Letter to Branches
	No. 221 /12
	Ref: 440.23
	Date:  30th March 2012


To: Branches with POSTAL Members

Dear Colleagues,
Royal Mail Group (excluding POL) Revised Transfer Policy and Process
Branches will be aware of CWU HQ’s continuing dialogue with Royal Mail Group to update and revamp the transfer policy and process for individuals who wish to transfer location voluntarily within Royal Mail Group. Following lengthy discussions a revised policy and process has been agreed with Royal Mail Group and endorsed by the Postal Executive.
It is fair to say that the process that was in place had fallen into a state of disrepair and was no longer “fit for purpose”. This is primarily for two reasons.

Firstly as the business goes through the Business Transformation programme the opportunity and choices for individuals who wish to transfer voluntarily to full time vacancies has become limited due to many units facing a surplus situation as a consequence of closures/mergers and/or reductions in headcount.

Secondly, the paper based process was slow to respond to the needs of the business, and more importantly our members. Also, it was not transparent for the individual and was operated remotely.  The system being replaced required individuals who wished to transfer to complete a transfer request form, which they had to get from their line manager, and indicate up to a maximum of five locations they wished to transfer to. This was then handed back to the line manager to be signed and then forwarded to the resourcing centre at Sheffield. In addition the request was then subject to the individual satisfying the eligibility criteria of completing six months continuous service and having a clear conduct record, whilst also not being on any stage of the attendance procedure.

These requests were then held on record at Sheffield and compiled on a region by region basis involving 11 individual spreadsheets. The total number of individuals currently on the list is 3200, some of whom have been on the list for a significant number of years. 

The information held was more often out of date and many employees no longer wanted/expected to transfer due to changing circumstances.

The current requests are broken down as follows:

· 45.89% of transfer requests specify a minimum of 40 hours

· 20.40% of transfer request specify a minimum of 30-39 hours

· 21.4% of transfer  requests specify a minimum 0-29 hours

· 12.27% of transfer requests did not specify a minimum number of hours

The revised system will change the dynamic of requesting a transfer to real time application, when the job becomes available. This will happen by the individual logging onto the Royal Mail website and registering an on line application setting out a criteria of preferred locations within a specified mileage radius, contractual hours, position and type of job. This will also include setting up an email alert that is triggered if/when a job becomes available that meets the individual’s criteria. They will then have to confirm their application and willingness to transfer to this vacancy. 

The email alert system and log in details can be either set up to respond to the individuals own computer or to anyone else they may wish to choose including the line manager at their office or friends or relatives.
Listed below are the main features of the previous system as opposed to the revised system.

Previous System 

· Imposed by management

· Individuals with attendance warnings or conduct records barred from transferring

· Receiving manager picks the best candidate by telephone interview - without any challenge or appeal process

· If more than one applicant - receiving manager decides who gets placed irrespective of how long individual has been on the list.

· Transfer form application has to be requested from and signed by the individual’s line manager. 

· Lip service to any real review, input and monitoring.

· Current process restricts individuals to 5 potential locations.

Revised System

· Policy negotiated and introduced by agreement, including a full joint review

· All individuals on the existing list will be given priority over new applications and placed in the order of length of time on the transfer list 

· Thereafter, length of service (seniority with appropriate skills) will be the criteria for filling a vacancy.

· No debarment for individuals who have conduct or attendance warnings- unless disciplinary transfer (for two years) only.

· No telephone interviews or selection criteria involving the receiving manager.

· Individuals can apply for a transfer on line without the knowledge or involvement of their line manager, if they wish.

· Allows individuals larger search criteria with more options of locations. 

The process of exceptional circumstances for individuals who have domestic issues and need transfers will remain in place. Also there is no change to the arrangements for surplus staff being given priority due to closures etc.

