

	Managers’ How to Guide….. 

Volunteer Reserve Forces 



	Policy statement


	The Volunteer Reserve Forces policy defines the Office of the Police and Crime Commissioner’s (OPCC) obligations towards all employees who are members of the Volunteer Reserve Forces and how these will be met through the management and support of these employees.

	
	

	Scope
	All employees of the OPCC.

	
	

	How to use this document
	This document is not part of the formal policy.  It provides additional information to help you as the manager in the practical day to day application of the policy.  
It is expected that you will have an understanding of the Volunteer Reserve Forces Policy prior to using this guide.  
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	Roles and responsibilities 
	As the manager of a Reservist you are responsible for:

· understanding the legal and statutory responsibilities
· ensuring you obtain written confirmation of Reservist status and using the portal to set up an absence quota for training
· passing relevant information to the correct HR centre

· managing training requests and arrangements for time off
· notifying the IBC of an employees mobilisation on a tour of duty 
· managing and accurately recording any episodes of unauthorised absence

· seeking advice in cases of exemption from mobilisation

· agreeing contact details with the Reservist during mobilisation

· ensuring any increments or changes to the Reservists post during mobilisation are applied as appropriate

· informing Pension Services of mobilisation arrangements 

· supporting the Reservist upon their return to work
· referring the Reservist to Occupational Health if appropriate

· applying the correct procedure in redundancy situations
· applying the correct procedure for reinstatement
· applying for financial assistance where appropriate

The Reservist employee is responsible for:

· advising you that they are a Reservist, the force that they belong to, the category (standard or high readiness) and updating you of this annually
· discussing training requirements with you, providing written evidence and notice of training commitments
· using ESS lite to record their time off for training as soon as possible

· advising you as soon as call-out papers are received 
· advising pension services of mobilisation arrangements 

· providing you with the required notice of return from mobilisation
· informing you of maternity, paternity or adoption requests
· cooperating with Occupational Health and access to medical information

· discussing their support needs with you 
The HR person/ department who is supporting the manager is responsible for:

· processing any information relating to the Reservist
· advising on the completion of letters, reports and relevant documentation 

· attending meetings in an advisory capacity
· advising on exemption from mobilisation applications

The OPCC work colleague or trade union representative is responsible for:

· supporting their member/ colleague  



	Introduction
	The OPCC recognises the vital role of the Volunteer Reserve Forces and the valuable contribution that Reservists make to our Defence, communities and the civilian workplace. 

	
	

	General principles

	Where possible the OPCC wishes to be flexible in granting time off to enable employees to undertake Reserve Service training and to support our statutory obligation to employees who are mobilised for service in the Armed Forces. 

As a line manager you are responsible for balancing the management of Reservist employees with the operational needs of your service. You reserve the right not to support Reservists in line with non statutory provisions where such arrangements would have a negative impact on service delivery. 

You must also be aware of the relevant legal responsibilities regarding liability for mobilisation and reinstatement at work after mobilisation.

	
	

	How will I be notified that an employee is a Reservist

	The Ministry of Defence will issue written confirmation to the OPCC at the point at which the Reservist joins the relevant force. The letter will confirm;

· their membership to the Volunteer Reserve Forces 
· the force that they belong to

· training and mobilisation obligations

· the Reservists rights

· the OPCC’s rights

· details of financial assistance during mobilisation

The Reservist must inform you of their membership either upon their appointment to a role with the OPCC or of their intention to join the Volunteer Reserve Forces if they are already an employee. Reservists are expected to provide full contact details to the Ministry of Defence to ensure that relevant paperwork reaches you.

