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What Is Redeployment? 
Redeployment is the process of securing suitable alternative employment for staff displaced 
as a result of:  

 Organisational change,  

 Ill health, 

 Capability,  

 Resolution of a Grievance or Disciplinary matter, 

 To avoid a TUPE transfer, or  

 The natural ending of a fixed term contract.     
 
Redeployment is a supportive process.  It is about taking active steps to maximise the 
redeployment potential - retaining valuable skills, experience and knowledge where possible 
and utilising them elsewhere within the organisation. 
 
Roles and Responsibilities 
 
 

The role of the Redeployee is to: 

 Actively engage with the redeployment 
process  

 To complete all necessary paperwork in a 
timely manner, and 

 To work with their Case Advisor in 
searching for suitable alternative 
employment. 

 

The role of the Case Advisor is to:  

 Guide and support the Redeployee through the 
redeployment process,  

 To assist the Redeployee in the completion of all 
redeployment paperwork (along with their 
Substantive Line Manager),  

 To consider suitable alternative employment 
options for the Redeployee through the ‘Pre-RAF 
Matching Process’, and 

 To answer any questions the Redeployee may 
have. 

 

The role of the Substantive Line Manager is 
to:  

 Liaise with the Redeployment Team to 
correctly initiate the Redeployment 
process, 

 To support the Redeployee with the 
completion of their Redeployment Form 
(co-signing it with them) and answering 
any questions they may have (in the initial 
stages of the process), and 

 To continue to maintain the Redeployees 
SSTS record, Crown Flexi (if applicable), 
annual leave record, e-expenses 
authorisation etc throughout their time on 
the Redeployment Register. 
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The Process 
The following 9 steps will take you through the Redeployment Process, confirming:  

 What to expect at what stage, 

 The responsibilities of the employee (as Redeployee), and 

 The responsibilities of the Case Advisor and Substantive Line Manager. 
 
 

 
The redeployment process formally commences on receipt of the 
employees ‘Outcome Letter’, from the Stage 2 Capability meeting.   
 
This letter will be issued to the employee within 5 working days of 
the meeting and will confirm the Panels decision to pursue 
Redeployment opportunities over an agreed period of time (eg 6 
months).  The start and end dates of this period will be clearly 
outlined in their letter. 
 
A copy of this letter will also be sent to the Redeployment Team, 
along with a completed Notification of Redeployee Form 
(completed separately by the Substantive Line Manager). 
 
 
 
On receipt of the above paperwork, the Redeployment Team will 
formally add the employee to the Redeployment Register.  
 
The Redeployee will then receive a welcome email from the Team 
containing some initial information, including: 

 Links to the Redeployment Policy and  Redeployment pages 
on HR Connect, 

 A blank  Redeployment Form (with guide to assist with its 
completion), and 

 A guide to accessing all current NSS vacancies (on eESS). 
 
 
 
Throughout their time on the Register the Redeployee will continue 
to be aligned to their Substantive Line Manager.   
 
However, from a redeployment perspective, they will be assigned a 
Case Advisor from the Redeployment Team.   
 
The role of your Case Advisor is to:  

 Guide and support the employee through the redeployment 
process,  

 To assist them with the completion of all redeployment 
paperwork (along with their Substantive Line Manager),  

http://www.nssscotland-hr.scot.nhs.uk/Documents/Resourcing/Redeployment%20Policy/01%20-%20Notification%20of%20Redeployee.docx
http://www.nssscotland-hr.scot.nhs.uk/Documents/Resourcing/Redeployment%20Policy/REDEPLOYMENT%20POLICY.pdf
http://www.nssscotland-hr.scot.nhs.uk/resourcing.htm
http://www.nssscotland-hr.scot.nhs.uk/resourcing.htm
http://www.nssscotland-hr.scot.nhs.uk/Documents/Resourcing/Redeployment%20Policy/Redeployment%20Form.docx
https://eess.mhs.scot.nhs.uk/OA_HTML/RF.jsp?function_id=28716&resp_id=-1&resp_appl_id=-1&security_group_id=0&lang_code=US&params=VSPMcTD.1Fu-VWAI4E7iVA&oas=TUn6glu9NqFn3Vh8_LG2Fg
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 To consider suitable alternative employment options for the 
employee, through the ‘Pre-RAF Matching Process’, and 

 To answer any questions they may have. 
 
