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REDUCTIONS IN STAFFING

Introduction

1.1
The LEA  has sought to maintain appropriate numbers of staff, both teaching and school support staff, within its schools to provide the best possible education for pupils of Nottinghamshire. Staff are the Authority's greatest resource and the key element in the delivery of effective education of pupils. 

1.2
The School Staffing (England) Regulations 2003  and the Education (Modification) of Enactments Relating to Employment) Order 2003 came into effect on 1 September 2003.  Sections 16 and 17 of the School Standards and Framework Act 1998 have been replaced by Sections 35 and 36 of the Education Act 2002.  This guidance has been written to reflect this and other legislation relevant to the employment of staff in schools.

Part 1 of the School Staffing (England) Regulations 2003 requires the Governing Body of each school to establish dismissal procedures for all school employees and delegates to Head Teachers and Governing Bodies the power to decide all dismissal matters themselves.  As this is a delicate area of industrial relations, Governing Bodies are advised to take account of existing good practices by LEAs, guidance and ACAS procedures.

1.3
Governing Bodies of schools with delegated budgets are responsible for determining the staffing complement of the school for both teaching and for school support staff. The LEA recognises that there will be occasions when it will be necessary for Governing Bodies to consider a reduction in staffing levels resulting from changes in the number of pupils or budgetary decisions taken. It is considered appropriate, therefore, to provide advice for Governing Bodies on the legal framework and practicalities of staff reductions so that when such situations arise the procedures adopted will: 

a)
meet the legal requirements 

b) 
recognise the rights of the individuals concerned 

c) 
continue to maintain good industrial relations within our schools.

1.4 
This document applies only to staff who work solely at a school. The Authority does employ some staff who work across schools and the responsibility for any reduction of such staff remains with the LEA. 

1.5  
These procedures have been agreed with all of the Recognised Trade Unions and meet the legislative requirements.  Any Governing Body which decides not to adopt this Reductions in Staffing Procedure will need to undertake its own consultation with all of the Recognised Trade Unions and reach agreement with all of the Recognised Trade Unions to ensure its own procedure meets the requirements of employment law and the standard of the ACAS Codes.

The Role of the LEA

2.1
Although Governing Bodies are given the power to determine the staffing complement of the school and decide who shall be employed there, the LEA remains the employer in law. That means that for maintained schools, the contract of employment will continue to be between the individual and Nottinghamshire County Council to work at a specified school. 

2.2
This, coupled with the strategic responsibility for the delivery and monitoring of education within Nottinghamshire, which the LEA retains, requires that Governing Bodies and the LEA  work in partnership in handling the process of staff reductions. 

2.3 
To assist Governing Bodies and individual members of staff affected, the Director of Education will: 

a) 
offer advice on the determination of the staffing complement through advice on school management planning. 

b) 
offer practical assistance in the complex procedures surrounding any necessary staff reductions. This will be achieved by officers from within the Education Personnel Group being available to go into schools to assist the Head Teacher in the management of the process and provide counselling/advice to individuals affected, as required.

2.4 
Where Foundation or Aided Schools have chosen not to adopt these procedures and have adopted alternative procedures recommended by their Diocesan Authority, they should immediately advise the Education Personnel Group and all Recognised Trade Unions of this decision.

2.5
The Director of Education will be proactive in managing the process of redeployment between schools. It must be borne in mind that whilst some Governing Bodies may need to reduce the establishment of a school, there is and increasingly will be over the next decade a shortage of teaching staff. Consequently, the LEA will seek to retain qualified and experienced staff by placing them in vacancies within the service. To do so, however, the LEA requires the support and commitment of all Head Teachers and Governing Bodies in taking a positive approach to such redeployment in using their powers to appoint staff in schools. 

2.6  
In the process outlined in this document, the LEA will consider the use of  voluntary redeployment and the premature retirement of staff as a means of reducing staffing establishments.  Where staff volunteer themselves for redundancy selection, the redeployment process will begin immediately.

2.7 
Apart from the circumstances set out in 3.1 below, normally the costs of staffing reductions will be met by the LEA and not from the school's delegated budget. 

2.8  
Due to the complexities of this area of employment and education law, governing bodies are strongly advised to agree to adopt the Reductions in Staffing procedure without amendment and seek advice on individual cases from the Education Personnel Group.

2.9  
Should, exceptionally, a Governing Body seek to amend a recommended document, they will need to consult/negotiate any changes collectively with all of the secretaries of the Recognised Trade Unions, and confirm any amendments with the LEA.  Governing Bodies are strongly recommended to seek advice from the Education Personnel Group in these circumstances.

Roles and Responsibilities 

3.1 
In addition to fixing the staffing complement of the school, the Governing Body will have the overall responsibility for managing the process. The fairness of dismissals resulting from staffing reductions can be challenged in an Employment Tribunal. Article 6 of the Education (Modification of Enactments relating to employment) Order 2003 provides for a governing body to be the respondent in relation to any application to an employment tribunal alleging unfair dismissal.  In law, the Local Education Authority remains the employer and, therefore, will be primarily responsible for the payment of any compensation order by an employment tribunal in cases of unfair dismissal. Should Governing Bodies choose not to adopt the procedures required by law set out in this document and this results in a payment of compensation at an  Employment Tribunal hearing, the school's budget may bear the costs of any defence of the action including legal costs. Failure to follow this procedure could in itself lead to a claim against the Governing Body of unfair dismissal even if there are potentially good grounds for dismissal. Where Governing Bodies have followed the procedures in this document and have been advised by the Education Personnel Group, then the Authority will arrange for necessary legal advice to be available to the Governing Body. 

3.2 
At the outset of any potential redundancy situation, it will be important to establish who will undertake the necessary roles and responsibilities in line with this procedure.

