to facilitate a “bumped
redundancy’ where there is a skills match and financial viability.

The search for redeployment will normally be for a period not to exceed the employees’
statutory or contractual notice period (whichever is the greater).

A HRBP will act as the point of contact and this should be notified to the employee at the
outset. It is good practice to maintain a record of contact made with each redeployee.

Individual circumstances will be recognised and a holistic approach to present and previous
skills and experience will be taken. To be considered a viable redeployment opportunity a
vacancy should either be permanent job opportunity or fixed term for a period in excess of
three months.

If an employee has not found alternative employment at the end of the search period either: -

i. In cases where an employee is Priority 1 and under notice of redundancy their
redundancy will take effect when their notice period expires and a redundancy payment
made;

ii. In cases of expiry of a fixed term contract the employment will terminate on the
cessation of the contract and a redundancy payment made where this is a legal
requirement;

iii. In cases of redeployment on the grounds of health, disability, or capability a review

meeting will take place in line with the Council’s Hearing Procedure. The meeting will be
- 5 -
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5.12

5.13

chaired a manager within the employing department accompanied by a HR Business
Partner, at which all the information will be considered, and a decision taken. The
employee can be accompanied at this meeting by a trade union representative or work
colleague and has a right of appeal.

In these circumstances the companion should be allowed to address the meeting in order to:

Present the employee's case,;

Sum up the employee's case;

Respond on the employee's behalf to any view expressed at the meeting;
Confer with the employee during the meeting.

They should be able to participate as fully as possible inthe meeting, including asking
witnesses questions.

However, the companion cannot answer questions on the employee's behalf, address the
meeting if the employee does not wish it, or prevent the management representative from
explaining their case.

No other person, for example partner or relative, will be allowed to attend the meeting.
Reasonable adjustments will be observed, in line with the Equality Act 2010.

In respect of 5.11 (iii) above possible outcomes at this stage may include but are not limited to:

termination of employment;
an application for premature retirement;
an extension to the search for redeployment;

temporary redeployment to another post whilst redeployment on an indefinite basis is still
sought.

Where redeployment is sought as a result of a Stage 3 Capability Hearing the search for
redeployment will run concurrent to the notice period and if no opportunities become available
during this time employment will terminate once the notice period expires.



6. Detailed Guidance
6.1 Suitable Alternative Employment (SAE)
6.1.1 Redundancy Situation:

i)

i)

In a redundancy situation the Council has a legal obligation to make every reasonable
effort to find suitable alternative employment.

Suitability depends on:

« how similar the work is to the employee’s current role including seniority
« the terms and conditions of the role not being less favourable
« the employee’s skills, abilities and circumstances in relation to the role requirements

« Basic pay (excluding any role specific payments like matrix payments and
contractual overtime unless these are relevant to the proposed role — but including
benefits like pension), status, hours and location of the role

i) SAE will be investigated as far as possible. Situations will be looked at on a case-by-case

vi)

basis and regular conversations will take place with the employee around roles that may be
suitable. If roles are identified, a discussion must be held with the employee to see if they
agree they are suitable. Employees will also express an interest in any roles they deem as
sae.

Every effort will be made to reach an agreement on whether or not a role is suitable,
however if, following discussions, an employee disagrees, the final decision as to whether
the role is suitable will be made by the employer (based on clear HR advice), following a
discussion around the circumstances with the relevant Trade Union.

If a role is deemed suitable, it should be offered instead of redundancy. Employees will not
have to formally apply for the role, however, if more than one employee is interested in the
same role:

e the role must be offered to any employees interested on maternity leave, adoption
leave or shared parental leave

o for all other employees, a fair process must be followed, for example holding
interviews for the role

If an employee refuses an offer for a suitable alternative role, or turns it down after the trial
period, they need to have a valid reason why it’s not suitable. Examples of reasons could
include:

o the job is on lower pay
« health issues stop them from doing the job

« they have difficulty getting there, for example because of a longer journey, higher cost
or lack of public transport

e itwould cause disruption to their family life



6.1.2

6.2

6.3

If the employee has a valid reason to turn down the job and this is agreed, they will be
entitled to redundancy pay. If there is no valid reason for refusal their redundancy payment
may be withheld.

vii) It is accepted that employees under notice of redundancy may wish to be considered for a
non-equivalent alternative employment (NEAE) rather than be made redundant, e.g. the
post matches their skills but is of a lower grade or has less hours. In cases where the offer
of employment made is for one of non-equivalent alternative employment (NEAE) any
refusal of the offer will not result in the withholding of any redundancy payment.

viii)Where an employee under notice of redundancy accepts a temporary post that would not
normally attract a redundancy payment on termination (e.g. cover for maternity leave) their
redundancy payment can be deferred and paid on termination of that contract as a
compensatory payment in line with a compromise agreement, if further redeployment
searches are unsuccessful and their employment is terminated. In these cases the
employee would return to the redeployment list for their requisite period of notice.