The name of the assigned Case Advisor will be confirmed to the 
employee by email.   
 
The Case Advisor will then be in touch to arrange a face-to-face 
meeting (where geographically possible) or alternatively to arrange 
an initial discussion by phone. 
 

 
 
 
Completion of the Redeployment Form is an essential part of the 
Redeployment Process. 
 
It provides the Redeployment Team with:  

 A record of the employees employment history (highlighting 

length of time in any particular role),  

 A clear understanding of their skills, knowledge and 

experience to date, and 

 An indication of the type of posts and work locations they 

are most interested in,  

all of which greatly supports the Team in successfully matching the 
employee to a future new post.  
 
A blank copy of the form is attached to the employees ‘Welcome 
Email’ (STEP 2) along with a guide to help with its completion.  A 
black copy can also be found on HR Connect (HR Connect / 
Redeployment / Redeployment Policy, Process Guides and 
Forms).   
 
Once completed, the form should be returned to the named Case 
Advisor.  They will then review the content, seeking clarity or 
requesting any additional information where necessary. 
 
 

 
The responsibility for searching for an alternative post falls equally 
to both the Redeployee and their Case Advisor. 
 
Case Advisor 
Prior to any vacancy being formally advertised (and opened up to 
all NSS staff or any external candidates) the Case Advisor will 
consider the Redeployees suitability and potential match to each 
post, through the ‘Pre RAF Matching Process’.   
 



 
They will use the information provided in the employees 
Redeployment Form, including:  

 Their employment history,  

 Work experience, skills and knowledge discussed, 

 Current work location, and 

 Current hours per week, 
to complete this initial assessment. 
 
Where a potential match is deemed to exist, the vacancy will be 
placed on hold by the Redeployment Team until the formal 
‘matching process’ is completed.  This includes any shortlisting and 
recruitment interview conducted by the Hiring Manager. 
 
The Employee 
The employee is also responsible for actively checking current / 
advertised vacancies, on a twice weekly basis.   
 
Whilst every effort is made by the Case Advisor to identify suitable 
alternative employment at the ‘Pre RAF’ stage (prior to advertising 
on eESS) it is also the responsibility of the employee to review 
current / advertised posts, for any previous matches not 
considered. 
 
New vacancies are advertised every Tuesday and Thursday (on 
eESS) and can be access through the following steps: 
 

1. From the HR Connect home page click on the Log into 
eESS link on the right of your screen 

2. Click on NHSS Employee iRecruitment, NHS National 
Services Scotland in the list of link on the left of your 
screen 

3. Click on the Jobs tab at the top of the page 
4. Change the Date Vacancies Posted box to ‘Last 2 Weeks’ 
5. Click Search.  The results will then appear at the bottom of 

your screen 
6. Click on Organisation Name to sort the vacancies by Board 

and to view the NHS National Services Scotland specific 
posts, and 

7. To access further details on any post simply click on the 
blue IRC number on the left. 
 

If a Redeployee is interest in a particular post, and believe they 
meet the ‘essential’ criteria (as noted in the Person Spec) they 
should contact their Case Advisor in the first instance. 

https://eess.mhs.scot.nhs.uk/OA_HTML/RF.jsp?function_id=28716&resp_id=-1&resp_appl_id=-1&security_group_id=0&lang_code=US&params=VSPMcTD.1Fu-VWAI4E7iVA&oas=TUn6glu9NqFn3Vh8_LG2Fg
https://eess.mhs.scot.nhs.uk/OA_HTML/RF.jsp?function_id=28716&resp_id=-1&resp_appl_id=-1&security_group_id=0&lang_code=US&params=VSPMcTD.1Fu-VWAI4E7iVA&oas=TUn6glu9NqFn3Vh8_LG2Fg
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 Vacancy Placed on Hold 
Where a match is identified, by either the employee or their Case 
Advisor, the first priority is to contact the Hiring Manager and the 
HR Recruitment Team, ensuring the post is temporarily put on 
hold. 
 