Sections 35 and 36 of the Education Act 2002 and the School Staffing (England) Regulations 2003 give Governing Bodies the right to delegate initial staff dismissal decisions (with the exception of Head Teacher dismissals) to the Head Teacher.  Governing Bodies may also delegate such decisions to an individual governor or group of governors, acting with or without the Head Teacher.  As DfES guidance emphasises that governing bodies should delegate staffing responsibilities to the Head Teacher other than in exceptional circumstances there are implications, particularly where dismissal is a potential outcome.  The following roles will, therefore, need to be established by the school in the light of current legislation and the LEA’s policy on staffing responsibilities under the Education Act 2002.

3.3 
In practical terms, the Head Teacher should continue to be responsible for managing staffing reductions in school and lead the process in situations where teacher redundancies are being considered.   It would be difficult to delegate this responsibility to another member of the leadership team due to potential conflict of interest.  There  will, however, be cases where  it will be possible for another member of the Leadership Team to lead the process instead, for example, where the identified reduction is in a particular faculty or department in a secondary school. There will be other cases where, the delegation of this responsibility to a member of the leadership team will be more straightforward, for example, where the reduction required is in the area of the support staff. Governing Bodies must decide therefore who will lead the process of managing the redundancy process and also who should have delegated responsibility for taking decisions on recommendations for redundancy. Governors need to determine whether or not the delegated responsibility should be given to a panel of governors including the Head Teacher or members of a committee of the Governing Body. 

3.4 
Lead Person: The Lead Person (either the Head Teacher or other member of the Leadership Team) will be responsible for managing the redundancy process and presenting the findings either to a panel of Head Teacher and two Governors or panel of three Governors.  The arrangements for dealing with this will need to be considered in line with the nature of the reductions and within the framework of the staffing regulations and the principle of natural justice.  It is not, therefore, possible for the Head Teacher to be the Lead Person as well as the person responsible as part of a panel for making a decision.  The Head Teacher can only be the Lead Person where they will not be involved in any committee of governors making a decision about a potential redundancy dismissal.

Where the decision is delegated to the Head Teacher, as part of a committee of Governors, another appropriate member of the Leadership Team should take on the role of Lead Person.

3.5 
Initial Redundancy Hearing: In relation to the 2003 staffing regulations, the LEA advises schools that dismissal decisions are best made by a panel rather than one person acting on their own. It is recommended therefore that the initial redundancy committee should normally consist of either Head Teacher supported by two Governors or a committee of three governors.

3.6
Appeal Panel: Any appeal against a decision to recommend the termination of employment on the grounds of redundancy must be heard by a delegated governors’ committee.   This should consist of three governors who have had no previous involvement in the case.

3.7
Procedurally, it is therefore recommended that:

(a) 
the Finance and General Purposes Committee or equivalent committee: 


(i) 
meet to determine the staffing complement of the school

(ii) 
delegate the management of the redundancy process to a Lead Person either the Head Teacher or other appropriate member of the Leadership Team. In doing this the governors should ask the Lead Person (Head Teacher or other member of the Leadership Team) to make recommendations to the Governing Body so that these nomination(s) for redundancy can be considered by a committee of Head Teacher and two governors or a Committee of three governors convened at a later stage of the process. It is most important that individual members of staff are not identified for redundancy until the period of consultation with the Recognised Trade Unions has been completed. 

As soon as the staffing complement has been set the Lead Person should consult with the Chair of Governors to determine the availability of governors for both the initial hearing and Appeals Panel. The Governing Body may nominate (a small number of) Governors to advise and support the Lead Person throughout the process and this should be a matter of discussion with the Lead Person. However, remember that any governor involved with the Lead Person at that stage will not be eligible to be a member of the panel considering either the initial hearing or any appeal.

(b) 
a panel of two or three governors from the Personnel and Pupils Committee, or equivalent committee, (dependent on whether or not the Head Teacher is involved) has the responsibility for hearing any personal representations from staff identified as redundant before any decision is taken 

(c) 
any appeal against the decision(s) of this Committee should be heard by the Finance and General Purposes Committee or its equivalent or members of the Governing Body (other than those Governors party to the original Committee decision or who have advised the Head Teacher). 

3.8 
The reasons for delegating these decisions to separate committees are twofold. Firstly, within the School Staffing (England) Regulations 2003, any member of staff who is being considered for dismissal from their post on any grounds has a right to a personal hearing. Secondly, such a member of staff also has a right of appeal and in the interests of natural justice this should be to another committee comprising governors who were not party to the original decision nor who were part of the Lead Person’s advisory team. At both the original hearing and the appeal, the  Lead Person (and advisory governors) will present the case for reductions to be made. In this capacity, they must have no part in the decision making process and must withdraw at the same time as the staff involved and their Trade Union representative. The number of governors on the appeal panel must be no less than the number at the original hearing. Therefore care needs to be taken on the size of the panels, with 3  members being a recommended number for each panel. 

3.9 
It is essential that any governors who are involved in any part of managing staffing reductions have an understanding of the need for confidentiality and impartiality and are not led into any discussions with parents, pupils, staff or others which may prejudice a decision or default the process. It is important that at each stage governors are aware of their role and responsibilities in ensuring that the procedures laid down in this document are followed precisely. 

Legal Requirements

4.1 
Where a Governing Body or its committee determines that the full time equivalent number of staff within a school should be reduced, there are a number of legal principles which must be observed, some by the County Council as employer, others by the Governing Body exercising their powers. 

The most important principles are: 

a) 
the selection of staff whose employment at the school is to terminate must have been fair and objective

b) 
the Recognised Trade Unions must have been properly involved

c) 
every endeavour must be made to avoid the redundancy, including every effort to find suitable alternative employment

d) 
the member of staff must be given reasonable time off work with full pay to seek alternative employment.

