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INSERT DATE

STRICTLY PRIVATE AND CONFIDENTIAL

ADDRESSEE ONLY
INSERT NAME
INSERT ADDRESS

Sent by Email to: (If applicable)
Dear NAME
Decision to Commence Redeployment

I write to confirm the outcome of our meeting held on DATE, which was also attended by NAME, HR Advisor. You were accompanied by NAME, Staff Side Representative OR you were unaccompanied but were happy for the meeting to continue.

The meeting has been arranged as it has been identified that you are unable to continue in your current role due to REASON and therefore redeployment to an alternative role needs to be considered. 

At the meeting we discussed and agreed (insert the detail of what was discussed and agreed at the meeting, along with the reasons for redeployment). (If relevant, detail Occupational Health advice such as restrictions, reasonable adjustments and any alternative support required).

NAME, (Senior) HR Advisor explained the redeployment process, which is outlined as follows:

Summary of the redeployment process:

A job search for a period of 8 weeks will be undertaken – this involves your HR representative, and yourself actively looking for alternative vacancies within this time frame.

During this time frame, if an alternative vacancy is found, the vacancy is placed on hold and you, the Recruiting Manager and HR representative would have an informal meeting to discuss the vacancy and person specification – Staff side can also be involved at this meeting.

Providing you have met the essential criteria of the person specification, or there is a reasonable bridgeable gap a redeployment trial would commence – this would normally be for a period of 4 weeks. We discussed that if you were on a graduated return to work then we may consider extending the trial period to ensure that you were given a fair opportunity (Include if relevant)  If not relevant, please delete.
At the end of the trial period another meeting will be held to discuss the trial and whether it has been successful. This will be dependent on the feedback from both you and the Recruiting Manager.  If the trial has been confirmed as successful you would be formally transferred across into the new role and department.  A change of contract letter will be issued to you to confirm the change by the Recruiting Manager.

If the trial is unsuccessful this will be confirmed in writing and the job search timeframe will recommence from when it was left off (e.g. if it took 2 weeks to find the first vacancy then there would be 6 weeks remaining etc. The trial period is not counted when looking at the timeframe). Again, if another vacancy is found then a second trial period would commence.   

If subsequent trial periods  are not successful or the 8 week period lapses and no alternative vacancy has been found then  myself and NAME, HR Advisor will meet to review and determine what action should be taken in relation to your continued employment. This may include: 

· In exceptional circumstances, extending the time period that the individual is on the Redeployment Register. 

WHERE REDEPLOYMENT IS ON ILL HEALTH GROUNDS
· In the case of individuals with a disability or ill health concerns, referring to Occupational Health for further medical guidance. 
· Examining the possibility of an individual applying for Ill Health Retirement under the NHS Pension Scheme where appropriate.

In cases where the redeployment process has been exhausted and no alternative employment found, a hearing will be set up in accordance with the relevant Employee Relations procedure to discuss the member of staff’s future employment. A possible outcome of this hearing is dismissal. The redeployment search will continue until the date of the hearing. 

You confirmed that you understood the process for Redeployment. You were given a copy of  the redeployment registration form at the meeting, which you were asked to complete and return. Please return this form together with a copy of your current CV to NAME, HR Advisor by DATE. It is important that this is returned by this date as this will enable your HR Advisor to find appropriate roles. 

It was confirmed that the redeployment process would commence from DATE. The Trust will support you to help identify alternative positions that match your skills, qualifications and abilities. You should review NHS jobs daily and ‘in the Loop’ notices and notify Human Resources or myself of any posts you feel may be suitable.

Your HR Advisor will be in touch regularly throughout the redeployment process.

I understand that this may be a difficult time for you and should you require support you can contact Staff support on 0121 371 7170, alternatively you can email staffsupport@uhb.nhs.uk.    

If you have any queries regarding any of the above or would like to discuss further, please do not hesitate to contact me.

Yours sincerely

Name

Job Title

Enc:
Redeployment factsheet for employees


Redeployment registration form

cc: 
Name of HR Representative, Job Title


Name of Union Representative, Job Title (if in attendance)
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