Worldwide Jobs Website Guidelines  
The website has been developed to create an awareness of all vacancies which exist in all BUPA businesses and to encourage greater mobility between them.
The following guidelines are intended for applicants and recruiting managers outlining the recruitment process for applicants from other countries.
These guidelines are applicable to permanent roles unless other terms are specified.    There are separate guidelines and policies for employees moving on assignment to another business for periods of up to three years.
Further information : 
Employee questions should be directed to the recruiting manager





HR questions should be directed to International Businesses, HR

Definitions used in this table:
Home business  = 
current employing company from which the employee is transferring






Host business    = 
company advertising the position and

employing company of the successful job applicant 
	Work Permits/visas
	In some countries, it may be difficult to obtain a work permit for an overseas employee.  Where this situation arises, Recruitment Manager should be clear with applicants at the outset.

EU passport holders do not require a work permit/visa to work in another EU country



	Language


	In most countries it will be necessary to have host country language skills.  Before formally applying for a position, managers need to confirm to applicants whether this is applicable.



	Terms and Conditions
	All successful applicants will have terms and conditions in keeping with local BUPA employees in that country.  This includes salary within the local salary scales, local pension and holiday provision.



	Contract
	All appointments will be on a local contract in accordance with employment legislation in that country.
It is not possible to continue or transfer any existing benefits (for example pension, social security, annual leave)

Employees will be required to resign from their home country employer.


	Relocation
	In all cases, the company will provide assistance with work permits/visas and the tax return in year one. 

Any additional financial or practical support, such as  shipping, finding accommodation, accommodation deposit, assistance with sale and purchase of property etc will be at the discretion of the host business unit.  .



	Recruitment Process


	BUPA employees will be considered internal candidates when applying for a position in an overseas BUPA business.   

~The selection format will be according to the practice of the recruiting BUPA business and in line the employment legislation in that country.
For practical reasons, it is likely that initial interviews are conducted by telephone or video-conference.   Any assessment by test will also be undertaken in the early stages.  Where possible the home country HR manager may be requested to administer selection tests.  

Where the applicant is required to be interviewed in the country of work, the host business should bear the travel and any necessary hotel costs.

References will be taken up in line with the practice of the recruiting business.

Employees should inform their line and HR manager of their intention to apply for an overseas position.



	Employment offers
	All offers of employment/contracts must be made ‘subject to work visa’.

Successful applicants who accept a position are advised to be very clear on the terms prior to giving notice to their current manager. It is sensible to have all details of the offer in writing.



	Commencing employment


	Employees who accept a position will be expected to transfer within a maximum of three months.  Likewise the current manager in home business will be expected to release the employee within this timeframe, irrespective of the notice provision in their current contract of employment. 
Employees requiring a work permit/visa should be aware that it will not be possible to commence employment and payroll until the permit/visa has been obtained.  In most cases this will take 4-8 weeks.



	Timing/Sequence of Events
	For roles requiring a work permit and visa, the process must start immediately after a job offer has been made and verbally accepted.  Employees must be aware that they are unable to go onto the host business unit payroll until work permit/visa regulations have been completed.  Starting the process as soon as possible and while notice is being worked will ensure that there is no break in employment (or salary!)
Employees who do not require a work permit/visa are required to confirm their acceptance to their existing home line manager as soon as they verbally accepted the written contract.  This will ensure minimum disruption to the business.

	Annual Leave
	Employees will be expected to transfer with all leave earned to date either taken or paid in lieu.  Only with the express agreement of the new manager and as a result of extreme circumstances will it be possible to transfer leave.
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