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1. Introduction 
 
NHS 24 is committed to protecting the security of employment for its staff.  In order to 
meet a number of organisational needs, it is essential that a clear redeployment policy 
be in place enabling staff to be redeployed to suitable posts within the organisation 
when an organisational need requires this, and in line with NHS 24’s agreed 
Organisational Change Policy. 
 
NHS 24 recognises the importance of having clearly defined and comprehensive 
procedures for dealing with redeployment and is fully committed to ensuring sensitive, 
open, fair and equal treatment of all staff affected by the changes.  The purpose of the 
policy is therefore to: 

 

 Assist the Executive Team in the forward planning of changes to service 
 delivery in order to ensure that the impact on staff affected by such change 
 is minimised;  
 

 Establish an agreed standard for dealing with the staffing implications of  
organisational change; matters relating to capability and non-renewal of 
fixed term contracts. 

 

 Ensure staff are treated in a sensitive, open, fair and equitable manner, 
 taking account of what is best for the individual and for NHS 24; 
 

 Ensure partnership working with staff representatives is an integral part of  
any redeployment process; 

 

 Ensure staff are aware of the options available to them if their post 
 becomes displaced; 

 

 Ensure that all managers and those in a leadership role within NHS 24 are 
 aware of their corporate responsibility to ensure consistency of treatment 
 and equality of opportunity for all staff; 

 

 Encourage managers and those in a leadership role to adopt a supportive 
 and sensitive approach when dealing with redeployment issues. 
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2.0 Principles and Values 

 
NHS 24 strives to be an exemplar employer and as such, the effective redeployment of  
staff gives the opportunity to be innovative, utilising fully the skills and experience of staff  
at all levels to respond to service and other challenges. It is recognised that the full co- 
operation of all staff, managers and staff representatives is required to ensure that the  
redeployment process is followed consistently and timeously across the organisation. 
 
NHS 24 aim, therefore, to ensure that all staff members are treated in a fair and 
equitable manner and with dignity and respect in accordance with the organisational 
values set out in the NHS Scotland Workforce 2020 Vision Plan. 
 
This policy is intended to set out the principles and process for managing the people 
implications of organisational changes, matters relating to capability and non-renewal of 
fixed term contracts.  The policy sits firmly within the framework of Agenda for Change 
Terms and Conditions and other overarching Human Resource policies. 
 
Redeployment opportunities will be sought for all redeployees across NHS 24 and 
redeployees will have the right to be considered preferentially for suitable alternative 
posts.  No vacancy will be advertised internally or externally until it is established that it 
does not present a suitable alternative role for a displaced staff member.  The purpose 
of redeployment is to preserve employment.  As such, exploration of suitable alternative 
employment opportunities will ordinarily only involve posts at the same or lower pay 
band/grade as the post from which the affected staff member was displaced.  An 
exception to this may occur where a staff member is disabled under the Equality Act 
2010 and is displaced from their original post due to their disability.  In such 
circumstances, consideration of higher banded posts may amount to a reasonable 
adjustment. 
 
Decisions in relation to suitable alternative employment opportunities will be made 
objectively and without prejudice.  A decision not to appoint must be based on evidence, 
which will withstand objective scrutiny, that the individual does not meet the identified 
essential criteria required for the role and would be unlikely to be able to do so following 
reasonable training and support.  In the case of staff who are disabled under the 
Equality Act 2010, where the essential criteria required for the role amount to a 
provision, criterion or practice which puts the staff member at a disadvantage due to his 
or her disability when compared with non disabled staff, the employer will make such 
adjustments to the role as are reasonable. 
 
This policy encourages the effective use of redeployment and is based on best practice 
detailed in the national Partnership Information Network (PIN) Redeployment Policy and 
Practice.   
 
The General Data Protection Regulation (GDPR), which is in force from 25 May 2018, 
requires employers to comply with principles for processing personal data, including 
protecting against unauthorised access of personal data. Personal data that is 
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inappropriately accessed or disclosed may constitute a data breach. The GDPR requires 
organisations to keep a record of all data breaches and, where the breach is likely to 
result in a risk to the rights and freedoms of individuals, the organisation must notify the 
Information Commissioner within 72 hours of becoming aware of the breach. If the data 
breach results in a high risk to the rights and freedoms of individuals, those individuals 
must be notified without undue delay. 
 
 

3.0 Definition 
 
Redeployment for the purpose of this policy and procedure is the process of securing 
suitable alternative employment for staff displaced as a result of organisational change 
or service change, matters relating to capability,  or in advance of non-renewal of a fixed 
term contract or in other circumstances where NHS 24 determines that redeployment 
may be appropriate.  The process by which staff access different forms of redeployment 
may vary and individual staff entitlements within this may differ.  Redeployment in other 
circumstances will be by exception (all other alternatives having been exhausted), and 
will be determined on an individual case by case basis, ensuring that the principles of 
fairness and consistency of approach are applied. 

