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[bookmark: _Hlk202964962]1. 	POLICY STATEMENT 

1.1 The Trust recognises that our employees are one of our greatest strengths and for a variety of reasons a number of posts and roles change or cease as we transform our workforce to meet the needs of the communities we service. This often is a result in Service re-design, where opportunities may be identified for career development pathways within and across Services to support areas of growth where these are projected.

1.2 Services will continuously consider areas where there is difficulty in recruitment or retention to determine the actions required to attract and retain people in these areas of work. Additionally, areas of expansion and skills shortages will continue to be reviewed.

1.3 This Policy and Procedures has been reviewed to support Career Change opportunities for employees within areas of Service expansion or where there are skills shortages and to enable the Trust to achieve and sustain a corporate and consistent approach to the transition or retention of employees where necessary under this policy.

1.4 The Trust recognises the importance of retaining a skilled and experienced workforce, and will seek to identify career development opportunities or to transition employees over to a suitable alternative post within the Trust wherever possible.

1.5 The Trust will work closely with our Community Planning Partners to support career change and in particular with further and higher education sectors.

1.6 The provisions of this Policy and Procedures will allow the Trust to support our workforce by:-

· Identifying career development opportunities for employees in areas of growth
· Addressing and supporting issues affecting individual employees in specific circumstances e.g. ill-health
· Providing opportunities for employees to develop skills to move into other roles
· Managing necessary reductions in certain areas of its operations
· Meeting our obligations under the Equality Act 2010
· Being aligned to the Workforce Strategy

2. 	INTRODUCTION 

[bookmark: _Hlk215052218]2.1	In respect of Career Change opportunities, where it has been identified by Strategic Leads, in discussion with the Director: Centralised Activities an agreed appropriate approach will be adopted to offer this opportunity to employees, tailored to each service areas as appropriate.

2.2	In respect of redeployment, employees with more than 2 years continuous service whose employment is being terminated will be considered for suitable alternative employment.  Employees with 2 to 4 complete years of continuous service will be placed on the Redeployment Register for a minimum period of 4 weeks. Employees with 5 or more complete years of continuous service will be placed on the Redeployment Register for 1 week for each complete year of continuous service, up to a maximum of 12 weeks.

2.3	In respect of redeployment this document should be read in conjunction with the Early Departure Policy and any other policies relating to redeployment e.g. Supporting Attendance at Work and Supporting Performance at Work Policy.

2.4	The Deployment and Career Pathways Policy and Procedures are applicable to all Trust Employees and Chief Officers with the exception of teaching staff who have their own procedures.

2.5	Where any change in service structure / staffing requirements results in a compulsory redundancy situation, in the first instance the Trust will aim to retain those employees concerned by considering the option of transitioning across to a suitable alternative post within the Trust. However, no guarantee can be made that any employee who has been given formal notice of redundancy/termination of employment will transition across to a suitable alternative post within their individual notice period.

3. 	RESPONSIBILITIES 

3.1 	Director: Centralised Services will have responsibility for overseeing, implementing and applying the Deployment and Career Pathways Policy and Procedures on a Trust-wide basis.

3.2	Strategic Leads will, through Service re-design, identify areas of growth or skills shortages for career development pathways. In the cases of redeployment for reasons identified in Section 8, Strategic Leads will seek alternative employment for employees within their own service in consultation with the Director: Centralised Activities at the earliest opportunity. Strategic Leads will work with their to ensure that as far as practicable employees are successfully retained in a suitable alternative post prior to the expiry of their notice period.

3.3	Employees will be expected to actively seek alternative employment within their notice period and will not be expected to refuse an offer of suitable alternative employment made by the Trust. They should also discuss their career aspirations with their manager at their B.E.S.T Review meeting.

4. 	GENERAL PRINCIPLES

4.1 	Employees who do not wish to be retained on the Redeployment Register should advise the Director: Centralised Activities, in writing, of their decision at the earliest opportunity.

4.2	The Director: Centralised Activities will maintain a register of employees who have been identified as having a right to be redeployed under this policy.