You must pass this information to the IBC within 7 calendar days of receiving it.
The Reservist’s Regiment or Unit will send you a follow-up letter each year to confirm that the information held is still accurate. You should review the written confirmation and forward it to the IBC for data recording purposes. You will also need to retain a copy on the employee’s personal file or ePF on Hantsfile.
When you receive written notification from the MoD that the employee is a Reservist you must complete the on-line general query form available in the portal to instruct the IBC to make a record of this on the employee’s SAP record. You must also set up an absence quota for training days for the employee. This will enable the employee to record any training commitments that they have.   The absence quota is called ‘Reservist train – hours’ – this is currently set to a maximum allocation of 10 working days per year (pro-rated for part-time employees).  This quota can be created using the portal, the quota narrative is ‘Non-reg forces’.   

	Reservists training commitments
	Reservists are typically committed to 30 days training per year although, depending on the regiment and the employee’s appointment within their unit, this may be extended. Training commitments vary but in most cases include: 

· weekly training - most Reservists train at their local centre for approximately two-and-
a-half hours, one evening a week

· weekend training - all Reservists are expected to attend a number of training weekends which take place throughout the year
· annual training – a 15-day continuous training course, sometimes referred to as ‘annual camp’ or ‘overseas training exercise (OTX)’ and for certain regiments more than one camp may be held annually. This is 15 calendar days, typically commencing on a Friday evening for 2 weeks and finishing on a Sunday, therefore incorporating 10 working days. This may take place at a training establishment, as an attachment to a Regular Unit, a training exercise or a combination of these. Training normally takes place within the UK, although each year some Reservists train overseas
· annual tasking – the Reservist may be requested to attend various taskings to support operations at home or overseas
10 working days are provided as paid leave by the OPCC for these specific training purposes. Any remaining training requirements outlined above will normally be managed using annual leave or unpaid leave.

	
	 

	How to manage applications for training commitments
	Early notification of a Reservist’s training will enable you to consider such requests and to make alternative arrangements to cover work where necessary. 

You can request written or email confirmation of training dates to support the Reservist’s leave application. The Reservist can provide this in written or email form from their Commanding Officer or by providing evidence of training schedule details showing the dates for weekend training and annual camp.

If you have requested evidence but the Reservist cannot provide it, you should decline the training request.
Employees must use ESS lite to request leave for training. Where they experience difficulties in using ESS lite, they can contact the Customer Interaction Centre who can provide guidance on using the system.  Where they do not have access or there is an error, the Customer Interaction Centre can raise a query their behalf.  

You must approve or reject these requests using the portal.

	
	

	How to manage requests to attend additional voluntary training 

	Some Reservists volunteer for extra training courses and other duties in addition to their annual continuous training commitment. This enables them to gain skills in areas such as health and safety, IT and personnel management. 

All requests to attend additional voluntary training should be submitted to you by the Reservist using ESS lite as either annual leave or unpaid leave and considered in the normal way.

	
	

	How to manage time off arrangements
	The additional paid leave entitlement cannot be used for days when the Reservist is not undertaking Reservist activities (for example, to recover from the physical demands of a weekend away with the reserve forces). In such cases you must advise the Reservist to make arrangements to take annual leave in the normal way.

Additional paid leave that is provided to Reservists is available only to employees who provide evidence to you that they need to take the time off as a Reservist (for example, a letter from their Commanding Officer) at the time of booking and can be agreed in line with the operational needs of your service.

You and the Reservist are encouraged to plan for leave that may be required during the year to minimise the impact on service delivery and to enable cover arrangements to be made.

	
	

	How to manage unauthorised absence
	If you feel that a Reservist has taken a period of unauthorised absence, you will need to discuss this with them to determine the facts. 

If you decide that the absence was unauthorised you will need to use the Managing Misconduct Policy to address this.

	
	

	How to manage flexible working requests
	The OPCC operates a flexible working policy for all employees which can assist with their commitments outside work (for example, if they regularly have to leave or start work early on particular days). 

You can find information relating to flexible working within the Managing Requests for Flexible Working Policy. 