 

4.0 Glossary of Terms 
 

“Redeployee” 

 

A redeployee is a staff member who has been identified as being displaced and who has 
been placed on the Redeployment Register as a result of organisational change, 
matters relating to capability and non-renewal of fixed term contracts. 

“Displaced” 

A member of staff who holds a substantive permanent post (or holds one of several 
broadly similar posts) which is substantially altered or likely to disappear (or be reduced 
in numbers) as a result of the organisational change or service change, or the staff 
member is unable to undertake the duties of the substantive post. 

 

“Equivalent posts”  
 
Posts of the same grade or fulfilling similar functions or posts with similar job or role 
descriptions to the existing post held by staff at risk. 

 

“Vacant Post” 

A post newly created, recently vacated or emerging from the organisational change or 
service change. 
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“Suitable Alternative Employment” 

For a vacancy to be ‘deemed suitable’ for a Redeployee there must be, at a minimum, a 
‘basic skills match’ between the requirements of the vacancy based on the job 
description and the current skill level of the individual.  

 

"Matching" 

NHS 24 will take steps to ensure the process of matching displaced staff with potentially 
suitable alternative employment is carried out efficiently, effectively and fairly 
coordinated.  This includes compliance with the Equality Act 2010.  

 

5.0 Scope 

 
The policy applies to all staff employed by NHS 24  
 
5.1 The policy applies equally to all staff within NHS 24 irrespective of race, disability, 

gender, sexual orientation, religion or belief, age, gender identity or gender 
expression, partnership status, political conviction, and membership or non-
membership of a trade union/professional organisation pregnancy or maternity, 
marriage or civil partnership.  

 
5.2 The policy applies to staff that are displaced due to organisational change or 

service change, matters relating to capability, non-renewal of a fixed term contract 
or in other circumstance.  This may be as a result of a large-scale organisational 
change or smaller reviews and changes within directorates or departments.  

 
5.3 NHS 24 is fully committed to ensure the process of securing alternative 

employment is carried out fairly and sensitively and when necessary in accordance 
with NHS 24’s Organisational Change Policy.  Consideration will be made as to the 
staff member's particular circumstances, particularly in which protection of terms 
and conditions does not apply, for example capability. 

 
5.4 Throughout all stages of this policy and procedure staff have the right to be 

represented by a staff representative, or accompanied by a fellow member of staff 
not acting in a legal capacity. 

 

6.0 Legal Framework 

 
The main legislation related to Redeployment is set out below: 

 

 Employment Rights Act 1996 

 Fixed Term Employees (prevention of less favourable treatment)  
Regulations 2002. 



NHS 24 Redeployment Policy       Version 4.2 

 NHS 24 Redeployment Policy  Page 6 of 29 

 Trade Unions & Labour Relations (Consolidation) Act 1992 

 Transfer of Undertakings (Protection of Employment) Regulations 1987 
 (TUPE) 

 Health & Safety at Work Act 1974 

 The Equality Act 2010  

 National Agenda for Change Terms & Conditions of Employment 
 Staff governance legislation  
 
 

7.0 Application of the Policy 

 
 
If a need for redeployment arises then NHS 24 has a legal duty to ensure that any offer 
of redeployment is reasonable. 

 

Both managers and staff are expected to maintain a flexible, co-operative outlook when 
considering redeployment options. In exploring redeployment as an option, NHS 24, HR 
and individual managers must be able to evidence that the listed criteria of the job 
description has been considered before a post is offered as suitable alternative 
employment. Redeployment options will be considered as part of NHS 24’s wider 
workforce planning process. 

Overall, it is recognised that there has to be a strategic management of vacancies to 
ensure that no suitable vacancies are filled which could be available for staff who are 
subject to redeployment. Detail of the steps contained within the Redeployment 
Procedure can be found in Appendix 4. 

 

8.0 Partnership Approach 

 
NHS 24 recognises it has a statutory obligation to consult with staff representatives. 

 
NHS 24 acknowledges the right of staff to be involved in decisions that affect them, 
particularly during periods of organisational change.  Accordingly, staff representatives 
will be involved at all stages. 
 

