
Proposed Staffing Adjustments – [School Name] - Consultation Document 

Introduction
A proposal has been made to change the staffing structure at [School Name} and if implemented could lead to redundancies and/or changes to roles/hours and terms and conditions. The purpose of this document is to outline the proposals in more detail, following on from the staff meetings and to invite submissions as part of a formal consultation period which will run from [consultation start date] to [consultation end date].  

The key purpose of the consultation period is to seek views on the proposal and to identify ways in which to avoid any compulsory redundancies. 
Rationale 
[From Business Case - Outline the rationale for the change – budget deficit etc. Say how you came to the proposed structure (input from SIP, best practice in other schools, school improvement plan etc]. 
Proposal 
[List the posts affected and the proposed changes – if lots of posts affected it can be easier to put the proposals in a table (delete if not needed)]
The table below summarises the changes proposed and the staffing implication(s):
	
	Post Title
	Current FTE
	Reduction (fte)/Increase
	Replacement post (where applicable)

	1
	
	
	
	
	

	
	Totals
	
	
	
	


Enclosed is a copy of the current staffing structure (Appendix 1) and the proposed staffing structure (Appendix 2) 
It is proposed the new structure will be implemented from DATE

Summary of current budget situation/future projections
Provide further detail here and include figures as Appendix 3
Process and Selection
In the event the school is not able to secure volunteers for redundancy, a selection process will be undertaken in the form of XXXX (e.g the completion of a skills matrix against selection criteria) and will be used to determine who would be selected for redundancy.  Interviews may also be required and the information on the skills matrix will form the basis of an expanded discussion.
I do appreciate this process will inevitably cause some anxiety, however, it is important we achieve the right skills match for the post(s) available.  Whilst it is necessary for the process to be rigorous and fair, I will try to keep any discussions as informal as I reasonably can.
Voluntary Redundancy
During the consultation period, staff who wish to be considered for voluntary redundancy rather than participate in a selection process are able to think about this and then formally express their interest.  The deadline for expressions of interest is [date]. (Form enclosed)

Estimates of redundancy entitlements have been provided to eligible staff on a without prejudice to either party.  If you wish to find out more details of voluntary redundancy on a no obligation basis please e-mail XXX.
Next Steps
During this period, I wish to seek your views and those of your Trade Union on the proposals in this consultation document.  Any suggestions or comments received will be reviewed and feedback given.

Please ensure you provide feedback during the consultation period direct to me by emailing me at insert Headteacher email address or in writing and marking any envelopes containing feedback clearly as PRIVATE & CONFIDENTIAL – CONSULTATION FEEDBACK

‘At risk’ letters will be issued to the affected staff and if following the period of consultation, the proposal is implemented and following any selection/interview process, appointments will be made and where applicable, notice of redundancy would be served.  The school however is committed to exploring suitable redeployment opportunities wherever possible.

As a result of being ‘at risk’ of redundancy, the minimum period of notice you would be entitled to if you were to be made redundant, depends on your length of local government continuous service.  For teachers only - If you have been continuously employed for more than eight years, then you are entitled to receive additional notice, as specified in the Employment Rights Act 1996, equivalent to one week’s notice for every completed year of service up to a maximum of twelve weeks.
The minimum statutory notice period to which you are entitled, subject to 4 weeks’ service, is one week (up to a maximum of 12 weeks) for each year of continuous local government service or your contractual notice, whichever is the greater.

Redundancy payments are calculated as follows:

· for each full year of year of service up to and including age 21: half a week’s pay

· for each full year of service from age 22 to 40 inclusive: one week’s pay

· for each full year of service from age 41 onwards: one and a half week’s pay
The maximum service, calculated in accordance with Section 162 of the Employment Rights Act 1996 that can be taken into account, is 20 years and the maximum statutory redundancy payment is 30 weeks’ pay.  The school uses weekly contractual pay as the basis for the calculation for a redundancy payment. 
The school would then consult directly with those staff that have been served notice to discuss any suitable alternative vacancies. It is expected that this would commence as soon as possible once the decision has been made to reduce anxiety and ensure the best possible chances of redeployment.

Copies of the consultation document have also been provided to the recognised Unions and those affected are encouraged to seek support from their Union if they are a member.
Timeline* 
	Date 
	Details

	· 
	· Governing Body Meeting to discuss proposed structure and approval to start consultation
· Informal meetings with staff



	· 
	· Meeting with affected staff 
· Start date of Consultation Period 
· ‘At risk’ letters issued & associated documentation


	· 
	· End of Consultation Period
· Closing date for expressions of interest for voluntary redundancy 


	· 
	· Consideration of all feedback by Headteacher/Governing Body

 

	· 
	· Outcome/decision provided to affected staff members & advice on next steps


	· 
	· Closing date for submission of skills matrix (if required)



	· 
	· Interviews (if required)


	· 
	· Outcome/decision provided & advice on next steps

· Notice letters issued (where applicable)
· Redeployment options/discussions (where applicable)
· Appointment letters to be issued
· Appeals process communicated

	· TBC
	· Appeals heard (if required)


*Every effort will be made to adhere to this timetable, however dates may need to change depending on circumstances
The Governors and I are very conscious that you will be managing uncertainty in this period so every effort will be made to adhere to the above timetable, however, it may be subject to variation for reasons beyond our control. If this occurs, I will endeavour to keep delays to a minimum and any changes will be communicated at the earliest opportunity.

You may also wish to take advantage of the confidential Employee Assistance programme provided by the Council.  This can be accessed by contacting ‘Care First’ on 0808 168 2143.
I look forward to receiving your views on this proposal. 

HEADTEACHER

Date
- 1 -