Redeployment status provides displaced staff with preferential 
rights over the normal recruitment process.  This means, once a 
match is established, displaced staff can be put forward for 
shortlisting prior to any non-displaced member of staff or external 
candidate. 
 
Statement of Support Completed 
The Case Advisor will email the employee a ‘Statement of Support’ 
document for completion.  This is similar to the Statement of 
Support and employee would complete as part of a standard 
recruitment application.  This is the Redeployees opportunity to 
clearly identify, to the Hiring Manager, why they are an ideal match 
for the post in question.   
 
Shortlisting 
On completion of the Statement of Support, the Case Advisor will 
forward this, along with Part B of the Redeployment Form, to the 
Hiring Manager for consideration.   
 
Similar to the standard NSS recruitment process, they will look to 
shortlist (and interview) any candidate where they have 
demonstrated that they have met the requirements stated in the 
Person Spec for the particular post. 
 
Please Note - Any paperwork sent to the Hiring Manager at this 
stage will be fully anonymised. 
 
Where the Hiring Manager disagrees with the match identified, by 
the Case Advisor and Redeployee, clear feedback will be given to 
confirm the rationale for this. 
 
Alternatively, where they agree with the match identified, the 
Redeployee will progress to interview. 
 
Interview 
Any recruitment interview undertaken as part of the redeployment 
process will be as informal as possible for the post in question.  A 
slightly more formal approach may be required for specialised 
and/or higher banded positions. 



 

However, the Case Advisor will let the Redeployee know in 
advance what format the interview will take and will be in 
attendance (as an observer) on the day, ensuring due process is 
being followed. 
 
The Case Advisor will advise the Redeployee of the outcome of the 
interview and next steps. 
 
If successful, they will be appointed to the post on a ‘Trial Period’ 
basis and progress to STEP 7 of this guide. 
 
Alternatively, where the Redeployee is considered not suitable 
clear rationale will be given and discussed. 
 
In this instance, please return to STEP 5 while the search for 
further suitable posts continues. 
 
Please Note – Where no suitable matches are found (or Trial 
Periods commenced), during your time on the Redeployment 
Register, your Case Advisor will refer your case to the NSS 
Resourcing Panel in the first instance, for review.  
 
It is the NSS Resourcing Panel who will determine if: 

1. An extension is to be granted to your time on the 
Redeployment Register (ie where there is a likelihood of a 
suitable alternative role arising within a reasonable period of 
time),  or 

2. Where the employee has been unable to secure suitable 
alternative employment and the potential for securing such a 
post within a reasonable timescale (whether extended or 
not) is limited, feedback will be provided to the Stage 2 
Panel for further consideration. 

 
With either option above, a Stage 2 review meeting will take place 
(under the Capability Policy), confirming the outcome 
recommended by the NSS Resourcing Panel.  This will also be 
formally advised to you in an Outcome Letter.    
 
If option 1 (above) is recommended, please return to STEP 5 of 
this guide.  Alternatively, under option 2 your time on the 
Redeployment Register will now come to an end. 
 
Redeployees who are successful at interview will commence in 
their new post on a Trial Period basis.   
 

http://www.nssscotland-hr.scot.nhs.uk/resourcing-panel.htm
http://www.nssscotland-hr.scot.nhs.uk/resourcing-panel.htm


STEP 7 
 

Appointed to Post 
on  

Trial Period Basis 
 

Organised by 
Redeployment Team 

& Hiring Manager 

STEP 8 
 

Contract of 
Employment  

 

Issued by 
Redeployment 

Team 

 

The Trail Period is normally in place for approximately 4-6 weeks 
but no more than 12.   
 
It is used to allow for any adjustment or training to be undertaken to 
support your move to your new post and will run in tandem with any 
Supported Improvement Plan under the Management of Capability 
Policy. 
 
The Redeployment Team will confirm your Trial Period by letter, 
including the start and end dates.  A copy of this will also be sent to 
the Hiring Manager, for their information. 
 
A mid and end point review will be undertake during this period, 
arranged locally between yourself and the Hiring Manager.  This is 
to assess progress of any training or adjustment undertaken and to 
confirm both parties are happy with the appointment. 
 
Your Case Advisor will be in contact at this stage, with both 
yourself and your Hiring Manager, confirming next steps. 
 