	
	

	How to manage the mobilisation process

	Mobilisation is the process of calling a Reservist into full time service with the Regular Forces, in order to make them available for military operations. The maximum period of mobilisation will depend on the scale and the nature of the operation and is typically no less than 3 months and no longer than 12 months. In certain cases an extended period may be requested.

Call-out papers for mobilisation will either be sent by post from the Ministry of Defence to you, or given to you by the Reservist. The documentation will include the call-out date (first day of mobilisation) and the anticipated timeline. 

Call-out papers set out the date and possible duration of mobilisation as well as statutory rights and obligations and how an employer can apply for financial assistance.

There is no statutory requirement for the Ministry of Defence to provide the OPCC with a warning period prior to mobilisation. However where possible, the Ministry of Defence aims to give at least 28 days notice of the date that a Reservist who is classified as a ‘standard reservist’ will be required to report for mobilisation.  Some Reservists are classified as ‘high readiness reservists’. These are Reservists with special skills who may be mobilised with 24 hours notice to the OPCC. 

Reservists must notify you of their classification on an annual basis, particularly if they are a high readiness Reservist as this type of mobilisation at short notice may have more of an impact on your service. 

You are required to complete all relevant sections of the call out papers and forward the papers to the IBC to ensure that the employee’s SAP record and pay details are amended in line with mobilisation arrangements. The IBC will also ensure that pensions are notified to make any necessary arrangements during mobilisation. The IBC will then return the paperwork to the Ministry of Defence, confirm the arrangements to the Reservist and retain a copy of the information sent to the Ministry of Defence on the employee’s personal file or ePF.
A period of mobilisation comprises three distinct phases: 

· medical and pre-deployment training; 

· operational tour 

· post-operational tour leave

You and the Reservist must discuss and agree contact arrangements for the duration of the mobilisation period. You must also consider any cover arrangements that may be needed in the department during the period of mobilisation.
You must submit an on-line HR query form to instruct the IBC to record this period of leave.

	
	

	How to apply for an exemption from mobilisation
	In all cases of mobilisation, you have the right to seek exemption from it if the Reservist's absence is anticipated to cause serious harm to service delivery. You must seek advice from the Executive Advisor to ensure that the reason for exemption is valid and that exemptions are applied consistently within the OPCC.
Definitions of 'harm' will vary from case to case, but may include;

· loss of reputation, goodwill or other financial harm 

· impairment of the ability to produce goods or provide services

· harm to the research and development of new products, services or processes (which could not be prevented by the granting of financial assistance under sections 83 and 84 of The Reserve Forces Act 1996). 
Details of how you can apply for exemption are included in the call-out pack. Your application must reach the Adjudication Officer within the Ministry of Defence within 7 days of the Reservist being served with a call-out notice. If you do not meet this timescale, permission to make a late application will need to be obtained from the Adjudication Officer. The Reservist also has the right to apply for exemption if their call-out papers arrive at a difficult time.
If you receive an unsatisfactory decision following your application for exemption, you can appeal for a hearing by an Independent Reserve Forces Tribunal. Your appeal must reach the Tribunals Secretary within 5 days of receipt of written notice of the decision. If the tribunal rejects the application for exemption, the OPCC will be required to release the Reservist for mobilisation.

	
	

	How to manage covering the post during the mobilisation period
	There are various options available for covering a Reservists post during mobilisation. You will need to confirm budget arrangements and refer to the Recruitment Policy for the options available. 

	
	

	How to manage terms and conditions during mobilisation
	During a period of mobilisation, the Reservists terms and conditions will be managed as described in the following sections. 

	
	

	How to manage pay during mobilisation
	If the Ministry of Defence’s basic pay element is less than the normal salary that the Reservist receives from the OPCC, it is the Reservist’s responsibility to apply to the Ministry of Defence for the difference to ensure that they suffer no loss of earnings. 

