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Informing employee they are to become a ‘registered employee’
Template letter
	Registration of registrable employee - Regulation 18 Public Sector Management (Redeployment and Redundancy) Regulations 2014, and Part 2 of the Commissioner’s Instruction No 12 –Redeployment and Redundancy.
Agencies may choose to use and adapt this sample template letter when notifying employees they will be registered for redeployment in accordance with Regulation 18 of the Public Sector Management (Redeployment and Redundancy) Regulations 2014.  
Agencies should also refer to the Regulations and the Commissioner’s Instruction when preparing correspondence to employees.
This notice is not to be given unless the employee has been notified in accordance with Regulation 9 (1) and where the employee cannot be transferred within their organisation.


[Insert Date]
[Insert Name and Postal Address]
Dear [title and surname]
[Insert subject line]
In accordance with the provisions of Regulation 18 of the Public Sector Management (Redeployment and Redundancy) Regulations 2014, I write to advise you are to be registered for redeployment effective from [insert a date at least 14 calendar days from the receipt of this letter].
As a consequence of this decision, you will become a ‘registered employee’ for the purposes of the Regulations and will be provided with a six month redeployment period commencing from [insert the same date as above]. This registration is for the purpose of exploring whether you can be redeployed to another public sector position or can find alternative employment. 
During the redeployment period you will continue to be provided with meaningful interim work and have access to case management and other support services. In the immediate future you will be assigned/allocated duties at [insert location - which could be the employee’s current work location] and report to [insert responsible manager – which could be current manager].
As a registered employee you will have priority access to suitable positions both within and external to the [insert agency name] and be entitled to a number of benefits under the Regulations to assist your employment transition efforts. Your case manager [insert name of case manager] will assist and support you as far as is possible to find alternative public sector employment.  
In accordance with the Commissioner’s Instruction No.12- Redeployment and Redundancy you are also to participate in the redeployment process and must cooperate in consideration of all reasonable job or retraining options identified. 
In the event you have not been successful in being redeployed or find suitable employment by the last day of the redeployment period, your employment will terminate on the day after the last day of the redeployment period. In that event you will be entitled to receive a redundancy payment in accordance with Regulation 33 of the Regulations along with payment for accrued leave in accordance with Regulation 35. 
At any time throughout the redeployment period you may also submit a formal request for my consideration to have your employment terminated at an earlier date. Should your request for early termination be supported, you would again be entitled to receive a redundancy payment calculated in accordance with Regulation 32(4) and payment for accrued leave in accordance with Regulation 35. 
Further summary information on the support services, options and conditions that apply to redeployment and redundancy applications can be obtained from your case manager [insert name of case manager] detailed information on redeployment and redundancy applications is also available on WA.gov.au. 
Please take the time to read this information carefully and should you have any questions or concerns, contact [insert name of case manager or human resource contact].   
[bookmark: _GoBack]Employees may also access the services of the Employee Assistance Program [insert name of provider]. This service provides free confidential professional counselling services to employees and partners/families (excluding financial advice). The Employee Assistance Program provider [insert name] can be contacted on [insert contact details and information about any limits on the number of sessions, if relevant].
Yours sincerely 




[insert name of relevant Director General/Chief Executive Officer/Chief Employee]
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