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ROYAL BOROUGH OF WINDSOR AND MAIDENHEAD

RESTRUCTURE IMPLEMENTATION GUIDELINES for School based staff


1. Principles

1.1	These guidelines are intended to supplement the’ Redeployment of School Staff policy. 
            
1.2	In particular, the guidelines amplify the provisions contained within paragraph 7 of the above policy.

1.3	Where the school is undergoing a reorganisation and posts are being deleted, new posts to reflect changed needs or budget may be created. The following paragraphs identify a sequence which should be followed, reflecting school policy and good practice, in appointing to the new posts.

1.4	The following will apply only with regard to an employee’s substantive post since it is the substantive post in any reorganisation which will be affected. Where an employee is seconded to a post in the school, which is deleted, the secondment will normally by its nature cease and the secondee will revert to his or her substantive post. 


2.       Appointment process

Where posts in a former structure are deleted, staff at risk of redundancy should be considered in the first instance for the newly created posts in the revised structure. 

2.1	Slotting In

2.1.1	Where the duties of an employee’s current post comprise 75% or more of the new post and where the grade, hours and working arrangements are the same and where there is only one contender for the new post, the individual in question will normally be ‘slotted’ into the post subject to the Headteacher being satisfied that the individual has the knowledge, skills and experience required to undertake all elements of the role, or can obtain these with reasonable training.  In some circumstances an interview may be required, however a discussion to confirm expectations and requirements with the post holder is advisable as a minimum.

2.1.2	Where there is more than one employee in this category, a ring-fence appointment process for those employees only should be followed, involving an interview and possibly other selection methods. For further details on how this would be applied, see section 2.2.

2.1.3	If the new post is one grade higher than the current post or the proportion of similarity is between 50% and 75% Headteacher’s may exercise discretion and ring fence the post to the existing post holder(s) in the first instance to enable them to be considered for the role in advance of making the role available to other internal and/or external candidates.  In such situations appointment will be on merit and ring-fenced employees will need to demonstrate their suitability for the role.  Selection is likely to be by interview and may involve other assessment tools. If a decision is taken not to ring-fence posts in the first instance this does not preclude those individuals from applying for the post when it is advertised.


2.2	Ring-fence

2.2.1	If ‘slotting’ in is not possible, employees at risk would be eligible to apply within a ring-fence process, i.e. where applications would be limited in the first instance to those employees.

2.2.2	Where posts in a hierarchy have been deleted and new posts also in a hierarchy are established, it would be sensible and also good practice to appoint to the posts, level by level, in hierarchical order. In this way, more senior staff, when appointed, would be involved in the selection of staff for whom they will be responsible and whom they will be managing. 

2.2.3	If posts are within a hierarchy, consideration should be given to whether applications should be limited to those posts of equivalent or approximate grade and seniority; in other words, whether all employees at risk would be able to apply for any new post within the ring-fence or only for that or those posts at a designated level. If the designated level option were decided upon and an employee were unsuccessful in his or her application, he or she would be eligible to apply for a post in the next subordinate tier or for redeployment elsewhere in the school/council, possibly depending upon salary and skills’ differences.


2.3	Applications for ring-fenced posts

The form at Appendix A should be used for applications; the standard school application form would provide information which in many cases will already be on record. To use the standard application form would therefore impose unnecessary expectations on employees at a difficult time in their careers.  The appended form will provide a framework for focussed information, thereby assisting those making selection decisions.



Expression of Interest application		Appendix A

You may apply for up to two posts in the new structure. Please identify those posts below in order of preference. 
1.
2.
	NAME: 


	POST: 


	Please provide below details on your knowledge, skills and experience relevant to the post*.























	
Signed 	................................................... 
[If you return the form by e-mail you will be asked to sign the statement at the interview]
		

Date 		…………………………………

 * Continue on a separate sheet if required



Please complete this form for each role. Please complete this document by explaining how you meet the essential requirements of the role and outlining how your knowledge, skills, and experience align with the position. When completing it, focus on the content of the job description and person specification to clearly demonstrate your suitability for the role. In addition to your work experience, please include any other relevant skills or experiences—professional or otherwise—that further support your application that you feel compliment the post.
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