Non Redundancy Situation:

i) In aredeployment situation that has not arisen due to a redundancy selection process the
same principles around sae will apply. However, employees interested will have to express
an interest in any role available.

i) In addition, the employee should either meet the minimum requirements of the person
specification or be considered able to demonstrate their ability to do so with appropriate
training and support during a trial period.

Apprentices

i) Apprentices will normally be employed in permanent roles. Where an apprentice is
employed on a fixed term contracts, it is recognised that the requisite skills and experience
they have obtained during the period of their apprenticeship will be taken into account
when considering suitable alternative employment.

Advertising Vacancies and the Selection Process

i) Vacancies will be screened for suitability in the following circumstances prior to going on
the redeployment bulletin:

o To ensure compliance with regulation 10 of the Maternity and Parental Leave
Regulations 1999 all vacancies will be considered for employees under notice of
redundancy who are on maternity shared parental leave or adoption leave prior to
advertising and discussed, agreed and offered if a SAE

o If a vacancy is identified as a potential SAE for an employee on notice of
redundancy, there should be a discussion with the employee and if appropriate
agreed and offered if a SAE.

ii) All vacancies identified as suitable for redeployment with the exception of those appointed
to by a Governing Body of a school where there are separate arrangements in place, will
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be circulated to employees on the redeployment list via the redeployment bulletin prior to
advertising internally.

To facilitate this, hiring managers, once vacancy approved to fill, will send the full complete
paperwork for vacancies to Redeployment@bury.gov.uk for inclusion in the next bulletin.

Policy & Compliance will then issue a jobs bulletin to all employees on the redeployment
list each Tuesday (after 5pm) providing that there are vacancies to advertise. It will include
all vacancies notified by 4pm on the Tuesday. The deadline for expressions of interest will
be the following Tuesday at 12 noon.

On each Tuesday afternoon:

e Any expressions of interest will be passed to the hiring manager
e Vacancies where there have been no expressions of interest will be passed to
the HRTransactionalservices@bury.gov.uk to be advertised

i) Employees will be asked to complete an Expression of Interest form (Appendix 3) if they
wish to be considered for a post. Expressions of Interest received will be considered by
managers in priority order as described below:

Priority 1 Employees under notice of redundancy and those on the redeployment
list for reasons of health, disability, capability, or the ending of a fixed term
contract (see fixed Term Contract Toolkit).

Priority 2 Employees whose posts are subject to a service review that could lead to
a reduction in staffing numbers, but are not under notice.

Priority 3 Employees of Six Town Housing and Persona Care and Support Limited

iv) On receipt of an Expression of Interest form the manager will conduct a short-listing
exercise and call people to interview if they meet the essential criteria. In normal
circumstances essential criteria must be met. However, in some cases, where there are no
formal qualifications and/or professional experience required (for example the essential
criteria states that candidates must have experience of using Microsoft Office packages),
managers may consider employees who feel they can demonstrate that they could meet
the essential criteria within a reasonable period of training.

V) There will be a selection process in order to establish whether or not the position is
suitable for the employee, taking into account his/her transferrable skills, knowledge, and
experience, as well as the terms and conditions of the post. The process should be
tailored to the requirements of the job; being a formal panel interview, a working interview,
or a more informal discussion. Any of the afore mentioned can be combined with a skills
assessment. Where requested support can be provided from HR. HR Business Partners
can advise on the content and structure of the questions and any skills assessment as this
should not necessarily replicate a normal recruitment process, being more flexible to take
account of the nature of the work experience and skills of the redeployees being
considered for the vacancy.


mailto:Redeployment@bury.gov.uk
mailto:HRTransactionalservices@bury.gov.uk

6.4

6.4.1

vi)

When considering expressions of interest from redeployees with a disability managers
should be open to making changes to the job description as a reasonable adjustment and
be aware that we are required to take such actions under the Equality Act/Public Sector
Duty.

Assumptions should not be made regarding what would be suitable for a redeployee with
disabilities; seek advice from the person themselves and where appropriate from
Occupational Health.

vii) The benchmark should be realistic bearing in mind the level and nature of the duties of the

post and the knowledge and experience required. The benchmark should be atleast 10%
below the usual benchmark for that particular job which is (70%) at 60%.

viii)Redeployment@bury.gov.uk should be notified of the decision whether or not the

candidate has been shortlisted and/or offered/not offered the role as a redeployment
opportunity. Copies of interview notes and feedback/rationale must also be sent and
managers may be asked to justify the decision.

