Royal Mail Group

Redeployment Due to Ill Health

Guide for managers

This guide outlines steps to follow when managing an employee through the redeployment
process due to ill health
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Redeployment Due to Ill Health

Guide for managers

Overview Redeployment is a process by which suitable alternative employment in Royal
Mail Group is sought for employees who are unfit or unable to carry out their
normal role due to ill health or a condition even after reasonable adjustment
are considered. This guide illustrates a flowchart of the redeployment process.

This should be read in conjunction with the Attendance Policy and Work
Following Health Problems Guide.

General principles  The manager can only consider an employee for redeployment where;

e The employee has a long term illness or has a condition which affects
their ability to perform their normal role effectively, even after
reasonable adjustment are considered and all other options have been
exhausted, for example, modification to their role via a change to their
hours, working times or content of their role. See Work Following
Health Problems Guide

e The employee has requested redeployment on the grounds of ill health,
and is supported by advice from the Occupational Health Service

The manager should hold a redeployment meeting with the employee to
discuss the employee’s ability to work, to identify the work they are capable of
performing, based on medical advice and to capture any other issues affecting
the employee. A Redeployment Considerations form is available on the Policy
and Information site on PSP and may be used to support the discussion.

Where it is established that redeployment into another role would be a suitable
option, the manager should explore potential roles and positions available in
Royal Mail Group using the Scoping for redeployment opportunities letter
available on the Policy and Information site on PSP as appropriate.

The process Before the process the manager:

e Contacts Occupational Health Services, as appropriate, for advice on
what the employee can do before scoping for suitable roles. Points to
consider may include:

o Roles they will consider
o Skills and experience
o Hours of work
o Travel to work
o Place of work
o Paylearnings opportunities
o Personal circumstances
o Any other issues
During the process the manager:

e Searches locally for two weeks and across the wider business for a
further two weeks

e Should continue searching for redeployment and alternative role
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Process map
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opportunities during the notice period if the employee is being
considered to leave the business due to ill health

o Keeps the employee updated on progress during the process

e Contacts HR Services Advice & Support on the application of the

process

e Keeps detailed records of all conversations, emails and notes

e Arranges vacancy alerts from Success Factors job search by:

About Us

ntri  @RMG
» Awards & Recognition
» Bribery
» Bullying & Harassment
» Compliance
» Diversity & Equality
» Health & Safety
» How To Buy
» Information Security
» Think Secure

Ops Standards

Working at RMG

» Employee Survey

» Equipment & uniforms
» Group Policies

» Group Property
Workplace (Facilities

Policy summaries

My RMG

» Benefits

» Community
» Helplines

» Learning & Development

oticeboard (public

Management) -
Click on “Job ail)
» job Search ICkon Jo
Search’ y and remuneration
» just Say It
nsions

» Performance
Management

» Supporting You

Select ‘Home’, then Select ‘Careers’ from the drop down menu:

f  Careers-

Job Search  Job Applications Saved Jobs ﬁ Saved Searchesidlerts " My Candidatz Profle  Saved Applicafions

T
Career Opportunities
Search for Openings
Heywords:
[ Ewmact Mateh
@) In ob tile
in job tile o cescrition
Posted within the last: days
Requisition Hunmber: ‘m

Dictance is within: 75 brn of
Selectane

postal sode
$pecialism; |p,n-5.l

Business Function: |P|rr3-'

Function Area; |

14% Jobs

= &=

match the szledions

Click on 5 aved
SearchesfAlertsto

aeate or amend
job alerts

Search for creer
opportunities by

completing the
search aiteria

The process map gives practical steps to follow when supporting an employee
through redeployment due to ill health:
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( Route 1 — Business \ [Route 2—Emp|oyee\

Recommends Request
The employee has an Employee has
illness/condition that requested
means they are unable redeployment on the
to do their job grounds of lll Health or
effectively, with or a long term condition.
without adjustments \ j
L 2 2
( )

Request occupational health advice
Request OH advice where appropriate, assess whether this is the right
option for the employee and see what support we can offer.

Is redeployment Is redeployment

Inappropriate?

appropriate?

v

-

Manager looks for opportunities \

It's your responsibility to contact recruitment/neighbouring d
offices to find suitable vacancies (using the template letter
on PSP) for 2 weeks. Describe suitable roles, hours Evidence \

available to work, skills/experience and ability to travel. If consideration of
no local vacancies available, look to the wider RMG redeployment

community for a further 2wks Write-up evidence

\ ) of consideration of

redeployment

including; whether

or not the employee
position? is covered by the

equality act,
referrals to OH and

/ . \ advice, notes of
Notify the employee and meetings, feedback
complete employee

from union reps,
change request

) ) conversations
Discuss the new role with between managers,
the employee, if the

details of roles
employee accepts the role

Suitable position? No suitable

refused by
complete an employee employee.
change request form
(ECR) if appropriate. \ )
\ 4 \ 4 ) 4
Employee returns to work Refer to Ill Health Policy
Remember to perform a welcome Continue to seek opportunities
back meeting and review progress. during the notice period.

Remember!
Consult OH Assist/HR Services for continuous support and keep records of all

activity
The Work Following Health Problem Guide takes precedence
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Where to go for
further information

Forms

Related
documents

The Getting Help box on the front page tells you where to find further
information.

Guidance is also available on the Policy and Information Site on PSP and HR
pages on the intranet (for non-PSP users).
The following forms can be found on the Policy & Information Intranet Site
(attendance forms and letters):

e Redeployment considerations

e Redeployment scoping opportunities

You may find it useful to read the following documents (located on the Policy
and Information Site on PSP and HR pages on the intranet (for non-PSP
users)) in conjunction with this guide:

e Attendance Policy

e Work Following Health Problems Guide

e Leaving the Business Due to Il Health Guide

e Referral to Occupational Health Services Guide

e Keeping Records Guide

Version: 28 May 2015 Back to Top Page 5 of 5