4.3	To afford our employees on the Register every opportunity, they will be given first consideration for all suitable vacancies which arise, following the order of priority outlined in Section 6.

4.4	The Trust’s ask of employees on the Register is that they actively seek alternative employment including applying in the usual way for any other vacancies advertised on http://www.myjobscotland.gov.uk which they deem suitable.

4.5	The inclusion of an employee on the Register will be wholly dependent on their circumstances. This will take regards to the following factors: date funding ceases; date service ceases; statutory notice period etc. and will be set in consultation between Human Resources and the relevant Service Manager at the point the employee is placed on the Register.   Their inclusion on the register will end should their circumstances change or at the point of the employees termination date. The notice of termination given will be 4 weeks for employees with 2 to 4 complete years of continuous service. A further 1 weeks notice will be given for each additional complete year of continuous service, up to a maximum of 12 weeks.

4.6	The employee will be advised accordingly and given appropriate notice of termination of employment by their Strategic Lead or nominee after liaising with the Director: Centralised Activities. The employee will have the right of appeal against the notice of termination of employment at this time. If a suitable alternative role has not been identified by the end of the notice period then their employment will be terminated by the Trust and they will be paid all relevant statutory payments due.

4.7	If an employee declines the offer of alternative employment, they will be advised that a further offer may not be forthcoming within the established notice period. Should the employee decline to take up the offer of any subsequent vacancies brought to their attention, their employment with the Trust will end on expiry of their notice period.

4.8	In the case of redundancy where the employee declines a reasonable offer of suitable alternative employment then the Strategic Lead in consultation with the Director: Centralised Activities will make a decision on the payment of redundancy based on the circumstances at that time.

4.9	In appropriate cases, services must ensure that relevant checks have taken place e.g. PVG/Disclosure Scotland vetting prior to any employee taking up a work trial or being offered an alternative appointment.

5. 	PROCESS – CAREER CHANGE

[bookmark: _Hlk202965730]5.1.	Where a post has been identified as an opportunity for career change, the Strategic Lead, in consultation with the Director: Centralised Activities will identify the minimum criteria e.g. skills, knowledge etc. required for the post.

5.2	The career change opportunity will then be advertised internally with the minimum criteria identified for the post. The Strategic Lead should provide details of what the post entails.

5.3	The successful applicant will be appointed to the post either on a temporary or permanent basis dependant on the requirement for a qualification to be obtained for the position.

5.4	If the employee is issued with a temporary contract for the post subject to the achievement of the required qualification, then if the qualification is not obtained within the agreed timeframe, the employee will either have the right to revert to their substantive post, if possible, or be placed on the Redeployment Register.

5.5	A training programme will be established for the employee to work towards gaining the necessary skills, experience and/or knowledge to undertake the full range of duties for the post. This training programme may include coaching, work shadowing or completion of the appropriate SVQ through in house assessment or college placement.

5.6	The rate of pay the employee will receive during their temporary appointment should be discussed with the Corporate Team and would be based on the expected duration of any training programme, the percentage of the duties the employee would be undertaking during this programme and the structure within Service.

6. 	PROCESS - REDEPLOYMENT

6.1.	It is important that the Director: Centralised Activities is provided as early as possible with the details of the employee(s) concerned to enable a pro-active response and a timescale for action to be established to support our employees. The employee will be advised in writing of the process and given appropriate notice of termination of employment by their Strategic Lead after liaison with the Director: Centralised Activities.

6.2	In order to consider all possible alternative employment opportunities, employees will be asked to complete a Personal Profile Form detailing their previous experience, skills and knowledge. This will allow the employee to appropriately outline the skills, talents and experience that could be transferred and beneficial to other areas of the Trust operation. Employees will be offered training on interview skills and retraining as necessary to assist them to find suitable alternative employment.

6.3	The Director: Centralised Activities will review the Person Specification and Job Outline of each vacancy against the Employee Personal Profiles of those employees on the Register with a view to their suitability for each vacant post.