The revised Transfer Policy is clearly a much more efficient, fairer and transparent system than that previously in place and provides our members with a much simpler process to follow. 
The revised policy is being launched along with comms from 1st April 2012 and all existing employees currently on the transfer list will be written to inviting them to confirm their desire to remain on the transfer list. Employees will receive their letters next week and an example is attached to this LTB. 
Any enquiries to Bob Gibson’s Office, quoting reference 440.23
Email address: hnutley@cwu.org 
Any enquiries to Terry Pullinger’s Office, quoting reference 202.10
Email address: dwyatt@cwu.org 
Yours sincerely



Yours sincerely
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Bob Gibson




Terry Pullinger
Assistant Secretary



Assistant Secretary
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			Overview 


			This guide provides details of the transfer application procedure and explains the expectations of the line manager and employee. 


This guide should be read in conjunction with the Recruitment Policy. 



The process is effective from 1 April 2012 at which time all transfer applications will be completed on-line.





			


			





			Our approach to internal transfers


			Royal Mail Group is committed to filling vacancies in a fair and consistent way and this approach also applies to internal transfers. It is Royal Mail Group policy to give preference to internal applicants over external applicants for permanent vacancies. However, applying for a transfer does not guarantee that a transfer opportunity will arise.





			


			





			Who is eligible to apply for a transfer?





			This guide applies to all permanent Royal Mail Group operational employees in a non-managerial position excluding Network Access. Employees will are eligible to apply for a transfer provided that they have:


· Worked for Royal Mail Group continuously for at least 26 weeks at their office location and concluded their trial period.


Employees who have been transferred from a unit as a disciplinary penalty are ineligible to apply to return to the original unit within two years.


For all Network Access transfers please refer to the Network Access Transfer Guidelines.





			


			





			Step 1: Applying internal transfer





			Employees who wish to transfer internally are responsible for identifying a suitable vacancy and applying for it online. The following steps outline how to register for job alerts in order to find a suitable vacancy, and how to apply for a position through the online portal.


Registering for job alerts



It is the responsibility of the employee seeking a transfer to register for job alerts.


This is done at www.royalmail.com/royal-mail-jobs.


If the employee already has an alert set up or has applied for a vacancy before via the Royal Mail careers website they will already have a user name and password.


Log into ‘My Applications’ and either amend the alert criteria already set up by clicking on ‘modify alerts criteria’ 
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or set up a new alert by clicking ‘email me jobs’
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The search criteria relevant to the employee preferences should be entered.



The employee should select the occupation type as permanent; as transfers are only eligible to permanent roles, then click submit.
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If the employee has never set up an alert or applied for a vacancy via the Royal Mail careers site, they will need to log onto the Royal Mail careers website and click on ‘email me jobs’ and register a username, password and complete the search criteria as above.  They will then be sent an email asking them to ‘activate your alerts’.


When a new vacancy is advertised that matches the search criteria, an e mail will be sent to the employee (see the example below)



[image: image4]





			


			





			


			Applying for a role



If the employee is interested in a role, they should click on the link and complete the on-line application.  The application should take about 15 minutes.


This should be done as soon as possible but no later than 72 hours after receiving the alert.



Employees must be able to fulfil any skills requirement (i.e. driving).  Applications can be made for roles on more or less hours than the current contract however, if there are multiple applicants then consideration of the contracted hours will be made at selection.


Transfer requests cannot be accepted for roles defined as ‘specialist skills’ as they have a different selection process to standard roles.  If the role cannot be filled from within the resourcing unit then it will be advertised and transfer requests will be accepted.



It is recommended that the employee advises their line manager that they have made an application.  Recruitment Services will advise the line manager when an offer is accepted.





			


			





			Step 2: The selection process


			Having received an employee’s transfer application, Recruitment Services will review the applications and contact applicants by email to advise whether their application has been successful. 



The employee’s application will be reviewed following the selection criteria set out below.



Selection criteria



Priority for transfer will be given to employees who have previously submitted a transfer request and were on the transfer list in place before the launch of the online application process. Employees who submitted a transfer request prior to 1 April 2012 should indicate this on their online application. 


Hours can be increased or decreased when applying for a transfer however in the event of more than one application for a role, the criteria of closest hours match will be applied (regardless of whether this is an increase or decrease in hours).



Length of service will then be used as criteria for selection if more than one person with a skill/ hours match applies. 