If more than one employee under notice of redundancy is being offered an interview for a
role deemed as SAE then attempts should be made to schedule the interview prior to the
expiry of their notice period. However, if this is not possible consideration will be given to
extending the notice period (at the expense of the original employing department) to allow
the interview to take place.

Trial Periods

Priority 1 employees under notice of redundancy

i)

i)

ii)

Employees under notice of redundancy have a right to a statutory trial period of 4
weeks in an alternative job as either SAE or NEAE.

Employees offered suitable alternative employment whilst on maternity/shared parental
leave/adoption leave have an entitlement to a statutory 4 week trial, which would
commence when they start to work in their new job role.

If an alternative post is secured during the notice period the trial will run concurrent with
the notice period and, if itis unsuccessful, the employee would return to the
redeployment list for the remainder of their notice period if applicable.

Whilst on the trial, the employee would remain on the redeployment list at Priority 2.
They would return to Priority 1 status if they go back on the redeployment list for any
remaining notice period.

The purpose of the statutory trial period is to enable both the employee and the Council
to assess the suitability of the post. If a manager deems an employee to be unsuitable
for the post during their four-week trial period this will be referred to the Director of
People and Inclusion to make a determination. This should be done at least a week
before the end of the trial. If agreed, he/she will return to the position they were in prior
to the offer of alternative employment. Any challenge to this decision would be through
the Council's Grievance Procedure.

-10 -
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vi)

vii)

viii)

Should an employee consider a job to be unsuitable once they have started their trial
he/she should confirm this in writing to the Director of People and Inclusion, detailing
the grounds on which he/she believes the post to be unsuitable. This should be done at
least a week before the end of the trial. If the employee’s case is supported they will
return to the same position they were in prior to the offer of alternative employment.
However, if their case is rejected and the Council considers this to be an offer of SAE
their redundancy payment may be withheld.

The determination of what is suitable and what constitutes an unreasonable refusal is
not statutorily defined and hence each case will need to be determined on merit and
considered by the Director of People and Inclusion, in conjunction with the relevant
Executive Director and the Unison Branch Secretary.

The four-week trial period can be extended for retraining purposes but this must be
agreed and recorded at the outset. The extended trial period will need to be specified in
writing, detailing the date on which the trial period ends and setting out the employee’s
terms and conditions after it ends.

If the employee works beyond the end of the four-week period or the jointly agreed
extended trial period any redundancy entitlement will be lost because the employee will
be deemed to have accepted the new employment. Atthis point the employee would
move on to the terms and conditions relating to their new post.

If the employee successfully obtains a temporary post they will be removed from the
redeployment list and be put back on the list for their statutory or contractual notice
period (whichever is the greater).

To preserve continuity, the offer of the new job must be made before the redundancy
takes effect. If the new job starts no later than four weeks after the original job ended,
providing there is no other employment in the intervening period, the employee will be
put on leave of absence without pay until they commence in their new role and a
redundancy payment will not be made.

Where the termination takes effect on a Friday, Saturday or Sunday, the
contract is treated as terminating on the following Monday.

6.4.2 Other Priority 1 employees on the redeployment list due to reasons of health, disability,

capability or ending of a fixed term contract; Priority 2, and Priority 3 employees

If the interview panel/manager feels the employee satisfies the essential requirements for
the post, the employee will be offered the post subject to a trial period of 4 weeks. Progress
within the 4-week period should be clearly documented using the template at Appendix 4.
Where appropriate at this stage the manager would be provided with a copy of the
Support/Adjustment Agreement and ensure any reasonable adjustments to support the
redeployment are in place.

Where the interview panel/manager feels that the employee does not satisfy the essential
requirements of the post but may do so after a reasonable period of training and/or
experience (see 6.3 iv), the post may be offered to the employee on an extended trial
period of 3 months. Progress within this 3-month period should be clearly documented
using the template at Appendix 5.

-11 -



ii)

6.4.3

6.5.4

6.5

6.5.1

6.5.2

In cases where the manager considers that the employee has been unable to show
competence in fulfilling the essential job requirements training and support given
throughout the trial period must be clearly evidenced. Policy & Compliance should be
notified of this at least a week before the trial is due to end and a hearing arranged in line
with the Council’s hearing procedure (as detailed in paragraph 5.11(iii) above). If, following
the hearing, the trial is deemed to be unsuccessful, the employee will become the
responsibility of the original employing department and options at paragraph 5.12
considered.