If successful, you will automatically progress to STEP 8. 
 
Alternatively, where the Trial Period has been unsuccessful, please 
return to STEP 5 while we continue to search for further suitable 
posts. 
 
 
 
The final stage of the redeployment process is the issuing of your 
new contract of employment.   
 
This will be issued to you by the Redeployment Team.   
 
You will receive 2 copies of your new contract of employment and 2 
copies of the Job Description.  Please sign and return one copy of 
each to the following address, where we will add it to your personal 
file:  
 

HR Services  
Area 023 
Gyle Square 
1 South Gyle Crescent 
Edinburgh 
EH12 9EB 
 
From this point you are no longer on the Redeployment Register. 
 
The outcome will then be referred to the Stage 2 Panel, where next 
steps will be agreed under the Capability Policy 



 

Frequently Asked Questions 
 
Q1. How long will I be on the Redeployment Register? 

Your Outcome Letter, issued to you as part of your Stage 2 Capability meeting, will confirm 
the start and end dates of your agreed period on the Redeployment Register (eg 6 months).  
The timeframe agreed (and any subsequent extensions) are allocated on a case by case 
basis. 
 

Q2. Who will be responsible for me while I am on the Redeployment Register? 

During your time on the Redeployment Register you will have the following 3 managers: 

1. A Case Advisor (from the HR Redeployment Team) -  

Your named Advisor will be assigned to you shortly after the Redeployment Team 

have been formally notified of your displacement.  Their role is to support you through 

the redeployment process.  This includes ensuring that the redeployment process is 

being adhered to, all paperwork is completed correctly and by agreed deadlines and to 

actively support your ‘matching’ into a suitable alternative post, 

2. Your Substantive Line Manager - 

The manager from your most recent post will continue to directly line manage you 

throughout your time on the Redeployment Register. 

 

Q3. What does the ‘matching process’ involve? 

Prior to any vacant post being advertised a Recruiting Manager is required to complete an 

electronic ‘Recruitment Authorisation Form’ (RAF) which must be authorised by their SBU 

Director and Management Accountant before the vacancy can be advertised. 

 

As soon as this request is logged to the eRAF system (and before being fully authorised) HR 

are notified of the future new vacancy and the specifics surrounding it. 

 

It is at this stage that your Case Advisor will complete the ‘Pre-RAF Matching Process’.  They 

will use the details provided in your Redeployment Form: 

 Employment history, 

 Experience in a particular post, 

 Transferrable experiences, skills and knowledge,  

 Qualifications and or Professional Registrations held, as well as 



 Current work location, and 

 Current hours worked per week. 

 

All of the above will be compared to the ‘essential’ and ‘desirable’ requirements as noted in 

the Person Spec for the post.  Due consideration will also be given to the content of the Job 

Description as well as the particulars of the post as noted in the advert – work location and 

hours.  

 

Please Note – This is only an initial match undertaken by the Redeployment Team.  Where a 

post is authorised and a match is deemed to exist the Hiring Manager will be advised, with 

further shortlisting and interview undertaken by them. 

 

Q4. Could I be matched and successfully appointed to a fixed term or secondment 

vacancy? 

No, only permanent posts are available through the Capability Policy. 

 

Q5. Am I obliged to apply for posts? 

Yes, the aim of Redeployment is to find you suitable alternative employment and it requires 

the commitment of both yourself, your Substantive Line Manager and Case Advisor. 

 

Q6. How do I access currently advertised posts? 

Whilst every effort is made by your Case Advisor to identify suitable alternative employment 

at the ‘Pre RAF’ stage (prior to advertising on eESS) it is also your responsibility to review 

advertised posts (Post RAF stage) on a weekly basis through eESS, for any matches not 

already considered. 

 

New vacancies are advertised every Tuesday (on eESS) and can be access through the 

following steps: 

 From the HR Connect home page click on the Log into eESS link on the right of 

your screen 

 Click on NHSS Employee iRecruitment, NHS National Services Scotland in the list 

of link on the left of your screen 

 



 Click on the Jobs tab at the top of the page 

 Change the Date Vacancies Posted box to ‘Last 2 Weeks’ 

 Click Search.  The results will then appear at the bottom of your screen 

 Click on Organisation Name to sort the vacancies by Board and to view the NHS 

National Services Scotland specific posts, and 

 To access further details on any post simply click on the blue IRC number on the left. 

