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Internal Transfer Register Procedure

1.0 Background
This procedure is to ensure consistency across divisions in the movement of all staff from one station, sub
division or division to another. It is intended to ensure fairness of opportunity whilst expediting the
movement of staff and avoiding unnecessary delays.

This procedure will apply to all divisions and for the movement of all internal staff and will remove the
requirement to advertise internal qualified vacancies. It will replace all local arrangements.

2.0 Scope
This procedure will cover all substantive roles and grades of staff. However, restrictions as per section 3.0
below must apply.

Permanent roster positions will be filled through normal internal process. Transfer opportunities will be
offered for the relief backfill only and usual local relief rules will apply. All transfers will be subject to skill mix
still being achieved.

3.0 Restrictions
This procedure only applies where the vacancy in one area is exactly the same as the role, operating under
the same job description being conducted by the transferring member of staff. This includes band and
number of hours.

This procedure only covers individuals in substantive roles.

Those currently undertaking formal training either through the Vocational Qualification or Paramedic
Diploma will not be eligible for transfer to ensure the continuity of the education provision.

4.0 Transfer Procedure
All individuals wishing to be considered for a transfer will be placed on the transfer register following
completion of the Transfer Register Form (Annex A). The register is completely voluntary and individuals
can add or remove themselves at any point. There is also no obligation to accept a transfer that might
become available.

The register, will be centrally co-ordinated by the Recruitment Team, however it will be the responsibility of
the individual to maintain their own information on the register.

All information held on the register will be confidential and only made available to recruiting managers as
suitable opportunities arise.

The procedure will be as follows:

1. Vacancy to be identified and approved through the usual process

2. Once approval is received by recruitment team, the vacancy will be sent out on the weekly

redeployment bulletin for 7 days as per redeployment policy

3. If no interest is received though redeployment, the Recruitment Team will check the transfer register
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4. Recruitment Team will identify any candidate who matches the role on a like for like basis, including

band and working hours. The Recruitment Team will ask the candidate to ensure the Manager

Statement is completed (Annex B).

5. The name of any matching individual and details of their manager, including the Manager Statement,

will be sent to the recruiting manager

6. Recruiting manger to make contact with the individual and line manager to discuss possible transfer

Note – If there are more than one match on the transfer register, a full competitive selection process of

transfer register individuals will be conducted by the recruiting manager as per the Recruitment Policy

7. If there are no matches on the transfer register, an advert will be placed on @SAS as per the

Recruitment Policy and usual process will apply.

5.0 Procedure Status
The procedure does not replace either the SAS Recruitment Policy or the SAS Redeployment policies. It
will be continually reviewed and assessed and may be subject to change or removal at any time.

6.0 Transfer Notice Periods
It is the responsibility of the recruiting manager to discuss and agree a suitable transfer date with the
individual and their current line manager.

Release should be arranged so as to reduce the operational impact, but in all cases will be within normal
contractual notice periods requirements.