A redeployment trial will run concurrent to the redeployment search period. In cases where
a trial ceases due to unsuitability of either the post or the redeployee the search period will
continue for the amount of time remaining in the original search period. At this point the
employee may be asked to move to a different team to be supernumerary /undertake basic
tasks whilst the search continues. On expiry of the search period a meeting should be
arranged where options can be considered as detailed in paragraph 5.11 iii).

During all trial periods, where an employee is redeployed to a post at a lower grade, the
employee may be asked to undertake work of a more senior level commensurate with his/her
protected salary during their period of salary protection.

During all trial periods, employees must be provided with an induction to the role along with
any necessary training needed to fulfil the duties expected.

Salary Protection

Salary protection will be paid by the employee’s original employing department in line with the
Council's Salary Protection arrangements outlined in Local Conditions of Service. The original
employing department will fund the differential between the protected grade and the grade of
the redeployment post for the full period of the protection. They will also fund:

e reasonable initial retraining costs; i.e. to satisfy agreed training needs identified to
enable the employee to become competent in fulfiling the essential requirements of
the post;

e subsequent redundancy payment and proportionate redundancy payment when an
employee takes a temporary contract that would attract a redundancy payment on
termination as an alternative to redundancy. In the latter case when a fixed term
contract is extended beyond the original end date full redundancy liability would
transfer to the new employing department.

o ifthe substantive employment base is changed as a result of the redeployment,
excess travelling costs (not time) will be paid for the agreed protection period and in
line with Local Conditions of Service.

Employees should consider the option of redeployment to two part-time posts so they can
retain, as near as possible, their present income. Where an employee secures a part time post
for fewer hours than they previously worked, they would remain as Priority 1 on the
redeployment list in respect of their remaining hours for the remainder of their original notice
period where appropriate.
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6.5.3 There will be no salary protection where redeployment is on the grounds of capability or
disciplinary action or following the end of a fixed term contract.

7. Evaluation and Measures of Success

7.1 Redeployment is not just an alternative to redundancy, but is an opportunity to:

offer employees new challenges

increase productivity and performance

promote a positive culture

improve employee health and wellbeing

increase employee engagement and motivation

enable the Council to be seen as a responsible employer
reduce redundancy payments

reduce recruitment and onboarding costs

7.2 Measures of success can be monitored around these areas in the future.
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CONFIDENTIAL

Pre-Redeployment Checklist

APPENDIX 1

Employee Details

Name

Job Title

Department/Team

Reason for Redeployment

If redeployment is on medical grounds complete the following sections: -

Equality Act 2010

Does the employee have a medical condition that falls under the remit of the |Y N
Equality Act 2010?

Occupational Health Advice

Is there any advice from OH or the Independent Medical Practitioner in Y N
respect of redeployment?

What was the advice?

Adjustments/Restrictions

Summarise the adjustments/restrictions that have been putin place or attach the
Support/Adjustment Agreement

Can these be maintained within substantive role? Y N
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If no, please describe why not, using the job description and scenarios/examples from the
work environment

Have the adjustments/restrictions been discussed with the employee? Y N

Has a discussion taken place with the employee about the service being Y N
unable to maintain the limitations/restrictions?

Who by?

Is it possible for the employee to conductwork of aless demanding nature Y N
elsewhere in the service?

Industrial Injury

Has redeployment commenced due to an industrial injury? Y N
Has the injury been found to be the individual’s fault or the employers? Y N
Signed

Job Title

Date
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REDEPLOYMENT FORM

APPENDIX 2

This form will be used to do a preliminary match your skills and experience to vacancies.

Part A will be retained in Policy & Compliance.

Part B will be forwarded to the recruiting managers to support your Expression of Interest

in ajob advertised on the redeployment bulletin.

PART A
Forename Surname
Contact details
Home Work Mobile E mail

Please indicate your preferred contact telephone number *

What is your current Grade

Hours

Work Location

Do you have any restrictions on ability to Yes No

travel?

Do you have adriving licence? Yes No

Are you able to work Weekends Yes No
Shifts Yes No

Reason for redeployment
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Preferences

Outline of the type of work sought, location, hours sought, together with reasons

Type of work related activities which would present difficulties for you together with

reasons (Include medical conditions and physical constraints such as travelling distance

or access to transport)

Are you willing to retrain? Training options to be explored?