			


			





			Step 3: Next Steps


			Employees should not make any definite arrangements to relocate until a transfer has been offered.  



When an offer is made it should normally be accepted or declined within 48 hours. The employee is responsible for ensuring they would be able to start at the new location within 28 days of the transfer being offered.



Employees who request a transfer do so at their own expense and will not receive reimbursement of any costs associated with the transfer.



Any reserved rights allowances will be lost as a result of a voluntary transfer.



Transfer request is successful:


· Applicants will be notified through the normal recruitment process if their application is successful and all further administrative recruitment activity will be managed by HR Services. 



· On arrival at the new site, the transferring employee should be given a local induction and welcome to work meeting



· It is advised that the manager who is losing the transferee conducts a leavers interview



Transfer request is unsuccessful: 



· Applicants will be notified through the normal recruitment process if their application is unsuccessful


· Unsuccessful applications will most commonly be the result of the transferee not meeting the minimum requirements for new role, or if another transferee has been successful who has been on the transfer list for a longer period of time


· Unsuccessful applications have no impact on future applications for transfer 









			Exceptional Circumstances


			There may be exceptional circumstances which necessitate a transfer urgently (i.e. to be closer to a terminally ill relative).  In such circumstances, the employee should speak to their line manager.  The line manager should then speak with the Regional Resourcing Manager or senior HR Manager who will see if the request can be arranged.



If the transfer if to a different region, the appropriate Regional Resourcing Managers/ HR Managers should liaise to try and facilitate the request.





			


			





			Where to go for more information


			You may find it useful to read the following documents (located on HR Help and/or the Policy and Information Intranet Site) in conjunction with this policy:



· Health & Safety Policy



· Equality & Fairness Policy



· Employee Handbook



· Our Code



· Network Access  Transfer Guidelines



· Recruitment & Organisation Design Control Process



Collective agreements related to this policy:


· The Way Forward



· The Agenda for Leadership
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Transfer Guide




Guidance for employees














This guide outlines how and when eligible employee can apply for a transfer between locations














Getting help 









In the first instance, any queries relating to this policy should be directed to your line manager.  









Line managers can obtain advice by:









Calling the HR Services Advice Centre on 0845 6060603.




Managers working for Parcelforce Worldwide should call 0845 604 787




For web access please go to:  � HYPERLINK "https://www.psp.royalmailgroup.com/" �https://www.psp.royalmailgroup.com/� 
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We wanted you to know - a new vacancy or several vacancies have arisen that match your search criteria.









To find out more about this opportunity and apply online click on the link(s) below: Postman/Woman with Driving – Buxton









�HYPERLINK https://rmg.i-grasp.com/fe/tpl_royalmail01.asp?newms=jj&id=91246&newlang=1 ��https://rmg.i-grasp.com/fe/tpl_royalmail01.asp?newms=jj&id=91246&newlang=1�
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Employee letter tf request v1.0.doc

Cont…






			30 March 2012





			Royal Mail



Pond St



Sheffield



S98 6HR



www.royalmail.com








Dear Colleague


Internal transfer request



Royal Mail is reviewing the information held for transfer requests and our records show that you have submitted a request in the past which remains outstanding.


With immediate effect, new requests for transfers will be completed on-line.


You will remain on the transfer list and be given priority for a transfer over new on-line requests.


However, in order to be considered for a transfer you will need to register your details on-line so you are advised of suitable vacancies.  


To request a transfer (or add new offices to your existing request), it is necessary to register for alerts on www.royalmail.com/royal-mail-jobs.  If you see a job you wish to be considered for a transfer to, you can apply on-line.  You should register for alerts as soon as possible so that you can be notified of opportunities.


Further information is provided in the question and answers provided with this letter.


			Yours sincerely



Royal Mail Recruitment











Frequently Asked Questions (FAQs)


Why is the transfer list closing?