6.4	Notwithstanding the order of priority outlined in section 7, where there are one or more employees on the Register who have been identified as being suitable candidates then these employees only will be interviewed for the post and an appointment made if they satisfy the interview panel that they meet the requirements of the post.

6.5	Employees will be able to undertake a work trial, normally for a period of 4 weeks, in the proposed new post to enable an employee and the service concerned to decide whether or not the post is suitable. During the work trial the employee, where applicable, will continue to be paid on their current basic contractual wage/salary by their substantive service. However, in cases where the funding of the previous post is exhausted during the work trial; or where the employee has exhausted their sickness allowance and is therefore not in receipt of pay; or where they have exceeded their period of notice during the work trial, then the employee will require to be paid the rate of pay applicable to the new post by the employing service.

6.6	Where a vacancy has been already been advertised prior to identification of a potentially suitable candidate on the Redeployment Register that meets the criteria of priority (i) Service Review, or (ii) Ill Health Capability, as outlined in Section 7, and interviews have not been arranged, the employee(s) on the Register should be considered in the first instance and, if suitable, offered a work trial. Other candidates, not on the Register, should be notified that the vacancy is on hold during this time and later notified that the vacancy is no longer available if the work trial is successful. Recruitment should continue in the usual manner if the work trial is unsuccessful.

6.7	Where a vacancy has been advertised prior to identification of a potentially suitable candidate on the Redeployment Register that meets any of the other criteria of priority, as outlined in Section 7, or interviews with other candidates not on the Register have already been arranged, recruitment should continue in the usual manner with the employee(s) on the Register who meet the essential requirements for the post interviewed and assessed in line with the Recruitment and Selection Policy and Procedures.

6.8	Where a previous vacancy has been filled and subsequently the original post, or another with the same job outline, falls vacant within a 13 week period from the date the candidate has been notified that they are the preferred candidate, Section 4.4 of the Recruitment and Selection Policy and Procedures states that the original applications may be reviewed by the interview panel to consider offering the post to the second choice applicant. Employees on the Redeployment Register should be considered in the first instance prior to consideration of second choice applicants and if suitable, offered a work trial.

6.9	Work trials may be extended by agreement beyond the normal 4 week period if an element of re-training is required for the new post.

6.10	Where the employee’s period of notice expires during the work trial, the notice period will be extended accordingly and the employee advised of the revised termination date.

6.11	A decision will be taken prior to the end of the work trial to establish whether or not the employee is suitable for the post. If deemed suitable by both the employee and Management then the employee will be formally offered the post on the salary grade, terms and conditions applicable to that post.

6.12	If an employee is deemed unsuitable at the end of the work trial or following a restricted interview then Management must advise their Director, in writing, of the reasons why the employee is not suitable with particular reference to the Person Specification and Job Outline for the post.

6.13	On receipt of this information, the Director, taking into account  all relevant factors, will consider what further action to take. This may include:  

· further discussion on the matter with the manager concerned;
· referring the matter to the Director: Centralised Activities for final determination;
· advertising the vacancy in accordance with the Recruitment and Selection Policy and Procedures.

Thereafter the Director: Centralised Activities will advise the employee of the final outcome and where appropriate they will revert to their former post and remain on the Register for the duration of their notice period unless another post is identified within that period.

6.14	Where an employee rejects an offer of employment deemed suitable by management then they will be advised  by the Director: Centralised Activities that a future offer may not be forthcoming within the notice period and that, in certain circumstances they may not be entitled to receive a redundancy payment. A decision on whether the employee will be entitled to receive a redundancy payment will be subject to consultation between the Director: Centralised Activities and the relevant Strategic Lead. The employee will be notified of any such decision and will have the right of appeal in the usual way.

6.15	Where the employing service advises that the employee is considered suitable for the vacant post, the employee will be issued with a formal offer of appointment to the post. The Council’s HR Business Partner will provide advice to the employing service on those occasions where it may be appropriate to issue Pension Form S20 (Certificate of Protection). Pension Form S20 will not be issued when an employee has been redeployed as a result of disciplinary action.