4.2. 
Any reduction in the staffing establishment of a school is a potential redundancy situation. There is, of course, a significant difference in industrial relations terms between an individual who may volunteer for redundancy selection and a compulsory redundancy. However, the procedure set out in this document must be followed whichever situation applies. It is considered appropriate, therefore, to set out for Governing Bodies a resumé of basic principles of redundancy. 

4.3 
Under the Employment Rights Act 1996, redundancy arises when an employee is dismissed in the following circumstances where such dismissal is attributable wholly or mainly to the fact that:- 

a) 
the employer has ceased, or intends to cease: 

i) 
to carry on the business for the purposes of which the employee was employed; or 

ii) 
to carry on the business in the place where the employee was so employed;

b) 
the requirements of the business for employees: 

i) 
to carry out work of a particular kind has ceased or diminished; or 

ii) 
to carry out work of a particular kind has ceased or diminished in the place where the employee was employed.

4.4 
Where an employee is made redundant they may be entitled to a redundancy payment which is based primarily on salary, age and length of service (in local government this will be continuous service with current and previous employers which may include other specified organisations). The calculation of amount is based on statutory requirements and also local conditions of service which have a bearing on both amount paid and the effects on pension entitlement. Since, in normal circumstances, such costs do not fall on the delegated budget, it is not proposed to provide a detailed explanation in this document. The benefits will be provided on an individual basis as a part of the support from the Education Personnel Group. The Local Government (Compensation For Redundancy) Regulations 1996 bring into force regulations which provide Local Authorities discretion to pay severance payments to both pensionable and non pensionable employees. The regulations cover employees who are members of, or are eligible to join, the Local Government Pension Scheme. The regulations apply to employees who are redundant or otherwise terminate their employment on the grounds of efficiency. It is not proposed to enter into the complex detail of these regulations as staff affected will receive information from the Education Personnel Group at the appropriate time. 

4.5 
In general terms, an employee who is dismissed on the grounds of redundancy is entitled to a redundancy payment provided that he or she works under a contract of employment and has completed two years continuous employment (excluding any period before the employee's 18th birthday) as defined in 4.4 above. This includes temporary and fixed term contracts extending beyond two years without breaks in service. Such breaks do not include school holiday periods i.e. where a contract ceased at the end of one term and a new one was issued at the commencement of the following term to the individual concerned, it will be regarded in law as continuous. The main factor in the entitlement to such a payment is whether an employee has been dismissed on the grounds of redundancy. Where an employee accepts from the employer an offer of alternative employment (subject to its suitability) then no redundancy payment is made. Where such an offer is unreasonably declined, the employee in doing so may also be waiving their rights to a redundancy payment.  Where an employee volunteers to be considered for redeployment, this does not mean that they lose their right to a redundancy payment.  In these situations the LEA will expect all individuals to participate fully in the redeployment process.

4.6 
Subject to the above, staff will be entitled to a redundancy payment if they have continuous service for two years or more with Nottinghamshire County Council or a related employer within the provisions of the Modifications Order (a copy of the Order is in the Appointment letters and contracts of employment section of the Manual of Personnel Guidance). 

4.7 
With effect from 1st June 1999 employees who have accrued more than 1 year’s continuous service have the right not to be unfairly dismissed. 

4.8
Schools are reminded that in 1997 the then Education Committee agreed a revised policy to support schools making reductions and arrangements are in place to monitor redundancies and premature retirements for teaching and school support staff.  Schools are reminded that the conditions leading to the Authority supporting redundancy are as follows:

a)
that a genuine redundancy situation exists resulting in a reduction in the staffing establishment of the school;

b)
that the staffing establishment of the school will not be increased within the next two years;

c)
where the individual selected is over 50 and premature retirement benefits have been awarded the school must confirm, other than in exceptional circumstances agreed with the LEA, that they do not intend to re-employ the individual.  See Appendix 10 “Declaration of Redundancy”.



Governors are required to certify (see Appendix 10) that the post will not be filled for a period of two years and that the individual will not be re-employed at the same school except in circumstances outlined in the above paragraph 4.8 c.  The form should be completed for both teaching and school support staff and returned to Management Support, Education Personnel, County Hall, West Bridgford, Nottingham, NG2 7QP.

It has been agreed that should it become evident that a genuine reduction does not exist, for example where a post is reinstated before the two years have elapsed, or where the member of staff is re-employed at the same school, any cost of redundancy may be charged to the school budget.

The Process

5.0 
The redundancy procedure is intended, where possible, to reduce the timescale required to manage a staffing reduction under the existing procedure by reducing the previous 30 days consultation period to a period of 10 working days. The period of 10 working days does not include school holiday periods (for teaching staff and school support staff who work term time only). However, where school support staff are contracted to work all year round, school holiday periods excluding bank holidays will count as part of the 10 working days. The procedure aims to reduce the number of meetings whenever possible by recommending that schools supply information to the Recognised Trade Unions at the time of declaring the proposed redundancies. It aims also, to simplify the procedure by recommending that schools set dates for future meetings within the procedure at an early stage. 

5.1 
The Finance and General Purposes Committee, or equivalent committee, must meet and fix the staffing complement of the school for both teachers and school support staff and delegate the management of the process to a Lead Person. If a reduction is required, the Lead Person should contact their designated support Officer in the Education Personnel Group for advice on completing the procedures required by law which follow in this section and request assistance if it is required. The Lead Person should consult with their contact point in the Education Personnel Group and Chair of the Governing Body to determine the availability of Governors for the initial Hearing and Appeals Committee. 