9.0 Main Roles and Responsibilities 

 
When the process of redeployment has begun the following roles and responsibilities 
will be expected of the individuals outlined: 
 
9.1 Managers of Displaced Staff 
 

 Ensure that they are aware of their role and responsibilities under the policy. This will  
 include: 
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 Supporting redeployees to complete the Redeployment Skills Profile Form; 

 Seeking appropriate opportunities for redeployees to move to alternative  
 posts within the organisation; 

 Holding regular formal review meetings with the redeployee as stated in 
 this policy; 

 Supporting staff fully during the redeployment process 
 

 Ensure that there is no unreasonable delay in enabling staff to access the  
 Redeployment Policy where it is identified that they are to be displaced. 
 

9.2 Managers Recruiting to a Vacancy 

 Ensure that applications for posts from amongst displaced staff are  
 considered without prejudice, and that any failure to appoint from amongst such 

applicants is justified on the basis that they would be incapable of undertaking the 
role (even with a short period of additional training) by not meeting the identified 
essential criteria, and that such a decision is evidenced. 

 Ensure that any concerns/issues are raised as soon as possible during any trial 
 period, in order to enable early discussion and with a view to potential resolution. 

This should be evidence through regular formal one to one meetings and 
documented on the pro forma within Appendix 2, Record of Trial Period.  

 

9.3 Staff Members 

 Ensure that they are aware of both their rights and responsibilities under the policy. 

 Ensure that they fully engage with the redeployment process, particularly ensuring 
 that they reasonably apply for any potentially suitable alternative roles to which they 

are matched.  This will include but is not limited to: 
 
 Completing the Redeployment Skills Profile Form (Appendix 1); 
 Frequently and regularly reviewing details of current vacancies; 
 Assisting in identifying any suitable vacancies; 
 Preparing for interviews and selection processes; 
 Not unreasonably turning down an offer of suitable alternative employment, it 

should be noted that staff who unreasonably refuse may lose any subsequent 
entitlement to redundancy pay; 

 Participating fully in any training and/or development required in order to 
undertake alternative employment.     

 

 Ensure that any concerns/issues are raised as soon as possible during any trial  
 period, in order to enable early discussion and with a view to potential resolution. 
 

9.4 Trade Union/Staff Representatives  

 Advise their members on their rights and responsibilities under the policy; 
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 Support their members throughout the process; 

 Participate in the monitoring and review of the policy. 
 

9.5 HR (including the Redeployment Advisor) 

 Ensure that the policy is implemented fairly and consistently; 

 Provide advice to key stakeholders at all stages of the process; 

 Maintain a register of Redeployees;  

 Facilitate training opportunities for displaced individuals where possible in order to 
widen the scope of potential suitable alternative vacancies; 

 Ensure that all vacancies are advertised amongst displaced staff in the first instance, 
with a decision to advertise more widely only being taken in circumstances where an 
appointment cannot be made from amongst this group; 

 Ensure that appropriate matching of displaced staff to potential suitable alternative 
vacancies takes place;  

 Provide information in relation to Redeployees to the redeployment panel (RP) and 
liaise with RP as required;  

 Ensure managers are advised of any need to prioritise a particular candidate, where 
more than one is appointable, in order to comply with legislation. This may occur in 
circumstances where there is no legal obligation to explore suitable alternative 
employment in respect of one of the candidates alternatively where such a legal 
obligation exists in respect of both candidates the Redeployment Advisor will advise 
on  the appropriate recruitment process;  

 Monitor and scrutinise applications and appointments from amongst displaced staff, 
intervening where necessary. 

 
9.6 Redeployment Panel 
  

 To consider relevant information and identify suitable matches;    

 To inform the Redeployment Advisor of identified matches; 

 To review information relating to identified matches not taken forward; 

 To provide reports on a regular basis to Executive Team Employee   
 Relations Group or any other committee as appropriate. 

 

9.7 Occupational Health 

Provide prompt, comprehensive advice to inform the matching process as to ‘suitable 
alternative employment’ and advice on any reasonable adjustments (seeking additional 
external advice where necessary), where such advice is sought.  
 
9.8 Employee Assistance Provider (HELP) 

 

 To provide further support and assistance to staff during the redeployment 
process, confidential advice, support and counselling. Services are available via 
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the telephone or internet 24 hours per day, 7 days per week.  

 
Telephone:   0800 032 98495670 
Website:    www.sg.helpeap.com 
Web-based support:  www.sg.help.wellbeingzone.co.uk 
Wellbeing zone sign up code: SG 

 
 

10.0 Redeployment Skills Profile Form 
 
All staff confirmed as having redeployment status will be required to complete the 
Redeployment Skills Profile Form (Appendix 1). This information will be used to match 
staff to potential suitable alternative employment opportunities and should be completed 
as fully as possible. Staff may choose to refer to Turas for their outline for evidence and 
assistance in completing their skills profile form. Staff will be supported to complete it by 
their line manager in the first instance. Should further support be required, this will be 
provided by the Redeployment Advisor.  
 
