
Role Transfer Process

1. Purpose

· CQC wants to ensure we have a skilled, integrated and engaged workforce. We recognise that some people want to stay in their current job title but change specialisms. This process explains how colleagues can request transfers to support this. It aims to ensure requests are handled fairly and transparently. Where possible, it supports both business and individual needs.
· This process is designed for very specific roles (currently within Operations and Data & Insight) where job descriptions are the same or very similar and core skills are transferable. This ensures fairness and transparency by limiting transfers to lateral moves rather than promotions or demotions, maintains operational continuity by reducing training needs, and supports compliance with recruitment policy. It also mitigates risk by ensuring individuals can perform effectively in the new role, while enabling career mobility without compromising performance standards.
· Please note there may be other Directorates with similar roles which share job descriptions across functional areas. Colleagues may also consider the use of the transfer process. Please speak to your Strategic People Business Partner and Line Manager in the first instance. 
· This process replaces the need to go through the recruitment process; wherever practical it aligns to the recruitment policy.

2. Before Submitting a Request

This process applies if: 
· You are confirmed as permanent in your Inspector role, have a permanent contract and have successfully completed your probation period and want to transfer to the same role in a different sector specialism with no change of job title/description. 
· You are a permanent Analyst in Data & Insight who has successfully completed their probation period and wants to make a permanent or temporary transfer to a different function, retaining the Analyst job title and Qual/Quant designation (where relevant).
· You are a permanent Senior Analyst in Data & Insight who has successfully completed their probation period and wants to make a permanent or temporary transfer to a different function, retaining the Senior Analyst job title and Qual/Quant designation (where relevant).
· You wish to make a permanent transfer to a role for which you are eligible under this process but would consider a temporary move on a secondment basis if a temporary vacancy were available first. 

This process does not apply if: 
· You are currently subject to a performance management, capability or conduct process, either informally or formally. 
· Operations: You wish to transfer to or from a Registration Inspector, Specialist Inspector etc (for example, Oral Health Inspectors, Children’s Services and Medicines Inspectors). 
· Operations: You wish to remain in your current role and specialism, however you wish to move to another geographical location due to relocating. This will be managed by our colleagues with the Hub. Please direct those queries to operationsresourcing@cqc.org.uk.
· Data & Insight: You wish to transfer to or from a non-analyst D&I role as these roles require different skills and have materially different job descriptions.
· If the transfer process does not apply, normal CQC recruitment processes should be followed in line with the Recruitment and Selection Policy. 
 
Points to consider: 
· You should carefully consider the reasons for your application, the suitability of your knowledge and experience in relation to your chosen specialism and how the move will support your future development. This information will be reviewed by the relevant Deputy Director by both written application and suitability conversation.
· Applications to transfer are usually permanent and limited to one request per 12 month period. You will not have the right to return to your existing role, network, specialism or function without applying (unless the transfer is put in place under a secondment agreement to support a temporary move).
· There will be no change in salary as a result of a transfer. Eligibility for the London salary scale will be in line with CQC’s current policy. 
· In the first instance requests to transfer should be discussed with your current line manager prior to a formal application being submitted as any form submitted will require their approval. 

3. Transfer Application Form 
Requests for transfer can be made at any time following the successful completion of a probationary period. All transfer requests must be submitted via the relevant ongoing advert in Cornerstone. 
· If agreed by your line manager, applications will then be reviewed by your Deputy Director to ensure that all criteria are met and, if agreed, the transfer application is forwarded to the recruitment team to progress. 

4. Suitability Conversation (Examples)

Example 1 – Specialism transfer (Operations)

· Following receipt of a transfer application, the recruitment team will forward it to the relevant Deputy Director to review and arrange a suitability conversation as soon as possible, regardless of whether vacancies are available or not.
· Conversation will be with two panel members (either Operations Managers or Deputy Directors) within the relevant network and can be virtual or face to face, a record of the conversation will be made covering the following: 
· Motivation for application
· Skills and background in the requested specialism
· Location, suitability, working hours and any other issues.
· The difference between working in different inspection areas.
· Performance in their current specialism
· Where it is determined that the applicant is not suitable to take up the requested transfer role, the managers will need to supply written rationale and offer feedback in a timely manner.


Example 2 – Function move within Data & Insight

· Following receipt of a transfer application, the recruitment team will forward it to the relevant Deputy Director to review and arrange a suitability conversation as soon as possible, regardless of whether vacancies are available or not.
· Conversation will be with two panel members (either Principal Analysts or Deputy Directors) within the relevant function and can be virtual or face to face. A record of the conversation will be made covering the following: 
· Motivation for application
· Skills and background in the requested function
· Location, suitability, working hours and any other issues.
· The difference between working in different functional areas.
· Performance in their current function.
· Where it is determined that the applicant is not suitable to take up the requested transfer role, the managers will need to supply written rationale and offer feedback in a timely manner.