 

If you are interested in a particular post, and believe you meet the ‘essential’ criteria (as noted 

in the Person Spec), please contact your Case Advisor in the first instance. 

 

Q7. If I am matched to a vacancy will I automatically get the post? 

No, you will progress through a selection process. 

 

Once a potential match is identified (by either yourself or your Case Advisor) the Hiring 

Manager for the post in question will be contacted. 

 

You will then be asked to complete a ‘Statement of Support’ confirming why you believe you 

are a strong candidate for the vacant position. 

 

The Hiring Manager will review your anonymised Redeployment Form (Part B only) along with 

your Statement of Support, for the purposes of shortlisting. 

 

Where successful you will then progress to interview. 

 

Any recruitment interview undertaken as part of the redeployment process will be as informal 

as possible for the post in question.  A slightly more formal approach may be required for 

specialised and/or higher banded positions but your Case Advisor will be in attendance (as an 

observer) on the day, ensuring due process is being followed. 

 

On occasion, where the Hiring Manager considers a Redeployee not to be suitable for the 

position clear rationale will be given and discussed.  Alternatively, if successful you will be 

appointed to the post on a ‘Trial Period’ basis. 
 



Q8. Will I be helped in completing my Statement of Support and preparing for 

interview? 

Yes, your Case Advisor will assist you with this. 

 

Q9. Will I be interviewed for a vacant post before any non-displaced staff? 

Yes, Redeployees will be interviewed for a post prior to any other ‘non-displaced’ candidate 

being considered.  Only if a Redeployee is unsuccessful at interview will the vacancy be 

opened up to ‘non-displaced’ candidates. 

 

Q10. If I am successful in obtaining a post through Redeployment how long will my 

trial period be for? 

The Trial Period will normally last for approximately 4-6 weeks and no longer than 12 weeks.  

It is used to allow for any adjustment or training to be undertaken to support your move to 

your new post. 

 

Q11. If I have any difficulties during my Trial Period who should I contact? 

Please raise any concerns with your new Line Manager in the first instance.  However, due to 

circumstances, if this is not possible please contact your Case Advisor or Substantive Line 

Manager. 

 

Q12. What happens if I refuse a post that I am matched to? 

Where a suitable alternative is offered, but refused, strong/robust rationale for this must be 

provided.  Further involvement in the Redeployment process will then be dependent on your 

reasons for the refusal.  This may also involve a review of your case by the NSS Resources 

Panel who will consider the reasons for refusal of suitable alternative employment. 

 

Q13. What is the NSS Resources Panel? 

The remit of the Panel is to oversee the implementation of the NSS Redeployment Policy, and 

agreed processes for the effective management of redeployees in NSS. 

 

They will act as the body that will oversee or make recommendations and decisions during 

the redeployment process, for staff on the redeployment register that have been confirmed as 

‘displaced’, or are at risk of being displaced for any valid reason. 

 



Further details of their role can be found on the following page - HRConnect / Redeployment 

/ Resourcing Panel 

 

Q14. Can I consider posts currently advertised with another Health Board? 

Yes.  However, you will be required to apply for such posts through open recruitment within 

that Health Board.  Unfortunately there is no reciprocal agreement between Boards with 

regards to honouring any Redeployment rights or privileges held by a candidate. 

 

Q15. If the post I am interested in attracts a higher salary can I still apply through the 

Redeployment process? 

Suitable alternative employment opportunities will ordinarily only involve posts at the same or 

lower pay band/grade however posts of a higher band maybe considered and assessed 

based on the level of competency, skill and experience held by the member of staff in relation 

to the vacancy. Should a post arise at a higher band that is of interest to you please contact 

your Case Adviser in the first instance.   

 

Please note - where an employee is considered disabled under the terms of the Equality Act 

2010 and is displaced from their original post due to their disability a ‘reasonable adjustment’ 

may be to consider a higher banded post. 

 

Q16. What happens if there are no suitable alternative posts being advertised at my 

band? 

If it is considered to be ‘suitable alternative employment’ you may be redeployed into a lower 

banded post. 

 

 