NHS 24 recognises that some staff may be unable to complete the form in writing, for 
example, due to a disability.  In such circumstances, staff should discuss their 
requirements with their line manager or local Human Resources representative in the 
first instance.  The line manager or Human Resources representative will be responsible 
for the completion of the form and obtaining the staff member's signature. 

 

11.0 Suitable Alternative Employment. 

11.1 Consideration must be given to the likelihood of suitable alternative employment 
arising within a reasonable time frame. 

A defined above, suitable alternative employment is: 

 “For a vacancy to be ‘deemed suitable’ for a Redeployee there must be, at a 
minimum, a‘basic skills match’ between the requirements of the vacancy based 
on the jobdescription and the current skill level of the individual.” 

A matching process will be undertaken by a panel (see Appendix 4), who compare 
essential criteria of applicable posts with the knowledge, skills and experience of the 
Redeployee.  Where a staff member is disabled vacant posts at a higher pay 
band/grade may be eligible for consideration, in compliance with Equality Act 2010.  

 

The test of whether an offer or offers are reasonable is usually judged in Employment 
Tribunals on 3 main criteria, which are:  

 

 Location(s) of the post – this must be within reasonable travelling distance 
from the staff member’s home and take account of general circumstances. 

 

http://www.sg.helpeap.com/
http://www.sg.help.wellbeingzone.co.uk/
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 Capability – the duties of the post must be within the capability of the staff 
member, or could be after some appropriate retraining. 

 

 Terms and Conditions – these should be broadly similar to the staff 
member’s current terms and conditions. 

 

11.2 In line with the Partnership approach adopted to date, a number of other factors 
will also be taken into account in considering reasonable redeployment options 
for a staff member such as: 

 

 Travel Arrangements in line with excess travel arrangements, which could 
include bus passes, rail cards etc. 

 

 Shift patterns in line with service needs should be maintained, however 
this will not always be the case. 

 

 Appropriate Training Provision – reference should be made to a staff 
member’s current PDP and/or Turas outline and the Turas outline for any 
potential post in considering whether retraining is a viable option (such an 
option may include SVQs or access to appropriate further education).  
 

 Compliance with Working Time Regulations 
 

 Special Class Status – staff should have the option of not being matched 
against vacant posts which do not attract special class status. 

 

11.3 Redeployees maybe appointed temporarily for development purposes or in a 
holding position, retaining their employment status, where appropriate, until 
suitable alternative employment becomes available. To be clear a staff member is 
not giving up permanency of employment where the employer offers a fixed term 
post as suitable alternative employment. Permanency of employment will only be 
lost where an individual of their own volition chooses a fixed term role, which the 
employer does not consider suitable alternative employment, (unless clearly 
demonstrated that a suitable alternative will not arise within a relevant period of 
time, as per the Redeployment Review Process).  

 

11.4 Staff are not prevented from applying for posts deemed not to be a match by the 
Redeployment Panel. However, staff should be aware that should they be 
successful in voluntarily applying for such posts, and where there is not a match 
in terms of organisational change protection of terms and conditions, the terms 
and conditions of the new post will apply. 



NHS 24 Redeployment Policy       Version 4.2 

 NHS 24 Redeployment Policy  Page 11 of 29 

 
11.5 Alternatively, should a staff member unreasonably refuse to take on what the 

Redeployment Panel consider to be a realistic and reasonable work role, then 
Management reserve the right to terminate the contract of employment with 

notice.  

 
11.6 Where a suitable alternative employment opportunity is offered but refused,  

further involvement in the redeployment process will be dependent on there being 
acceptable reason(s) for that refusal. The Deputy Director of Human Resources 
(or designated senior manager), will make the decision in this respect in 
conjunction with the Employee Director.  If it is considered that the displaced staff 
member has unreasonably refused suitable alternative employment opportunities 
to which they have been offered, a decision may need to be taken to convene a 
meeting to consider termination of employment.   

 
11.7 A staff member who is displaced because of Organisational Change, as defined 

in the NHS 24 Organisational Change Policy and who is redeployed to a post with 
less favourable terms and conditions will be entitled to receive protection in 
accordance with the national and NHS 24 Organisational Change Arrangements. 

 
Where a staff member is placed in a lower graded post, they will remain on the 
register with every effort being made to secure a similar graded post to their 
previously substantive one.  
 