6.16	If an employee transfers to a temporary post then the Trust will continue to identify suitable alternative permanent posts. Whilst the employee remains in a temporary redeployed post then the Service can only backfill their post on a temporary basis unless approval is obtained by the Director: Centralised Activities.

7.	PRIORITISING REDEPLOYMENT

7.1	The redeployment of employees will be considered and prioritised under the circumstances outlined below:-

(i)	Service Re-design

Employees with more than two years continuous service whose employment is being terminated as a result of Service re-design.

The procedure to be followed on the transfer and matching of employees during a period of reorganisation can be accessed here: Transfer Matching Procedure

(ii)	Ill Health Capability
	
Where the Trust’s Occupational Health Advisor has recommended that an employee is unable to return to their current job due to health reasons and therefore should be considered for redeployment then it is crucial to ascertain from the Occupational Health Advisor the duties and posts which the employee may be fit to undertake.

A discussion will take place with the employee regarding the recommendations of the Occupational Health report and to discuss any redeployment options available. However, if the Trust’s Occupational Health Advisor has recommended ill health retiral or dismissal on health grounds, then the relevant procedure will be followed.

In the first instance, Managers should consider if any reasonable adjustments and supports can be made in respect of the employee’s current post and where this is not practicable whether there are any suitable alternative posts available within their own Service.

If there are no suitable vacancies then it is important that management notify the Director: Centralised Activities as soon as possible.

(iii)	Work Performance including Capability

Where an employee’s work performance does not meet the requirements of their post and all other avenues of redress have been exhausted and where disciplinary action is not appropriate, then redeployment would be considered.

In the first instance, management should consider whether the employee could be transferred to an alternative post within their own service. If this is practicable then the employee will be offered an appointment on the pay, terms and conditions of the new post.

If there are no suitable vacancies in their own service, then management should notify the Director: Centralised Activities as soon as possible to enable a timescale for action to be established.

For further information please see the Trust’s Supporting Performance at Work Policy. 

(iv)	Disciplinary Action

Redeployment arising as a result of disciplinary action will be determined on an individual basis based on the outcome of the Disciplinary Hearing.

Where it is deemed that transition to an alternative post is the most appropriate course of disciplinary action, it should be established if the employee could be transferred to a suitable alternative post within their own service in the first instance. If there are no suitable vacancies, then the Chair of the disciplinary panel must notify the Director: Centralised Activities as soon as possible to enable a timescale for action to be established.

The Director: Centralised Activities will undertake a Trust-wide review to establish if a suitable alternative post is available within the timescale concerned. If no posts are identified, then the Chair of the disciplinary panel will be advised accordingly, and the disciplinary panel will determine what disciplinary action should now be taken against the employee.

Where a suitable alternative post has been identified, the employee will be appointed on the pay, terms and conditions of the new post, but will retain the right of appeal under the Trust’s Disciplinary Policy and Procedures.

(v)	Disclosure Scotland and SSSC Requirements

Employees who as a result of the PVG/Disclosure (Scotland) vetting process are identified as no longer being suitable to continue in their current post may be entitled to be redeployed in the first instance, depending on the particular circumstances of the case.

If deemed appropriate, employees will be formally notified of any unsatisfactory outcome of the PVG or other Disclosure (Scotland) vetting process by their service and thereafter the redeployment process will be followed.

Employees in a regulated role, as defined by the PVG Scheme, who are referred for inclusion or placed on the Children’s or Adult Barred Lists may be considered for a post within the Trust which is not a regulated role, depending on the circumstances.

Employees who lose their SSSC registration, may be considered for transition to an alternative post within the Trust which does not require SSSC registration, depending on the particular circumstances of the case.

Employees will be formally notified by their service if they will be considered for redeployment.

(vi)	TUPE Lateral Transfer

Employees whose post is being transferred under the Transfer of Undertakings (Protection of Employment) Regulations (TUPE), who have expressed a wish to remain in the Trust’s service and not transfer to their new employer will be entitled to be redeployed under the TUPE Lateral Transfer Scheme where a suitable vacancy exists prior to the transfer date. Thereafter the redeployment process will be followed with the exception that the employees concerned will not be under any notice of termination of employment but will have a date for their TUPE transfer.

