Employee guide to the Alternative Employment Programme (AEP)

Your first thought on being told your post is vulnerable or is at risk of redundancy may be ‘Why me?’
How each individual reacts to redundancy is very personal. Some people will have been in their current job role for many years, and their social life as well as their personal life may revolve around the work environment.

Redundancy can provide opportunities as well as problems. Sometimes people are relieved, as well as a little apprehensive, that a career-change has been thrust upon them. They may not have been entirely happy in their work, but were hesitant to make the decision to leave. Some will have convinced themselves that the current economic environment was a foolhardy time to leave their job. Their response to redundancy in these circumstances might be mixed — there could be an undercurrent of excitement and relief.

Although your present post may be at risk it may be possible to redeploy you to another suitable post with the council through the council’s Alternative Employment Programme. The council has a primary aim of ensuring we retain key skills, knowledge and experience within the workforce, where possible.
Alternative Employment Programme eligibility criteria 
You can join the AEP if:
· You become pregnant and cannot continue in your current post; or your post is declared redundant during maternity leave

· Through ill-health or disability, you cannot continue in your current post or where another post could be more suitable due to your disability with a reasonable adjustment

· You have been identified as at risk of redundancy through restructuring or at the end of a fixed term contract. In this circumstance you need to have a years minimum continuous service on the date that your employment is due to terminate
· Reasons connected with discipline, grievance or capability

· Apprenticeship is coming to an end

What to expect from the Alternative Employment Programme

Once your line manager or directorate HR Manager has confirmed that you are seeking Alternative Employment within the council, you need to complete an Employee Preferences Form and a CCC application form. We will use these to match you to suitable vacancies across the council. All the paperwork can be found on the AEP pages on CCC website (add hyperlink)
You need to complete the CCC application form with details of your employment history and qualifications.  Use the Supporting Information boxes to provide an overview of your experience, transferable skills and career achievements and aspirations. You also need to complete the Preference Form. 
 It is important to demonstrate to recruiting managers how the skills, experiences and knowledge you have gained in recent posts can be easily applied to different roles and directorates. 

You may find it useful to attend a Job Search workshop run by the corporate learning and development team for all staff facing compulsory redundancy. The course will help you develop practical skills on the most effective ways to sell yourself to prospective employers by writing effective CVs; how to write cover letters; understanding the job market and preparing for interview. 
All vacancies approved for recruitment are considered for AEP candidates before going to open advert.  If you are matched to a vacancy based on the information on your application and preference form, the recruitment team will give you the opportunity to provide additional supporting information demonstrating how you meet the specific requirements of the post. Any such additional information you provide will be attached to your original application form and passed to the recruiting manager.

The recruitment team will match candidates to vacancies before sending the details to the recruiting manager.  We ask the recruiting manger to shortlist within 2 days and to interview shortlisted candidates within 2 weeks. You must be interviewed and offered the post before your last date of employment. It is important therefore to inform the recruitment team if you’re leaving date changes.
The recruitment team are here to support you with any queries you may have about the Alternative Employment Programme.  The team will guide and support you through all the stages including how to apply and job matching, through to interview and appointment.  If you are unsure at any time please call the team on 01228 223435.

Roles and responsibilities
As an employee on the Alternative Employment Programme the council has a responsibility to find you suitable alternative employment where possible but there is still a responsibility for you to take ownership of your own career. 
You are expected to:

· Be proactive at every stage of the process

· Complete your application and preferences form

· Consider all suitable alternative positions you are matched to
· Respond promptly to emails from the recruitment team 
· Provide additional supporting information as necessary   
· Regularly check the AEP page (link) for opportunities and also the CCC Jobs and Careers website 

· Consider reasonable changes in working arrangements, pay and responsibilities

· Prepare for interviews

· Keep the recruitment team up to date with any planned holidays etc

· Book a place on the Job Search workshop The 1 day course consistently receives excellent feedback 
· Understand the implications of refusing suitable alternative employment
· Be prepared to consider acceptance of  alternative employment

· Inform the recruitment team as soon as you accept a post
· Inform the recruitment team of alternative contact details if you are away from the office for any length of time (e.g. due to sickness, maternity etc)
The Recruitment team work hard to ensure recruiting managers and employees on the AEP receive an efficient service. They are committed to the council’s priority of retaining our workforce wherever possible. They will:
· Aim to process AEP paperwork on the same working day as it is received. During busy periods this will be within 2 working days. 
· Match candidates to vacancies using the information on the preference and application forms 

· Keep candidates informed of potential matches 

· Support candidates at all stages of the AEP
· Liaise with candidates, managers and HR in a timely manner
Line Managers of ‘at risk’ employees are required to

· Complete the Authorisation Form and forward to the recruitment team as soon as possible

· If required, support employees to complete the CCC application form and preferences form

· Allow at risk employees reasonable time to search for alternative employment and attend interviews

· Notify the recruitment team if any changes, for example if the employee is off work sick for a prolonged period of time.  