5.2 
As part of the process staff should be consulted and notified as early as possible of a budget problem which may require a reduction in staff. This should be within the context of a staff meeting.  Absent staff, including staff on secondment or maternity leave, etc, should be informed as soon as practically possible and given an opportunity to be provided with further information. The first approach should be to consider whether or not it is possible to achieve the required reduction through the non renewal of a fixed term contract, where such contracts have been made in accordance with the local agreement on the use of fixed term contracts (see Appendix 12). If  there is any doubt on this matter it is strongly recommended that advice is obtained from the Education Personnel Group . Having firstly considered this, if it is not possible to achieve the reduction in this way,  there should be a full exploration of the alternatives to redundancy including: 

a) 
staff turnover i.e. the anticipation of other vacancies in the specific area likely to occur based on known data or historical probability as an alternative to immediate redundancies. This should also include consideration of future staffing needs of the school 

b) 
transfer of the employee to other suitable work within the school with appropriate re-training. This may be full time or part-time but this must be on an agreed basis

(Note: Other than where the redundancy is occasioned by a reorganisation of schools, any decision on protection of salary, allowances, etc, is normally a matter for the Governing Body to determine) 

c) 
voluntary job sharing arrangements, voluntary reduced hours or part time working

d) 
where an individual volunteers for redeployment to enable the school to meet the required reduction, there will be a clear expectation that they fully engage with the redeployment process

5.3 
For staff considering premature retirement  the Education Personnel Group is able to support individuals where needed by providing estimates of financial benefits that may be payable. 

 5.4 
As soon as the Finance and General Purposes Committee, or equivalent Committee, has met and staff within the school have been informed of their decisions the Lead Person should complete the 'Notification of Proposed Redundancies' ( see Appendix 2). The contents of this notification should be discussed with staff within the context of a staff meeting before it is sent. This document is a formal notification to the Trade Unions and staff within the school of the proposed redundancies and the receipt of the notification by the Trade Unions (same working day if sent by email or fax, following working day if sent by 1st class post) begins the 10 working days period of consultation with the Recognised Trade Unions and staff where-ever possible. The written contents of this notification should be given to staff via the appropriate communication mechanism within the school. Although staff must not be identified as redundant until the consultation period with the Recognised Trade Unions is completed the Lead Person should begin the process of analysing staff through the application of the selection criteria. Detailed advice on the application of the selection criteria is given in Section 7 of this document. Detailed advice on the completion of the Notification (see Appendix 2) is given in the supporting document Appendix 2a. Please note that all school holiday periods (especially Easter) could affect the timescale required to manage a reduction and therefore it is recommended that  this notification is sent the day after the appropriate committee has set the staffing complement of the school. To ensure that consultation is meaningfully completed within the 10 working days the Lead Person should ensure their own availability during this period and make every effort to respond immediately to contact from the Recognised Trade Unions.

5.5 
Having completed all sections and to avoid any delays in the process the  Lead Person must send the Notification by first class post, email or fax to: 

1. 
the Secretaries of all the Recognised Trade Unions as detailed in Appendix 3. A copy of this notification must be sent to all Recognised Trade Unions, irrespective of whether or not the planned reduction will affect teaching or school support staff

2. 
the Education Personnel Group Contact person in the Management Support Team. Details of contact points and email addresses will be issued to schools on an annual basis

3.  
a copy of this document should be placed appropriately in the school where all staff may have access to refer to it, usually, the staff room.

5.6 
This notification is important for a number of reasons: 

1. 
it meets legal requirements in notifying the Recognised Trade Unions of the situation at your school by providing important information about the proposed redundancies to which they are entitled 

2. 
it alerts the Education Personnel Group to the situation at the school and ensures that support can be provided to help your school manage the process if required

3. 
it provides a means by which the LEA can monitor the whole County picture and ensures that support is targeted where it is most needed

It is most important that all parts of the Notification are completed indicating where known at this stage if the reduction is to be achieved on a voluntary redeployment basis or through the non-renewal of fixed term contract(s). If you have any queries, please do not hesitate to make contact with your designated Officer in the Education Personnel Group. If at any stage during the consultation process there is any significant change in the information already given to the Trade Unions which affects the area/subject(s) of the proposed reduction(s) you should notify and re-consult as necessary with the relevant Trade Union Officers. 

5.7 
In all cases of redundancy there is a significant amount of additional information which you are required to supply in writing to the Trade Unions and which they are legally entitled to request.  In order to avoid a delay in the period of consultation, you should also provide the following additional information to the Trade Unions:

1. 
a copy of the School's Budget Plan Entry Form for the current financial year set alongside the provisional budget entries for the new financial year (totals only)

2. 
details of the selection criteria.

It is recommended that all schools should adopt the standard selection criteria which should be applied in all cases of redundancy. For ease of reference these criteria have been reproduced as Appendix 4 which should be copied and attached to the form. 

There is no need at this stage to be any more specific about the selection criteria nor how they are to be applied. This will be determined and explained by the Head Teacher at the Hearing/Appeal. The Recognised Trade Unions are entitled to information about the staffing complement of the school. To assist Governing Bodies the Education Personnel Group will arrange for staff lists to be sent directly to the Recognised Trade Unions in the Spring Term when Appendix 2 Notices are issued. 

Consultation with the Recognised Trade Unions and members of staff

6.0  
The Lead Person should  initiate consultation with the Recognised Trade Unions as soon as practicable and as fully as possible. The purpose of consultation is to provide as early an opportunity as possible for all concerned to share the problem and explore the options to avoid, if possible a compulsory redundancy. 

6.1 
There is a legal requirement to consult on ways: 

(a) 
of avoiding the dismissals 

(b) 
reducing the number of employees to be dismissed 

(c) 
mitigating the effects of dismissals

Under the law, meaningful consultation with the Recognised Trade Unions 

must take place irrespective of whether or not the members of staff at risk of redundancy are members of a Trade Union. 