Administrative/clerical
Apprenticeships

Architects
Catering/cleaning/domestic
Catering

Chief Officers/Directors
Communications/Marketing/PR
Customer Service

Democratic Services/Political
Education [non-school-based]
Education [school-based]
Engineering

Environment

Finance

Health and safety/Emergency Planning

Highways/Transport/Traffic

Legal

Leisure

Libraries
Museums/Galleries/Cultural
Occupational Health
Planning

Policy

Project Management
Property Management
Purchasing
Regeneration
Research/Statistics
Revenues/Benefits
School Support Staff
Senior Management

Social Work/Social Care

Please V categories of work which you feel are realistic options. This information, along with
your salary/grade information, will be used to identify suitable job opportunities
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Housing
Human Resources

ICT

Teachers
Trading Standards

Youth/Community Work
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REDEPLOYMENT AGREEMENT

Employee agrees to:
o Attend all interviews for jobs that are identified as suitable

o Attend any training/workshops which have been identified to assist/improve the employee’s
chance of redeployment

o Attend any training/workshops identified to develop their skills in a redeployed role

o Actively search and identify suitable posts and notify their departmental/corporate HR contact
o Make themselves available for any associated meetings or appointments

o Accept reasonable offers of redeployment

o Be realistic about options

o Be as flexible as possible

Management agrees to:

o Keep in contact with employees

o Send out internal and external bulletins as appropriate
o Identify suitable vacancies

o Provide necessary support and training

o Arrange any interviews

o Assistin completion of application forms as required

Agreement and Consent

| agree to comply with the above and that the details on Part B of this form can be shared with alll
relevant parties in order to assist in securing redeployment. | understand that in the case of contact
details and medical information included in Part A HR will contact me before releasing any
information to line managers.

Signed (Employee): Date

Signed (Departmental HR Officer): Date
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PART B

Details included on Part B will be available to managers who will use this information, alongside your
Expression of Interest, to assess your skills and experience against the requirements of their

vacancy.

QUALIFICATIONS, EDUCATION AND TRAINING

Apart from giving details of formal education and qualifications, mention any short/non-qualification
courses that you may have attended to improve your knowledge and skills, if they are relevant to the
job(s) you would like to be considered for

Please list relevant qualifications in date order

Qualification Date Obtained

Please list relevant training courses

Training Courses Date
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Recent Employment History — please list jobs held in the previous 3 years

Job Title

Dates from/to

Key Knowledge and Skills

Continue on a separate sheet if necessary.
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APPENDIX 3

D ;
Expression of Interest Form () [L.r_"]jy

COUNCIL

If you want to discuss your suitability for any jobs on the Bulletin before expressing an
interest please contact your HR Business Partner or HRSupport@bury.gov.uk

Department:

Section:

Name:

Date submitting expression of interest:

Date existing contract due to end:

(if applicable)

Ref no for post interested in:

Post title:

Grade of post:

Current grade:

Please provide details of how you meet the essential requirements of the person
specification:

Copy and paste headings from the person specification.

Expressions of Interest must be returned to HR Policy & Compliance by email:
redeploymentbulletin@bury.gov.uk by the specified closing date and time
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To be completed by HR Policy & Compliance

Date received in Policy & Compliance

Priority Status:

Priority 1/2/3

Date sent to manager:

Decision:

Date Policy & Compliance notified of
decision:

Date employee notified of decision:

Employee appointed

Yes/No

-24 -



REDEPLOYMENT TRIAL PERIOD RECORD SHEET — 4 Week Trial

Name:

Post:

Start Date:

End of Trial Period:

APPENDIX 4

Goals, Objectives and Targets
to be achieved by the end of
trial period

Review Meeting Date:
(2"d week of employees employment)
Progress made/concerns

Review Meeting Date:
(4th week of employees employment)
Progress made/concerns

Signed

Employee

Manager

Employee

Manager
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If any goals/objectives have not been met provide details below: -

Goal / Objective

Reason not met

Confirm redeployment to continue Yes/No

Signed
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Date

REDEPLOYMENT TRIAL PERIOD RECORD SHEET — 12 Week Trial

Name:

Post:

Start Date:

End of Trial Period:

APPENDIX 5

Goals, Objectives and
Targets to be achieved by
the end of trial period

Review Meeting Date:
(4" week of employees
employment)

Progress made/concerns

Review Meeting Date:
(8t week of employees
employment)

Progress made/concerns

Final Meeting Date:

(11th week of employee
employment)

Progress made/concerns

Signed

Employee

Manager

Employee

Employee

Manager

Manager
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If any goals/objectives have not been met provide details below: -

Goal / Objective

Reason not met

Confirm redeployment to continue Yes/No

Signed
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Date
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