5. Decision

Request Accepted 
· If the transfer request is accepted, you will either be appointed to a vacancy if one is available (subject to the process below) or be placed on the transfer request list. 
· Requests remain live as offer ready for consideration against any upcoming vacancies for a period of 12 months, this period starts from the date the individual is accepted onto the transfer list following the completion of the suitability conversation.

Request Declined 
· In some cases, requests are declined, in this case, the manager who has made the decision will provide written rationale to explain their decision and offer feedback in a timely manner.
· In this instance, you may wish to pursue a development plan aimed towards increasing your understanding of the role in the requested specialism or function which could include shadowing, attending training events or team meetings. 
· This would be with the agreement of your current manager and subject to business requirements. In addition, the individual and their manager may also explore available training opportunities by contacting CQCAcademy@cqc.org.uk.
· There is no right of appeal and that any decisions made under the Transfer Process are final. 

6. Management of the Transfer List

· Transfers can only be offered where vacancies exist and once the role has been assessed for colleagues who are currently in the redeployment pool. Where two employees submit matching transfer requests, these may be processed as a direct swap without the need for a vacancy, with each individual transfer processed in line with this process.
· Acceptance onto the transfer list does not give an automatic right to a vacancy, this is at the discretion of the hiring manager who will assess applications with regards to travel time and other costs as well as team skills mix and the ability to meet any flexible working arrangements (for example: consideration of working patterns across the team to ensure business continuity) as and when vacancies arise. Please note: all current workplace adjustments documented in Workplace Passports must be discussed with the new line manager to ensure that these can still be accommodated within the new team. Managers are expected to be supportive of adjustments but there is the test of reasonableness when moving teams and other than for disability, adjustments that have previously been agreed may need a further conversation to ensure both parties understand the requirements of the role within the new team and the working patterns. 
· Transfer requests will be considered before approval is given for a vacancy to be advertised. 
· Vacancies already live on the CQC jobs portal prior to a request being accepted may not be eligible for colleagues to transfer into. The recruiting manager has discretion to decide whether a live vacancy should be filled by a transferee, taking into account the transfer form, stage of recruitment and advice from the Recruitment team. Any decision made by the recruiting manager will be clearly communicated with the individual, including rationale, in a timely manner.
· Where there are more accepted requests to transfer than vacancies, there must be a further competitive assessment process to determine an outcome.
· Transfer applications may be prioritised in the case of exceptional personal circumstances – relevant information regarding this should be included in the application form. 
· Transfer applications will remain live for a period of 12 months. Recruitment will contact the individual to inform them that their application has been closed after this time. If a transfer is still desired the individual will be required to re-apply.

7. Transfer Offers

· If an individual has been accepted onto the transfer list and the vacancy offered is permanent, the current line manager does not have the ability to prevent the transfer, in the same way that colleagues can apply for any other vacancies within CQC. The release date will be agreed between sending and receiving managers. This cannot be no later than the contractual notice period, unless agreed by the individual and the Deputy Directors of the sending and receiving teams and signed off by Recruitment.
· Where the vacancy offered is temporary (i.e. a secondment is offered), the current line manager can approve or decline the move in line with the recruitment policy, which can be found on the CQC Intranet. The length of the secondment also determines where the applicant returns to at the end of the secondment.
· If an individual is offered a suitable transfer and declines the move, their current Deputy Director will review the rationale for declining and determine whether the individual should remain on the transfer list for the remainder of the 12 months. Any decision made by the Deputy Director will be clearly communicated with the individual, including rationale, in a timely manner. 

8. Completing a Transfer 

· The transfer date will be agreed by the Deputy Director for both teams, considering specific pieces of work outstanding and the individual’s contractual notice period where necessary. 
· Where the transfer is temporary, permission for the release of that individual will be agreed by the releasing Deputy Director and/or manager.
· Once the above is agreed the new line manager will make a formal offer to the individual and confirm the transfer date. The individual will confirm their acceptance of the transfer in writing and the new manager will complete an online Notification of Variation (NoV) to reflect this effective date and new team. 
· HR Services will update relevant systems and generate a letter to confirm the transfer to the transferee - this is a formal change of contract.
· The current and new managers will arrange the handover of the individual. The new manager will arrange any induction or other relevant training. 