Consultation should be undertaken by the school with a view to reaching agreement with the Recognised Trade Unions on these issues. This duty applies even when the employees to be made redundant are volunteers for redeployment. For meaningful consultation to take place the decision to dismiss must not have already been made. Failure to comply with the consultation requirements could lead to a claim for compensation, known as a protective award. 

6.2  
Where it is likely that there will be a need for a skills audit to be undertaken, the process to be followed should be discussed in outline with the Recognised Trade Unions at this formal consultation stage.

6.3  
The legislation states that consultation should begin in good time and must begin: 

(i) 
at least 30 days before the first dismissal takes effect if 20 to 99 employees are to be made redundant at one establishment over a period of 90 days or less 

(ii) 
at least 90 days before the first dismissal takes effect if 100 or more employees are to be made redundant at one establishment over a period of 90 days or less

However, for the purposes of good industrial relations and as part of this procedure, Governing Bodies should consult with the Recognised Trade Unions in all cases of redundancy, (as set out in paragraph 5.0) irrespective of the numbers involved. 

6.4 
Consultation should also take place with employees as well as the Recognised Trade Unions at this early stage. Case law has shown that dismissals have been found to be unfair where a Trade Union has been consulted but not the individual. It is therefore essential that individuals who are at risk of redundancy are also consulted, in a constructive way, to explore alternatives to redundancy and consider how, if possible, redundancy can be avoided. 

6.5 
Employers have a statutory duty to disclose in writing to the Recognised Trade Unions the following information concerning proposals for redundancies so that they can play a constructive part in the consultation process: 

(i) 
the reasons for the proposals 

(ii) 
the numbers and descriptions of employees it is proposed to dismiss as redundant 

(iii) 
the total number of employees of any such description employed at the establishment in question 

(iv) 
the way in which employees will be selected for redundancy 

(v) 
how the dismissals are to be carried out, taking account of any agreed procedure, including the period over which the dismissals are to take effect 

(vi) 
the method of calculating the amount of redundancy payments (other than statutory redundancy pay) to be made to those who are dismissed.

6.6 
Schools meet this legal obligation by issuing the Appendix 2 Notification.  Where an employer fails in any way to comply with the requirements to consult about proposed redundancies, a complaint may be made to an  Employment Tribunal.

6.7 
Following receipt of the notification and supporting information, as part of the consultation process it may be necessary for the Lead Person to meet with one or more of the Recognised Trade Unions to discuss the proposed reductions more fully. At the point of sending this notification it is strongly recommended, therefore, that  the Lead Person  manages the process by suggesting an appropriate date and time to meet giving between 5 to 7 working days notice where possible to the Recognised Trade Unions. Please note that if a meeting is required the NASUWT will request a separate meeting.  The intention will be to arrange for the other Recognised Trade Unions to meet with you together, wherever possible.  A failure to reach agreement on a mutually convenient time and date within this proposed time period will mean that the consultation period will have to be extended. 

6.8 
As part of the procedure the Recognised Trade Union(s) have agreed to contact you formally within 5 working days of the date of your notification with a view to confirming with you whether or not a meeting is necessary. If a meeting is required the intention will be to conclude discussions within 10 working days of this notification to the Recognised Trade Unions. If the Recognised Trade Unions formally notify the Lead Person that no meeting is required then it  should be possible to agree that the consultation has finished.  If the Trade Unions have made no contact with the Lead Person within 10 working days, it will be assumed that the school has their agreement that the period of consultation has finished and that the school  can move onto the next stage.  It is important to re-iterate that if there are any significant developments during the period of consultation that affect the area(s)/subject(s) of the reduction and this has not previously been the subject of discussion with staff or the Recognised Trade Unions then you should notify, re-consult as necessary and seek clarification over whether or not further meetings are required with staff or Recognised Trade Unions before  identifying staff. 

6.9 
If a meeting with the Recognised Trade Unions takes place their remit will be to explore with you further the areas where you intend to make a reduction and to explore the means by which any redundancies may be avoided. A matter of discussion may also be the impact on class sizes resulting from any proposed redundancies and the method of applying the skills audit process. 

6.10 
If the school is confident  that  the reduction(s) can be made through natural wastage or voluntary redeployment, the Trade Unions may indicate that there is no need for a meeting. It is likely, but not essential however, that the Trade Union(s) will want a meeting where there is a possibility of a compulsory redundancy. Completion of the details in Appendix 2 will provide sufficient information for the Trade Unions to determine whether or not a meeting is required. It is most important, therefore, that you supply complete details as it may be possible with the agreement of the Recognised Trade Unions, to avoid unnecessary meetings taking place. 

6.11 
Providing it is possible to satisfy the information requirements set out above it will be possible to agree with the Trade Unions at any stage during the 10 working day period that the discussions are concluded. The Trade Unions may ask for further clarification of issues at a meeting and/or further information. If this cannot be provided at that particular time, it can be sent on to the representative concerned or dealt with by telephone. If, however, the Recognised Trade Unions request a further meeting, this should be acceded to, where reasonable within the 10-day period. If not, the consultation period will be extended.

6.12 
It is recommended that the Lead Person keeps a record of any contact with the Recognised Trade Unions and keeps a note of the outcomes or issues raised. It is recommended also that if it is necessary to meet with the Recognised Trade Unions arrangements are made for the meeting to be minuted. 