	
	

	How to manage pension arrangements during mobilisation

	If the Reservist is a member of the Local Government Pension Scheme and chooses to remain in it for the period of mobilisation, the Ministry of Defence will make the employer contributions for the period of mobilisation. 
The payment will be based on pay and pension contribution details supplied by the IBC using the pension details form contained within the employer notification pack. 

You and the Reservist are jointly responsible for ensuring that Pension Services is made aware of the mobilisation arrangements in order that pension provisions can be administered correctly.

	
	

	How to manage a Reservists annual leave 
	You should discuss annual leave arrangements with the Reservist throughout the year as part of general service provision planning. You should also encourage the Reservist to take any accrued annual leave before mobilisation to avoid carry over where possible. 
The Reservist will not accrue annual leave with the OPCC during the period of mobilisation. The Reservist will accrue annual leave with the Ministry of Defence whilst they are in full time service with them. When the Reservist is demobilised, they are entitled to a period of post-operational tour leave (POTL). During this period they will continue to be paid by the Ministry of Defence.
You will need to adjust the Reservist’s annual leave quota using the portal to ensure it reflects the non accrual of annual leave during the mobilisation dates.

	
	

	How to manage sick pay entitlements during and after mobilisation
	In exceptional cases the mobilisation period may be extended due to the Ministry of Defence’s obligation to assist the Reservist’s recovery to enable them to return to work.

Any financial assistance that the Reservist or the OPCC are receiving will continue for as long as the Reservist remains mobilised, which includes period of recovery.

	
	

	How to manage redundancy situations during mobilisation


	You cannot make a Reservist redundant on the grounds of their military duties or their liability to be mobilised. 

You can include a Reservist in the redundancy pool if this is necessary due to a downturn in business or the closure of a service. However, all employees must be treated consistently, and the redundancy criteria that you apply must not discriminate against Reservists on the grounds of their reserve service or call-up liability. 

If the Reservists post has been made redundant, dependant on their length of service, they will receive a redundancy payment at the time the post is redundant. 

Where their substantive post has been made redundant, the Reservist will be given redeployee status and is entitled to be given priority for consideration in relation to any other available post that may be suitable. Such posts should be comparable in terms of grade, hours, location and essential criteria of the role profile to their redundant post. Consideration should be given to any new skills that the Reservist has acquired during mobilisation that may be transferable in a new role.
The OPCC are required to continue to consider the Reservist for suitable posts for 6 months following the end of their mobilisation and post operative leave. The Redeployment Policy provides further information.

	
	

	How to reinstate a Reservist to work after mobilisation


	There is a legal requirement for a Reservist to be re-instated for a minimum of 13, 26 or 52 weeks, depending on their length of employment prior to mobilisation. 

It is the Reservist’s responsibility to advise you of their return to work. This is reiterated by the Ministry of Defence as part of the demobilisation process.  

The letter advising of reinstatement must reach you no later than the 3rd Monday after the last day of mobilisation and must state the date that the Reservist can return to work, which should be no later than the 6th Monday after the end of mobilisation. This period may be extended if you and the Reservist agree to this.

Once written notification of reinstatement is received, you must re-instate the Reservist as soon as they are reasonably able to do so, providing the post remains available. You must notify the IBC of their return for payroll purposes.
Should the Reservist fail to notify you of their intended return to work within 26 weeks of demobilisation they will forfeit their right to return to work.

	
	

	How to manage redundancy during the reinstatement period
	If a redundancy situation occurs after the Reservist has returned from a period of mobilisation to their substantive post, you can treat them in the same way as other employees who are also in the pool for redundancy. You should seek advice from HR Operations on the redundancy criteria that is applied so that, if the Reservist is selected for redundancy, it is possible for you to demonstrate that their dismissal was not connected to their reserve service or period of mobilisation.
If redundancy occurs during the Reservists reinstatement period you must ensure the following;

· you must have a genuine reason for the redundancy which is not related to Reservist status

· you must give priority redeployment status to the Reservist as per the policy provision and all possible options to retain the Reservist must be explored

If a redundancy situation still applies taking into account the factors 

above, you can make the Reservist’s post redundant and the reinstatement obligations will no longer apply.