 

12.0 Matching Process 

 
Before a staff member is placed on the Redeployment Register, consideration requires 
to be given to the likelihood of a suitable alternative role arising within a reasonable 
period of time, which should be limited to 3 months in the first instance (the access 
period). If it can be clearly demonstrated that this will not be the case, a decision may 
need to be taken to convene a meeting to consider if it is reasonable that the 
organisation continues their employment. 
 
If, after the access period a staff member has not been matched into a suitable post, a 
formal review of the position should be made with the option of extending the period of 
access depending upon whether suitable alternative employment opportunities have 
arisen or are likely to arise within the immediate period thereafter.  Prior to and during 
the access period meetings will take place as required, between the line manager, HR 
and the staff member (and where requested a relevant representative not acting in a 
legal capacity).   The likelihood of suitable alternative employment being found for the 
redeployee will be considered as well as the redeployee's commitment to the 
redeployment process.  At the initial meeting the staff member's rights and 
responsibilities will be discussed, in line with NHS 24 policy and process, including 
exploration of transferrable skills, training and opportunities.  Subsequent meetings 
should review progress in obtaining a suitable alternative role, with a view to reaching a 
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decision at the end of the access period (if no such role had been secured) as to 
whether it should reasonably be extended.  
 
A staff member who considers a match is not suitable at any point, including following 
discussion with the hiring manager or during any subsequent trial period, will be required 
to provide an explanation.  If a staff member unreasonably refuses suitable alternative 
employment, a decision may need to be taken to convene a meeting to consider 
termination of employment, in line with relevant NHS 24 policy.   
 
Whilst every effort will be made by the organisation to find a suitable alternative post for 
a redeployee, there may, in exceptional circumstances, be situations where 
redeployment is not possible.  If these situations, voluntary redundancy maybe 
considered as an option for the Redeployee, in line with the NHS 24 Organisational 
Change policy.  (Please refer to Appendix 1 of the Organisational Change Policy – 
Organisational Change flow chart). 
 

 

13.0 Trial Period 

 
Staff redeployed into an alternative post will be entitled to a trial period in the new post. 
Employment legislation allows for a statutory trial period of 4 weeks. This is to allow both 
the staff member and line manager an opportunity to fully assess the suitability of the 
post and to address any difficulties, which may arise. Depending upon the nature of the 
post and whether training and development are required a further 4 week extension may 
be agreed at the outset of the appointment.  This is to allow the staff member and 
recruiting manager to determine whether the alternative post is suitable.  In exceptional 
circumstances, extension of a trail period may be considered if necessary thereafter.  
 
Staff will retain the pay band/grade of their earlier post during the 4 week trial period 
(where the pay band/grade of the new post is lower), unless the trial is extended beyond 
the 4 week trial, in which case the staff member will be paid at the rate of the new post.  
An exception to this may occur where a staff member is disabled under the Equality Act 
2010.  Where the trial is satisfactorily completed, the staff member will revert to the pay 
band/grade for the new post (where appropriate).   
 
The line manager will meet with the staff member on a weekly basis during the trial 
period to review progress. If at the end of the trial period, or at any point during it both 
the staff member and manager confirm its suitability a formal offer for the post will be 
made.  
 
If at any time within the trial period it is mutually agreed, following initiation by either the 
new line manager or the member of staff, and for good reasons, that the new post is 
unsuitable, the member of staff will be placed back on the redeployment register.  
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14.0 Temporary Redeployment 
 
 Displaced staff may be appointed temporarily for developmental purposes or 
 in a holding position, retaining their employment status, where appropriate, until a 
 suitable alternative employment opportunity becomes available. 
 
 In circumstances in which a permanent staff member is matched by the 
 organisation to a temporary or fixed term post, they will retain their  permanent 
 employment status. 
 

 
15.0 Staff on Fixed Term Contracts 
 
15.1 Suitable alternative employment opportunities should be explored in all instances 

of non-renewal of a fixed term contract upon expiry.  NHS 24's Fixed Term 
Workers Procedure should be followed. 

 
15.2 Access to redeployment may be granted in the case of all non-renewal of a fixed-

term contract upon expiry.  Where  non-renewal of a fixed-term contract meets 
the definition of redundancy in line with the Fixed Term Employees Prevention of 
Less Favourable Treatment  Regulations 2002, (irrespective of whether a 
redundancy payment would be due), the rules surrounding organisational change 
protection of terms and conditions will apply in terms of exploring suitable 
alternative employment. 

 
15.3 The access period for staff displaced as a result of non-renewal of a fixed-term 

contract will be for a period of no less than the contractual notice period, and no 
more than 3 months (with the notice and access periods running concurrently 
where relevant).  Where the notice period is greater than 3 months, the access 
period will start 3 months before the fixed-term contract end date. 