The paper based application means you have to be quite specific on location and hours. The online process will give more control and options to you as an employee.   By seeing all the permanent jobs you will be able to consider a range of options and be aware of the jobs which are available



I no longer wish to be considered for a transfer



There is no need to advise us of this.  As transfer requests are held indefinitely, we realise that circumstances may have changed.  If you are no longer interested in a transfer then you don’t need to register for job alerts.


I have been on the list for a long time, why haven’t I had a transfer?



Transfers can only be arranged to roles which are permanent.  Changes in Royal Mail mean that currently, new roles are often temporary or part time and therefore a transfer request is not matched.


I have been on the transfer list for a long time.  Will my request be considered along with new requests?


Priority will be given to employees who were on the transfer list prior to it closing. After that, new transfer requests will be considered.  Only if there are no current employees who wish to transfer to a new permanent role will a job be offered to an external applicant.



I wish to change the offices I have registered for 



To change or add offices, you should register for job alerts and apply when you see jobs you are interested in.  As you control the alerts, there is no limit to the number of locations you can consider


If I apply for a job on fewer hours than my current contract, can I work overtime or be considered for an increase in hours in the future?


Additional hours cannot be guaranteed.  However you remain eligible to work additional hours if they are available in your unit.


I don’t have online access



You need to have an e mail address for the job alerts to be sent to.  This doesn’t have to be your e mail address.  You can ask a friend, line manager, colleague or family member to get the e mail alerts and let you know when a potential job is advertised



How do I register for alerts and complete an on-line application?



This is done at www.royalmail.com/royal-mail-jobs


If you already have an alert set up or have applied for a vacancy before via the Royal Mail careers website you will already have a user name and password (if you have forgotten this you can request a password reset online).


Log into ‘My Applications’ and either amend the current alert criteria you already have set up by clicking on ‘modify alerts criteria’ 
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or set up a new alert by clicking ‘email me jobs’
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Enter the search criteria relevant to your preferences,


Select the occupation type as permanent (as you are only eligible to transfer into permanent roles), then click submit.



[image: image3.png]My current search criteria
Occupation Type

Contract Type

Contract Type (OR)
Position Type

Postcode

Within a distance (miles):

Permanent Contract
Full Time

Part Time

Postperson - Indoor Sorting
598 6HR

Within 20 miles

elete
elete
elete
Delete
elete
elete









If you have never set up an alert or applied for a vacancy via the Royal Mail careers site, You will need to log onto the Royal Mail careers website and click on ‘email me jobs’ and register a username, password and complete the search criteria as above.  You will then be sent an email asking you to ‘activate your alerts’



When a new vacancy is advertised that matches the search criteria you have entered you will be notified by email (see the example below)



We wanted you to know - a new vacancy or several vacancies have arisen that match your search criteria.



To find out more about this opportunity and apply online click on the link(s) below: Postman/Woman with Driving - Buxton



https://rmg.i-grasp.com/fe/tpl_royalmail01.asp?newms=jj&id=91246&newlang=1


What do I do when I receive an e mail advising me of a job I would like to apply for?


You should click on the link to read more about the job.  If you are interested, you should complete the on-line application (or get someone to do this on your behalf).



When will I know if I have been successful with the transfer request?



As a number of people may apply for a transfer, you will usually be contacted with 7 days to be advised if you have been successful.


Can I apply for a compact sequencing sorter (CSS) role?



CSS roles are initially only open to employees for the unit at which they are based and therefore not eligible for a transferee to move into.


How long do I have after receiving an alert to make my application?


You should apply as soon as possible but no later than 72 hours after receiving the alert.


If more than one employee applies for a role, what are the selection criteria?



Employees who were on the transfer list prior to it closing on 1 April 2012 will be given priority. 



For employees who were not on the transfer list prior to it closing on the 1 April 2012, selection for the role will be based on length of service and closest match of hours (regardless of whether this is an increase or decrease in hours).


Are CWU aware of the process change?


The process has been designed with full input from CWU.


Who should I contact with a query?


If your question hasn’t been answered by the FAQs you can email: transfer.inbox@royalmail.com


			© Royal Mail Group Ltd 2011– Page 1 of 4








Draft v 0.8 29 Febrayr 2012 