	
	

	How to manage employment concerns during the reinstatement period
	During the reinstatement period the Reservist has resumed his/ her contract of employment with the OPCC. Therefore a Reservist should be managed in the same way as all other employees to ensure your service is delivered effectively. If an issue occurs during the reinstatement period which requires formal action and results in dismissal, you are able to dismiss the Reservist and the reinstatement obligations will no longer apply. 

	
	

	How to manage a Reservist’s request to work during post operative tour leave


	Reservists are not normally permitted to return to work during post operative tour leave. This period of leave is intended to enable the Reservist to re-adjust to civilian life following their return from mobilisation. 

In exceptional circumstances, the Reservist may be permitted to return to work during post operative tour leave.  The Ministry of Defence’s Commanding Officer is required to grant written permission and is responsible for adjusting the demobilisation dates to ensure the Reservist is not incorrectly paid by both the Ministry of Defence and the OPCC.

	
	

	How to request access to medical information
	In cases where medical information is required the employee will be asked to complete an access to medical information consent form.

There is an expectation that the Reservist will cooperate if access to medical information is required to facilitate a return to work. 

	
	

	How to apply for financial help with retraining


	Some Reservists may need refresher training when they return to work to undertake their role, or be given time to familiarise themselves with processes and procedures in the workplace. 

Financial assistance may be available for retraining if it is required as a direct result of their mobilisation, although claims cannot be made for training courses that would have taken place anyway. 

Details of how you can apply for financial assistance are contained within the information pack that is sent out by the Ministry of Defence. You are responsible for submitting claims for financial assistance. You will be required to provide evidence of costs in addition to evidence that the Reservist could not reach the required standard by any other means, such as workplace experience. 

	
	

	How to support the Reservist when they return to work
	Upon the Reservists return from mobilisation you may find they have grown in terms of leadership, planning, and training of others and may also have acquired stress management, resilience and technical skills which could prove useful in their role with the OPCC. 

You are encouraged to discuss new skills with the Reservist as it may be possible to utilise such skills within the workplace. Such skills should be added to the Reservists skills record. 

Reservists often return to civilian life with a huge variety of new skills and accomplishments which can be of great benefit to the OPCC. However they can occasionally face challenges. Where you have concerns about the employee's ability to reintegrate into the workplace, or changes to their usual behaviour, you should discuss this with them at the earliest opportunity and consider whether a referral to Occupational Health or an alternative form of support is required.

	
	

	How to claim financial assistance
	Financial assistance in the event of a Reservist being mobilised is governed by the Reserve Forces (Call out and recall) (Financial Assistance) Regulations 2005. These cover additional costs, above the normal earnings of the Reservist, associated with replacing the employee. Details of how you, on behalf of the OPCC, can apply for financial assistance are contained in the information pack that is sent out by the Ministry of Defence. You are responsible for submitting claims for financial assistance. 

There are 3 types of award available:

One-off costs

· agency fees, if a recruitment agency or employment           agency is used to find a temporary replacement; or

· advertising costs
There is no financial cap on claims, but any claim must be supported by relevant documentation. 

Recurring costs

· overtime costs, if other employees work overtime to cover            the work of the Reservist

· costs of temporary replacement by the amount that such           costs exceed earnings of the Reservists
The maximum claim available is £110 per day. You can make a claim for every normal working day that the Reservist is away on service. Your application for one-off and recurring costs must be made within 4 weeks of the end of full time Reservist service with the Ministry of Defence.

Training award
If a Reservist is required to undertake additional training as a direct result of their mobilisation (routine training excluded), you can make a claim for the cost. 

	
	

	Support
	Managers:

Any queries can be directed to HR Operations.  
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