 
15.4 As will be discussed during the Expiry of Fixed Term Contract Meeting (outlined 

in the Fixed Term Policy), if the staff member has not secured an alternative post 
prior to the end of their notice period their employment will terminate (in line with 
guidance provided in section 12. Redeployment Review Process). 

 
15.5 It may be necessary to extend the fixed-term contract to facilitate a trial period 

(with termination taking effect thereafter if the trial period proves unsuccessful). 
 
 

16.0 Appeal/Grievance Procedure 

  
Where a member of staff feels that the policy has not been implemented correctly and 
they have been disadvantaged; they can raise their concerns through NHS 24’s 
Grievance Policy.  
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17.0 Equal Opportunities 

 
The Policy will be impact-assessed and monitored for its effects in terms of equality and 
diversity. 
 
 

18.0 Monitoring and Review 

 
Successful redeployment of staff is important and processes and outcomes will be 
monitored and evaluated by the Human Resources department.  
 
The Deputy Director of Human Resources will have overall responsibility for the 
maintenance and operation of this policy, and will liaise as necessary with the Executive 
Team and the Board of NHS 24. 
 
This policy will be reviewed in Partnership on a 2-yearly basis. 
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APPENDIX 1 

STRICTLY CONFIDENTIAL 
NHS 24 REDEPLOYMENT SKILLS PROFILE FORM 

 

 Name: 

Correspondence Address: 
 
 
 

E-Mail Address: 

Telephone No: Fax No:  

  

Current Job Title: 
 
Pay Band/Grade: 

Current Contracted Hours & 
Working Pattern: 
 
 

Department:  

Location:                              

Start Date with NHS: 
Start Date with NHS 24: 

 

  

Qualifications: 
 
 
 
 

Willing to undertake training?  

Current Skills & Experience:                                         Previous Skills & Experience: 
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Location of alternative employment considered (indicate preference if desired): 

A: 
 

B: 
 

C: 
 

D: 
 

 

Job types/posts considered: 

1: 
 
 

2: 
 
 

3: 
 
 

4: 
 
 

Preferred hours of work:  
 
 

Hours cannot work: 

Are you able to increase/reduce your hours of work (please specify)? 
 
 

Are you considered disabled under the Equality Act 2010?          Yes/No* 
*delete as appropriate 

 
Current activities/courses 

 
Planned activities/courses 

 
Desired activities/courses 
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Do you have any other information that you feel may help? 
 
 
 
 
 
 

Would you wish to be reconsidered for redeployment elsewhere within NHS Scotland if 
this could be arranged although no formal arrangement currently exists: 
 Yes / No 

If yes - do you agree to your details being passed to other NHS organisations?                  
Yes / No 
 
 

To be signed by staff member: 
 

 
Name (please print in block capitals): _______________________________________ 
 
 
____________________________                               _______________ 
Signature of staff member                                             Date 

 

To be signed by the Line Manager: 
 
 
Name (please print in block capitals): _______________________________________ 
 
 
____________________________                               _______________ 
Signature of Line Manager                                             Date 
 
Position: _____________________________________ 
 

 

Data Protection 
 
In line with The Data Protection Act 1998 all information contained on this form will be 

utilised only for redeployment purposes. 

 
Following completion the Individual Line Manager to send to Redeployment Advisor.  
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APPENDIX 2 

Record of Trial Period 
 

The following template should be used to capture the weekly review meetings between  
Line Manager and Redeployed in terms of progress and any issues made within staff 

members time in the post 
 

Name: _________________________________________    Date: ________________ 

Trial Period Post: _______________________________________________________ 

Date Trial Commenced: ____________________________ 

Training Need Identified:              Yes                          No  

If yes type of training: 

_____________________________________________________ 

______________________________________________________________________ 

Detail of Courses: _______________________________________________________ 

______________________________________________________________________ 

 

Review Date: ___________________________________________________________ 

Present at Meeting: ______________________________________________________ 

______________________________________________________________________ 

Manager’s Comments: ___________________________________________________ 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

_____________________________________________________________________ 
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Staff Member’s Comments: 

__________________________________________________ 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

 

Staff Member’s Signature: 

___________________________________________________ 

Manager’s Signature: ____________________________________________________ 

 
These forms should be retained by the Line Manager and collated for the duration of the 
Trial Period. 
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APPENDIX 3 

Record of Redeployment Register Details 

Name: _________________________________________    Date: ________________ 

Substantive  Post: _______________________________________________________ 

Date staff member joined the Redeployment Register: 

_____________________________ 

Present at Meeting: ______________________________________________________ 

______________________________________________________________________ 

 