6.13 
It is also recommended that the Lead Person completes the appropriate section of the notification setting out a proposed schedule of dates for the hearing and the appeal as agreed with the Governors and designated support from within the Education Personnel Group. Before making arrangements to fix a date for both the initial hearing and the appeal hearing please ensure that contact is made with the school’s designated Officer from the Education Personnel Group so that diaries can be co-ordinated to ensure that an Officer can attend if the reduction is likely to be compulsory. Dates become finalised very quickly and once schools have been informed of their budgets the diary can become very full. It would therefore be most helpful if contact with the Education Personnel Group could be made at this very early stage. This is also an extremely busy time for Trade Union Officials and setting a timetable out at this point will help to ensure that the process runs as smoothly as possible for all involved. 

6.14
In fairness to the staff concerned (who may be seeking re-deployment) and to the Trade Unions (who may be dealing with a significant number of reductions) every effort should be made to communicate effectively, provide the necessary information and conclude the discussions as early as possible in line with the above procedure. In any event, particularly when dealing with teaching staff, these discussions must be concluded in sufficient time to allow the hearing and appeal procedures to be completed to enable the contractual and statutory notice for teacher and school support staff terminations to be given. 

6.15 
Having concluded the discussions with the Recognised Trade Unions and staff it will then be necessary to apply the selection criteria and identify staff. 

Selection and application of the selection criteria

7.0 
Having established the need for a redundancy and having explored the means by which a redundancy may be avoided the next stage is to apply the standard selection criteria and to be specific about how the individual(s) affected have been identified. This is the most complex and difficult part of the process and should be started at the point of issuing the form 'Notification of Proposed Redundancies' (Appendix 2) to the Recognised Trade Unions. It is recommended that Governing Bodies/schools seek the support of their designated Officer within the Education Personnel Group, to complete this exercise. 

7.1 
In all cases of redundancy the overriding requirement must be the curriculum/organisational needs of the school. The standard selection criteria which should be applied hierarchically are as follows: 

(a) 
the termination of fixed term contract holders appointed within the agreed guidelines on the use of fixed term contracts; 

(b) 
the requirements of the curriculum and organisational needs of the school; 

(c) 
applications for early retirement from staff in identified areas in which reductions are to be made. You should also explore the possibility of staff who may wish to volunteer to work on a job-share or to reduce their hours to work on a part-time basis, in an effort to avoid the need to make a compulsory redundancy; 

(d) 
qualifications, experience, skills, flexibility of staff to teach/work in other subjects/areas in the school, measured in relation to the curriculum/organisational needs of the school; (see paragraph 7.10)

7.1.1 
These revised procedures now remove two previous selection criteria; attendance record and conduct. These factors have never been used as factors in the selection. Redundancy is not a vehicle for dismissing employees who are perceived by a Governing Body not to be performing satisfactorily. A separate procedure exists to meet this situation and this is detailed in the section on Discipline-Performance of Staff. It continues to be acceptable, however, to consider the relative efficiency and flexibility of employees when deciding which should be recommended for redundancy but this factor should not be used in isolation. 

7.1.2 
The use of the criteria relating to attendance, conduct and capability must be based on accurate evidence of an individual's attendance or previous disciplinary record set against the norm applying within the school. It is essential that  the Lead Person seek advice from the Education Personnel Group before applying the selection criteria. 

7.2 
In applying the above criteria, care must be taken to ensure against claims of unfair dismissal and that the selection process avoids the following which are illegal: 

(a)
discrimination on the grounds of sex, marital status, disability, ethnic origin, sexual orientation, religion or belief.
(b) 
criteria which are not fair or objective; too imprecise or subjective

(c) 
discrimination on the grounds of membership or non-membership of a Trade Union or membership of any particular Trade Union 

7.3 
Governing Bodies should also be  aware that age and length of service are also discriminatory and must not be used for selection.   

7.4 
The recommended selection criteria are standard across all schools in the County and as indicated above operate hierarchically. Individual schools will need to apply the standard criteria to their own situation and in the case of a compulsory redundancy or the non-renewal of a fixed term contract there must always be clear documentation as to how the criteria have been applied and the results. The criteria should always be used together and experience indicates that, in the main, the use of the criteria relating to the curriculum, and experience are inter-related and that it is unusual for the application of these early criteria not to identify the member(s) of the staff at risk. It is especially important to ensure that the balance of skills and experience within the remaining workforce meets the future needs of the school. 

Fixed term contracts and part-time staff

7.5 
Legislation in respect of part-time and temporary fixed term staff continues to be  an area of considerable change.  The issue of fixed term contracts always generates a considerable volume of enquiries from schools and guidance has been issued to schools on the appropriate use  of fixed term contracts.  It may be appropriate to achieve the required reduction through the termination of a fixed term contract.  However,  schools will need to be careful to ensure that the contracts for staff are clear about the reason for being fixed term are in line with the guidelines and that they are not a series of end on contracts over a prolonged period. Schools should also be aware that staff employed long term on a supply basis may also qualify for redundancy if their work ceases.  If this is the case you should seek advice from the Education Personnel Group.  The Fixed Term Employees (Prevention of less Favourable Treatment) Regulations 2002, limits the use of fixed term contracts to ensure that fixed term contract holders are not treated less favourably than permanent employees.

7.6 
In situations where the non-renewal of a fixed term contract leads to a reduction in the establishment of the school, this will lead to a redundancy situation. If this is the case it is important that this procedure is followed in the same way as it would apply to permanent members of staff, both full and part-time.  Schools are strongly advised that if there is any doubt about terminating fixed term contracts advice should be sought from their designated officer within the Education Personnel Group. The Department’s guidance on the use of fixed term contracts is attached  see Appendix 11. 

Volunteers for redeployment

7.7 
Where no such fixed term contracts exist the next stage will be to explore the possibility of achieving the reduction on a voluntary basis. It may be possible to avoid a compulsory redundancy if there are staff prepared to volunteer for redeployment, to work job-share or part time so long as this meets the curriculum and organisational needs of the school. 

