Appendix E

Same Priority Redeployee Assessment Form

For use where more than one redeployee at the same priority level is matched to one vacancy

Purpose: Use this form only where two or more redeployees are at the same redeployment priority level and there
are not enough suitable vacancies for all matched employees. The assessment must be objective, evidence-based
and limited to the requirements of the role.

Important: Do not use this form to compare redeployees with external or non-redeployment candidates. It is only for
deciding between redeployees who have the same priority status for the same vacancy.

1. Vacancy and Assessment Details

Vacancy title

Service / team

Hiring manager

Grade

Hours / location

Vacancy reference

Date of assessment

HR / Recruitment representative

2. Redeployees Being Assessed

Redeployment

Name Current role / grade
reason

Priority level Profile reviewed?

3. Pre-Assessment Checks
Complete these checks before scoring or ranking employees.

O All employees being compared are at the same redeployment priority level.

O The vacancy has been assessed as potentially suitable for each employee.

O The same job description/person specification has been used for all employees.

O Only essential criteria and directly relevant operational requirements are being assessed.

O Desirable criteria have not been used unless HR confirms they are genuinely necessary for the role.
O Reasonable training, familiarisation and adjustments have been considered for each employee.

O Any Occupational Health or medical advice has been considered where relevant.

O The manager has discussed the proposed assessment approach with HR/Recruitment.



4. Assessment Criteria

Use the same criteria for each redeployee. Criteria should be taken from the essential requirements of the role.
Weighting should be agreed before individual employees are assessed.

Criterion

Weighting (1-3)

Why this is essential for the role

Essential knowledge, skills or
experience

Essential qualification, licence or
registration

Ability to perform core duties with
reasonable training/support

location or travel requirements

Ability to meet essential working pattern,

Role-specific statutory, safeguarding,
health and safety or regulatory
requirement

Reasonable adjustments/training
required and feasibility

5. Scoring Guide

Score Meaning
Does not meet the criterion and cannot reasonably meet it
0 - )
through support, training or adjustment.
1 Partly meets the criterion; significant support, training or
adjustment would be needed.
Mostly meets the criterion; limited support, training or
familiarisation would be needed.
3 Meets the criterion now.

Multiply the score by the weighting for each criterion. The final decision must still be checked for fairness,
reasonableness and equality considerations; it should not be a purely mechanical points exercise.

6. Comparative Assessment Matrix

A B C .
Criterion Weighting iesc:;r:leoyee weighted gesti%prleoyee weighted EZ‘:giryee weighted E;;::ncel
score score score
Essential
knowledge, skills or
experience
Essential

qualification, licence
or registration

Ability to perform
core duties with
reasonable
training/support

Ability to meet
essential working
pattern, location or
travel requirements

Role-specific
statutory,
safeguarding,
health and safety or
regulatory
requirement

Reasonable
adjustments/training
required and
feasibility

Total




7. Equality, Health and Adjustment Review

Complete this section before confirming the decision.

O No criterion has been applied in a way that could unlawfully disadvantage an employee because of a protected
characteristic.

[0 Disability-related barriers have been considered separately from capability or suitability.
O Reasonable adjustments have been considered for each employee where relevant.
O Any absence, health or restriction information has only been used where relevant and with HR advice.

[0 The decision is based on evidence rather than assumptions about flexibility, health, motivation, age or personal
circumstances.

O Where the scores are close, the manager and HR have checked whether the difference is meaningful and
objectively justifiable.

8. Decision and Rationale

Redeployee selected for the vacancy

Reason for selection

Redeployees not selected

Reason not selected

Offer role / trial period / further HR review / recruitment may
proceed / other

Further action required

Decision rationale:

(The rationale should explain why the selected redeployee is the most suitable against the essential role
requirements. It should refer to evidence, training/support needs, reasonable adjustments and any operational
requirements. Avoid vague statements such as “better fit”, “more suitable personality” or “stronger candidate” without
objective evidence.)

9. Communication and Records
O Outcome discussed with HR/Recruitment before being confirmed.

O Selected employee informed of the outcome and next steps.
O Employees not selected given brief, objective reasons where appropriate.

O Assessment form saved with the redeployment record.



O Any trial period, training or adjustments confirmed in writing.

10. Sign-off

Hiring manager name/signature

HR/Recruitment name/signature

Date
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