Has a Skills Profile Form been completed:              Yes                          No  

If yes, date completed: _________________________ 

 

Has the staff member undertaken any trial periods:              Yes                   No  

 

3 Month Initial Meeting 

Current Department: _____________________________________________________ 

Current Role: ___________________________________________________________ 

Dates:       From ____________________   To _______________________ 

Actions that have been taken forward since being placed on the register:  

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

Support that has been identified: ___________________________________________ 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

______________________________________________________________________ 
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6 Week Meeting – Date:______________ 

Current Department: _____________________________________________________ 

Current Role: ___________________________________________________________ 

Dates:       From ____________________   To _______________________ 

Actions that have been taken forward since being placed on the register: 

______________________________________________________________________ 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

Support that has been identified: ___________________________________________ 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

 

6 Week Meeting – Date:______________ 

Current Department: _____________________________________________________ 

Current Role: ___________________________________________________________ 

Dates:       From ____________________   To _______________________ 

Actions that have taken place since on register: ________________________________ 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

Support that has been identified: ___________________________________________ 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 
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Have training needs been identified:              Yes                          No  

If yes type of training _____________________________________________________ 

______________________________________________________________________ 

Has training been provided:              Yes                          No   

 

Manager’s Comments: ___________________________________________________ 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

 

Staff Member’s Comments: 

__________________________________________________ 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

 

Staff Member’s Signature: _________________________________________________ 

Manager’s Signature: _________________________________________________ 
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APPENDIX 4 – Matching Procedure 
 

 All vacancies will be notified to the Redeployment Advisor by the 
 Workforce Planning and Development team on receipt of a fully 
 authorised Recruitment Authorisation Form; 
 

 A redeployment matching panel will be established to manage the   
matching of redeployees to suitable vacant posts.  The panel is authorised 
to match redeployees to vacancies, liaise with the manager of the 
vacancy, and then make offers of redeployment directly to the redeployee 
where appropriate; 

 

 The matching panel will comprise of up to 2 Senior Managers and up to 2 
nominated Staff Side Representatives, however due to the time sensitive 
nature of this process, decisions will be taken by panel member present at 
the panels.  
 

Posts which are an exact match 
 
 Where this is a vacancy that is deemed to be an exact match for the   
 displaced staff member, they will be automatically matched into the post.  An 
 exact match is a post which is: 
 

 At the same pay band/grade and has the same skills set; and 
 

 At the same location or within reasonable travelling time (e.g. within 1 
 hour), subject to the availability of public transport; and, 

 

 With comparable terms and conditions of employment (hours, shifts, etc.) 
 

 In these circumstances the displaced staff member will be allocated to the post 
and the redeployment coordinator (or locally determined alternative) will make the 
necessary arrangements for integration and induction into the work area.  The 
redeployment coordinator (or locally determined alternative) will seek advice from 
the manager of the displaced staff member and the manager recruiting to the 
vacancy, as appropriate, if they require clarification on transferable skills and 
relevant experience. 
 

 Staff who dispute the outcome of the matching panel have the right to 
appeal to the Redeployment Panel.  This appeal must be made in writing 
and must be received by the Redeployment Panel within 14 days of 
notification of the outcome.  
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 The panel will meet on a regular basis to consider vacancies and identify 
potential matches as determined by the level of vacancies and number of 
staff placed on the redeployment register at any given time;  

 

 If no match has been made, the recruitment team will be informed  and 
the vacancy may be filled following normal recruitment process; 

 

 If a full skills match is made, the vacancy would be ‘deemed  suitable’ and 
the redeployee will be issued with a copy of the job description for review 
and asked to confirm that they feel the post is suitable alternative 
employment;  

 
If the staff member has been skills matched to the role and they have 
agreed that the post is suitable alternative employment, they should be 
appointed to the post for a trial period as described within the policy.  In 
these circumstance, hiring mangers must accept the Redeployee for the 
trial period unless they can provide a detailed explanation as to why the 
staff member is not suitable for the post.  

 
Posts which are not an exact match 
 
 For an alternative vacancy to be deemed suitable there must be at a 
 minimum, a basic skill match between the requirements of the vacancy, 
 based on the essential criteria in the person specification, and the skills 
 and experience of the individual.  If no specific skills or qualifications are 
 required, experience in a similar role/environment will be deemed 
 desirable. 

  
  If a full skill match does not exist, the vacancy would be deemed suitable  
  if it were agreed at the outset that, after a reasonable period of training,  
  one would exist.  This should ensure that there is no excessive delay in the 
  candidate being able to undertake the core duties of the post. 