[bookmark: _Hlk202965794]8. 	TEMPORARY DEPLOYMENT

8.1.	Temporary Deployment is where employees are deployed to an essential job role due to shortages in our workforce. The job role will be one which they are appropriately trained for and capable of carrying out. The period of temporary deployment could last from a few weeks to a few months.

8.2	Temporary deployment may happen where there is an identified risk to the continuity of statutory services being delivered. Managers may seek volunteers, in the first instance, from within their own service to request their assistance. Those workers may have been identified by Strategic Leads as “non-mission critical” and can be deployed to alternative roles during emergency situations such as a pandemic.

8.3	Employees could be reassigned to:
· a different location;
· alternative duties at home or at a different location;
· undertaking a different job but one they are fully skilled to do;
· employees  may be asked  to  take on additional hours of  work if  they are part time/supply/casual;
· do part of a job or do a job they will be trained for or receive refresher training for.

9. 	PAY AND CONDITIONS 

9.1.	Every effort will be made to retain an employee within a post with an equivalent salary. However should this not be possible then the employee may be offered an alternative post which would be on the pay, terms and conditions applicable to that post.

9.2	Employees on the Redeployment Register will not be transferred into a higher graded post, except in exceptional circumstances.

9.3	Employees who incur additional travel expenses as a result of this policy to another work location will be entitled to claim excess travel in accordance with the Trust’s Excess Travel Expenses Scheme. The cost of the excess travel will be recharged to the employee’s former service.

9.4	Where an employee is redeployed to a post that requires SSSC registration, a PVG check, or other Disclosure (Scotland) vetting, then the fee will be met by the former employing service. 

9.5	Where appropriate, employees who are members of the Local Government Pension Scheme will have their pension rights protected for a special period through the issue of Pension Form S20 (Certificate of Protection).

[bookmark: _Hlk204763358]10. 	APPEALS PROCEDURE

10.1.	Where an employee is dissatisfied with an offer of redeployment, or where they are refused an opportunity to be redeployed to a specific post, they may raise a grievance under the Trust’s Grievance Procedure in the usual way before the expiry of their notice period.

11. 	COMPLAINTS

11.1.	Employees who feel that they have not been dealt with fairly under the Deployment and Career Pathways Policy and Procedures can raise a grievance under the Trust’s Grievance Procedure in the usual way.

12. 	RECORD KEEPING

12.1.	It is important that accurate record keeping is maintained throughout the redeployment process. All correspondence and documentation must be kept confidential in accordance with the General Data Protection Regulations (GDPR), the Data Protection Act 2018 and any subsequent forthcoming amendments.

12.2	A record of all redeployments will be retained confidentially within the Corporate team in accordance with the terms of the Trust’s Retention Policy. The content, nature and outcome of the redeployment process will also be summarised and used for statistical purposes and to establish patterns and consistency.

13.	B.E.S.T

13.1	This policy reflects the B.E.S.T qualities and behaviours which the Trust has agreed will be embedded within our employment policies to ensure that a more flexible approach is taken in respect of employees who wish to pursue other career opportunities within the Trust and support employees to secure suitable alternative employment.

[bookmark: _Hlk204767747]14.	EQUALITIES

14.1	Quality, Equality, Access and Partnership are the core values of the Trust and through the Council’s Equalities Forum we are committed to ensuring that all our employees including our BAME, disabled and LGBT+ employees have safe and supportive work environments to thrive and that Equalities is at the heart of everything we do. We do this by ensuring our Policies are clear and take account of all protected characteristics and will work in partnership with our employees, local communities, our wider equality partners and businesses to actively identify and end all forms of discrimination and gender based violence.

15.	REVIEW

15.1	This Policy will be reviewed at two yearly intervals in accordance with the Policy Review Schedule. The Policy will be assessed to determine whether a desktop or full review is required taking account of operational experience or impending legislative changes. In the event of significant changes affecting the Policy, the review will be brought forward.
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