Any member of staff who volunteers for redeployment will be expected to engage proactively in the redeployment process and will be supported to find alternative work by staff within the Education Personnel Group.

Compulsory redundancy

7.8 
If the reduction cannot be achieved through natural wastage, voluntary redeployment, voluntary job share or part time working arrangements or if having examined the requirements of the curriculum/organisational needs of the school, the offer of a voluntary solution does not meet with the needs of the school the reduction may have to be made on a compulsory basis. The drawing up of criteria in itself, is not enough to guarantee fair and reasonable selection. The criteria  must satisfy the test of objectivity  and the selection will still be unfair if they are carelessly or mistakenly applied. 

The overriding principles at this stage must be to ensure that: 

a)
having identified the area(s)/subject(s) where reductions are to be made, the selection process must include the appropriate 'pool of staff' 

b) 
objective criteria are applied fairly and consistently in an independent way by means of comparative analysis to ensure that employees are not unfairly selected 

c) 
the agreed procedure has been followed.

Pool of staff

7.9  
In a primary school, if the area of reduction has been identified as the nursery, it will be necessary to demonstrate that the selection has included all staff within the school in the same occupational group in the 'pool of staff' at risk of redundancy, i.e. all Teachers in the school or all Teaching Assistants in school so that the 'pool of staff' for selection includes all staff and not only those staff who work in the nursery. In a secondary school irrespective of the area(s)/subject(s) identified as being at risk all Teachers within the school should be included in the 'pool of staff' at risk so that account is taken of staff who have experience and expertise across curriculum areas in application of the selection criteria. 

7.10
It is likely, therefore, that in any selection for redundancy, the ‘pool of staff’ will initially at least, include the whole staff in a particular occupational group within the school. Similarly, if in a school the requirement is to reduce the size of the management team it will be necessary to demonstrate that all managerial posts have been included in the 'pool of staff' for redundancy selection. The ‘pool  of staff’ should include those absent through illness, on a career break, maternity leave  or secondment.

Skills audit

7.11 
In considering the 'pool of staff' at risk as part of the selection, the Lead Person  should undertake a skills audit to determine the qualifications, experience, skills, flexibility of staff to teach/work in other subject(s)/area(s). These skills should be considered in relation to the curriculum/organisational needs of the school. It is recommended that a meeting is held with staff individually so that the purpose of the meeting and the selection criteria can be explained. This process should be management led but individuals should be asked to complete personal details. It is most important that any information used to make a selection for redundancy is checked with individuals on a confidential basis for accuracy to ensure a fair selection is made.

7.12  
Once the Lead Person  has identified individuals who will be recommended to the Governing Body by application of the selection criteria there should be a meeting with each member of staff individually to explain the reason for the selection privately with them. This should be done as quickly and sensitively as possible. 

7.13 
The Lead Person  will need to be able to demonstrate at any hearing which may be necessary, that a skills audit has been undertaken and exactly how the selection criteria have been applied. This may include providing anonymous details of the audit undertaken to Governors, the individual affected, their Trade Union representative in the paper work circulated in preparation for the hearing/appeal. 

Personal hearing and appeals

8.0 
Any member of staff who is the subject of a recommendation for termination of contract has a right within The Education Act 2002 to a personal hearing before a Committee of Governors at the meeting at which any such decision is being made. The dates for both the initial hearing and the appeal hearing should have been previously arranged (see section 6.12) so that the Recognised Trade Unions are aware and your designated Officer from the Education Personnel Group can attend if necessary. 

8.1 
Having discussed the matter privately with individuals it is necessary, at this point to notify the individual(s) formally of the recommendation and their right to attend the meeting and to be represented by their Trade Union or a person of their choice (see Appendix 4). The date of the redundancy hearing should be confirmed in writing to the individual as soon as possible. A period of 10 working days' notice should be given and the individual(s) need to be afforded the opportunity to circulate any documentation to the Committee alongside any being presented by the Lead Person, including a copy of a non personalised skills audit where one has been undertaken. The individual(s) are entitled to a copy of any documents being presented by the Lead Person pertinent to their own particular case at the same time as the documents are being circulated to the Committee. The Lead Person is entitled to receive in advance of the meeting a copy of any documents being presented by the individual(s). In addition to the individual’s documentation, a copy of all of the documentation to be considered at the hearing should be sent within 10 working days notice to: 

a)
the Panel of Governors who will consider the recommendation 

b) 
your Support Officer in the Education Personnel Group

The employee has a statutory right to be accompanied at this meeting.  If their Trade Union representative or friend is unable to attend on the date proposed for the meeting, the law requires that a further date should be set within five working days of the original date

It should be noted that the Employment Relations Act 1999 provides for the hearing to be adjourned and reconvened if the employee’s chosen representative or companion is unavailable.  To avoid unnecessary delays, therefore the date of the hearing should always be set in consultation with both the Governors panel, the individual, the employee’s Trade Union and the Education Personnel Group.  This is to ensure not only that the employee’s TU representative is available but that an appropriate LEA officer is also available to attend and advise the Panel on any procedural aspects or matters of employment law.  

8.2 
The procedure for convening and hearing the matter by the Committee is the same as that for disciplinary hearings and is set out in the Manual of Personnel Guidance. The recommended procedure for this meeting is attached as Appendix 5a. Particularly, where the meeting arranged is to consider a compulsory redundancy a senior member of staff from the Education Personnel Group should be invited to be present to advise on the procedure at that time. It is most important that arrangements should be made to minute this meeting. In planning the meeting careful thought should be given to the timing and duration. The time required will vary considerably depending on the nature and the number of the proposed reductions. It will be necessary for account to be taken of the time needed for both the Lead Person  and the individual employee (or their representative) to present their respective case, time for Governors' questions and at the final stage of the meeting time for the Governors to consider the evidence presented to them and make their decision. It is important that the individual(s) and Governors are aware of the length of time they may be expected to be in attendance. 