 

 If a full skills match is not made but it is agreed at the outset that after a  
reasonable period of training and trial period the individual would be able 
to undertake the requirements of the role, the redeployment will progress 
as if a full skills match has taken place; 
 

 If a full skills match is not made but it is determined that an individual has  
the potential to undertake the role with a significant amount of training and 
trial period, the individual will be offered an interview with the hiring 
manager and interview panel to determine final suitability; 
 

 In these circumstances, interviews will be arranged with the hiring 
 manager as per the normal Recruitment process;  
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 Where more than one candidate is matched to a vacancy, the hiring  
  manager and interview panel will formally interview all candidates. 
 
Prioritisation 
 
It is recognised that circumstances may arise whereby a vacancy presents a 
potential suitable alternative employment opportunity for more than one displaced 
staff member.  Where the reasons for displacement of such staff members differ, 
it will be necessary to prioritise in terms of the order in which such individuals are 
considered for the vacancy, with managers only being asked to consider further 
matched staff where appointment form amongst those with a higher priority has 
been reasonably refused. 
 
In general terms, the order of prioritisation (from highest to lowest) will be as 
follows: 
 

 Staff displaced on grounds of organisational change 
 

 Staff displaced on grounds of capability 
 

 Fixed-term staff displaced on grounds of non-renewal of their contract 
upon expiry (where termination of employment meets the definition of 
redundancy) 
 

 Other fixed-term staff displaced on grounds of non-renewal of their 
contract upon expiry 

 
While the above will be correct in general terms, it will not apply in every case.  
Boards should take particular care, for example, where a staff member displaced 
is disabled for the purposes of the Equality Act 2010 or in circumstances where a 
local decision is taken to explore suitable alternative employment for a staff 
member displaced for reasons other than those set out above. 
 
Staff is not prevented from applying for posts deemed not to be a match. 
However, staff should be aware that should they be successful in applying for 
such posts, and where there is not a match in terms of organisational change 
protection of terms and conditions, the terms and conditions of the new post will 
apply.  Where a staff member is redeployed to a post where protection does 
apply, they will continue to be matched to subsequent vacancies, which arise.  
Ongoing protection will be conditional upon acceptance of any future suitable 
alternative employment offered, which presents a more exact match in relation to 
their protected terms and conditions of employment. 

 

 Protection of terms and conditions of employment (as well as 
reimbursement of excess travel and relocation expenses), will apply 
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as per national policy and the Redeployment PIN Policy.  Protection 
of earnings does not apply to redeployment in the case of capability. 

 

 In cases where pay protection does not apply and as a result a 
displaced staff member takes up suitable alternative employment on 
lower earnings than those prior to being displaced, members of the 
NHSScotland pension scheme may be able to preserve their 
pension benefits at the time of this change, subject to meeting the 
relevant eligibility criteria (see http://www.sppa.gov.uk). 

  



NHS 24 Redeployment Policy       Version 4.2 

NHS 24 Redeployment Policy  Page 27 of 29 

 

APPENDIX 5 
We would be grateful if you could complete this short questionnaire. The information collected is used to monitor and 
develop the redeployment process. 
 

The Process  
Strongly 
Agree 
 

 
Agree 

 
Not 
Really 

 
Disagree 

 
Strongly 
Disagree 

 
N/A 

 
Comments 

I was given sufficient notice of 
the changes to my job 

       

The redeployment process 
was explained clearly to me 

       

I was given adequate time to 
deal with the issues relating 
to redeployment 

       

I understood the options that 
were available to me 

       

I found the one to one 
interview about my 
preferences helpful 

       

I was asked to identify 
preferred options 

       

All appropriate posts were 
brought to my attention 

       

I understood how to apply for 
a post during redeployment 

       

I understood how 
redeployment would affect my 
terms and conditions 

       

The protection arrangements 
were explained clearly to me 

       

I was successful in obtaining 
my preferred option 
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I felt that I was treated equally 
throughout the process 

       

I received suitable induction 
into my new post 

       

The trial period agreed for the 
post was sufficient 

       

Are there any other comments you would like to make about the redeployment process? 
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Support 
 
I was satisfied with the level 
of support offered by: 

 
Strongly 
Agree 

 
Agree 

 
Not 
Really 

 
Disagree 

 
Strongly 
Disagree 

 
N/A 

 
Comments 

Trade Unions/Professional 
Organisations 

       

Managers before change        

Managers after change        

Human Resources        

Redeployment Advisor        

Occupational Health        

Counselling services        

Training Department        

Training/re-training was 
offered to me 

       

Other  

I am satisfied with my new 
post 

       

Are there any other comments you would like to make about the redeployment process? 
 
 
 
 

 