Recruiting Managers have a responsibility to prioritising the employment of AEP candidates. They will be expected to:
· Consider matched candidates from the AEP ahead of other applicants 

· Assess AEP candidates fairly against the profile and specification recognising transferable knowledge and skills 

· Shortlist AEP candidates noting they only have to ‘reasonably meet’ the essential criteria

· Hold interviews as soon as possible, preferably within a week of shortlisting 
· Consider a 4 week trial period – this is a statutory requirement
· Provide training and support to enable AEP candidates to develop in the new role
· If requested to do so, provide feedback to any candidate who is unsuccessful following interview
· If a candidate is considered unsuitable for the post, written documentation must be provided setting out the reasons why
FAQs
What can I do to improve my opportunities of finding alternative employment?
Your opportunities for obtaining another job will partly depend on the effort you put into job search and job applications.  You can assist yourself by:

· Keeping up-to-date with advertised vacancies 
· Being flexible over the job opportunities you consider 

· Thinking broadly about the skills and abilities which you have (including those you may not be using in your current post) and the type of jobs which you could consider 

· Discussing any possible opportunities with the recruitment team
· Ensuring you keep the recruitment team updated on any changes to your skill profile and preferences. For example, if the hours you can work changes, let them know
· Taking time to present your skills and experience fully on the Alternative Employment Programme application form
· Preparing thoroughly for any applications and interviews or discussions you may have 

Can I change my application if my situation changes?

Your CCC application form needs to include your transferable skills, experience and knowledge and should give recruiting managers a broad overview of your recent career. You should submit additional supporting information for each post you are matched to. Do let us know if your personal circumstances change e.g. ability to travel; work different hours; if you are going on maternity leave or if you are off work sick.
How am I matched against jobs?
The recruitment team will match you against vacancies based upon the information you provided on your preference and application forms. Therefore it is important that you add all relevant information where possible. 
Can I decline to be put forward for jobs at the matching stage?

The recruitment team will contact you when there is a match to a vacancy. If you believe your skills and experience are not a reasonable match then you can decline to be put forward.  We will ask you to provide a reason why you do not wish your application to be passed to the recruiting manager. You should be aware that if you are considered to be unreasonably turning down alternative employment opportunities you may forfeit your right to redundancy pay. 
Do I get priority over other candidates?

Vacancies are offered to candidates on the AEP before they are advertised internally or externally. 
Do I have to meet all the essential requirements of a post?
No, managers are looking for candidates who ‘reasonably’ meet the essential requirements of the post. They will consider if a trial period, reasonable additional training, coaching or mentoring could potentially help you to meet the essential requirements within a reasonable time period.
Will my interview be competitive?

If more than one AEP candidate is shortlisted then you will enter a competitive interview process with other AEP candidates. 
Will my interview be formal?
The interviews will usually be made up of a panel. Their role is to assess if you can reasonably do the job and on occasion you may be asked to do practical assessments such as intray exercises or a short presentation. The interview will need to take place before you leave and an offer of employment accepted before your final date of employment. 
Am I still considered for posts when I have verbally accepted another post?

If you have been offered a post then you will need to accept it within 48 hours.

You must inform the recruitment team when you have accepted an offer of alternative employment as you will not be eligible to be matched to other vacancies.
Can I apply for a job I see advertised on the CCC website, even if I haven’t been matched?

Yes, if you see any vacancy advertised on the CCC website that you feel you may be suitable for, please contact the recruitment team as soon as possible before the application closing date. You will retain priority status over applicants who are not on the AEP.
If I apply for a lower grade post is my salary protected?
Your salary will be protected if you are on the AEP as a result of an internal restructure in which your post is at risk.  The pay protection will apply according to the council’s Pay Protection Policy.  Pay protection will not apply in other circumstances.
What happens if I accept a temporary post through the AEP?

This will depend upon the reason why the post is temporary. For example, if the post is for 12 months maternity cover, then you would initially come off the AEP and rejoin 12 weeks before the end of your contract. As vacancies are advertised, the recruitment team will be able to advise you further. 
How long can I stay on the Alternative Employment Programme?
You can remain on the AEP for up to a maximum of 6 months or until your leaving date (if less than 6 months). There are exceptions (e.g. occupational health conditions and maternity) but your manager and HR can offer further guidance.  It is important that you advise the recruitment team if there are any changes in your circumstances or contact details while you are on the AEP.
What happens if I refuse an offer of alternative employment?

If you unreasonably refuse an offer of suitable alternative employment you may forfeit your entitlement to redundancy pay. 

Is there a limit to the number of offers of alternative employment I can refuse?

We will do all we can to match you to posts that match your skills, abilities and preferences. However if you unreasonably refuse an offer of suitable alternative employment you may forfeit your entitlement to redundancy pay.
Can I ask for a trial period in a prospective job?

Yes, employers have an obligation to offer a trial period of 4 weeks. If the trial period is unsuccessful then you can go back onto the AEP as long as this is before your original leaving date. However, if you are seen to be unreasonably refusing suitable alternative employment then you may lose your right to statutory redundancy pay.
Other sources of support

	Jobcentre Plus

Search online for the latest jobs and volunteering opportunities; information on different work programmes, links to further information on benefits you may be entitled to.
	www.jobseekers.direct.gov.uk


	Citizen’s Advice Bureau

Advice on benefits; employment; tax; consumer affairs and much more
	www.adviceguide.org.uk


	www.direct.gov.uk
A range of information available here from CV building to job vacancies and how to get involved with adult learning
	www.direct.gov.uk


	Move On and Next Step
Careers advice and tools to help you brush up on your skills in:

· Maths for work 
· Communications for work 
· Problem solving 
· Working in a team 
· Organising yourself and your time
	www.move-on.org.uk
https://nextstep.direct.gov.uk/Pages/Home.aspx

	Independent Financial Advisors

This website can help find you independent financial; legal; accounting and mortgage advisers in your local area. There are also a range of online resources and FAQs.  
	www.unbiased.co.uk


	Employment Agencies

There are many agencies located across Cumbria. This website lists them by town and is a good place to start your search. Most agencies list what service areas they recruit for e.g. finance; hospitality; education; childcare; clerical.  
	www.quickemployment.co.uk


	Tax Office
	www.hmrc.gov.uk