8.3 
If the Committee accepts the  recommendations, then the individual(s) should receive written confirmation of this. The letter should also advise the individual of their right of appeal which must be received within 14 days from the date of the letter (see Appendix 6). If the employee has been represented by a member of their Trade Union at the initial hearing then a copy of the letter should be sent to their Trade Union for information. 

8.4 
If there is an appeal then the members of the Governing Body hearing the appeal will adopt exactly the same procedure as the original Committee Hearing (see Appendix 7). If the Appeal Committee upholds the recommendations, then this should be confirmed in writing to the individual(s) affected the following day. A sample letter to the individual(s) is attached ( see Appendix 8). If the employee has been represented by a member of their Trade Union, a copy of this letter should also be sent to their Trade Union for information. 

8.5 
In order for the contract of employment to be terminated, details of the staff to be dismissed on the grounds of redundancy should be notified to the Director of Education immediately following any appeal or 14 days after the original Committee decision if there is no appeal. A two part standard letter of notification to the Director of Education is attached as Appendix 9. Completion of both parts of this letter will ensure that all termination letters are issued by the Education Personnel Group within the required timescale. The Director of Education will issue a letter of termination of contract to the individual within 14 days of receiving the notification, as required by the School Staffing (England) Regulations 2003. It is most important that schools build into the process sufficient time to allow for these notifications to be received in the Education Personnel Group and for termination letters to be issued.  The School Staffing (England) Regulations 2003 also stipulate that where the reason for dismissal is redundancy the governing body must give the LEA sufficient notice to enable it to fulfil its legal duties and in any event not less than six weeks.

Termination of employment and redeployment

9.00
The notice provisions within the termination letter will be those relevant to and set out in the contract of employment of the individual. It is important to bear in mind the deadlines required within the process to ensure that the timescale does not overrun particularly in the case of teaching staff.  Teachers are under two months notice, and in the summer term three months, terminating at the end of a school term. Where a Teacher has been continuously employed for more than eight years they will be entitled to additional notice, as specified in the Employment Rights Act 1996.

9.1 
Every effort will also be made by the Education Personnel Group during the notice period to redeploy the individual(s) affected into a suitable alternative post.

In view of the recruitment difficulties currently being experienced by schools, the LEA will seek to redeploy any employee whose post has been identified as being redundant whether this is compulsory or as a result of voluntary redeployment.  To avoid the need to make redundancies employees will actively engage in the process of redeployment.  This process will commence as soon as it becomes apparent that a reduction is necessary and will be co-ordinated by colleagues in the Education Personnel Group who will arrange a meeting with individuals, if appropriate.

The notice provisions can be summarised as follows:- 

TEACHING AND SCHOOL SUPPORT STAFF

	Reduction to be achieved at:

	31st August
	31st December
	30th April

	Termination letter to be issued by the LEA by:

	31st May at the latest
	30th September at the latest*

	31st January at the latest*


* 
period of notice may be reduced by up to 4 weeks where the employee has between 8 and 12 years continuous service. 

9.2 
Governors also have a duty to mitigate the consequences of a compulsory redundancy and every effort should be made during the notice period to redeploy the individual(s) affected into a suitable alternative post in the school. In practice, this will mean keeping the situation under constant review and maintaining contact with the individual(s) concerned to support and advise of any new developments during the notice period. 

9.3
Governors should also consider the impact of any reduction in staff and in particular, the effects on class size and the working conditions of other staff within the school.

9.4 
The individual(s) selected for dismissal on the grounds of redundancy has a right to time off to seek other employment and permission should be granted to attend interviews, redeployment meetings, job centres, etc, within working hours as necessary. 

APPENDIX 1: MANAGING STAFFING REDUCTIONS

Guide to Timelines


Before starting the staffing reductions process Headteachers should seek 

advice from their contacts in the Education Finance and Personnel Groups

Finance Committee or equivalent sets staffing complement

and delegates administrative arrangements to Headteacher

Next Day: Headteacher issues Notification of Proposed Redundancies: Appendix 2



10 working days consultation period during which the 

Headteacher will meet with the Recognised Trade Union 

representatives and ask the staff at risk to prepare their skills audit


Notification to individual(s) of recommendation for selection: 

Appendix 5 giving 10 working days notice of selection hearing


Selection meeting by a panel of 3 governors from 

Personnel and Pupils Committee or equivalent committee


Outcome letter giving 14 days to appeal
Redeployment opportunities

against decision: Appendix 6
considered


10 working days notice of appeal hearing: Appendix 7



Appeal hearing by new panel of governors


Outcome of appeal: Appendix 8

Notification of outcome to LEA: Appendix 9



LEA gives appropriate notice of termination and redeployment procedures continue


Redeployed to suitable alternative post


Employment terminates

APPENDIX 2: NOTIFICATION OF PROPOSED REDUCTIONS IN STAFFING

School Name

Address 

Telephone number

Email address

Date issued

PRIVATE & CONFIDENTIAL 

To be faxed or emailed to 

· The Secretaries of All Recognised Trade Unions (see Appendix 3)

· Education Personnel Group (Management Support Team) (Fax no. 0115 9773996) or Email to ray.mackintosh@education.nottscc.gov.uk

· A copy of this document must also be placed appropriately in school where all staff have access (usually Staff Room).

I am writing to inform you that the Finance and General Purposes Committee of the above school met on …………….and having examined the budget have agreed that it is necessary to implement staffing reductions. Governors decided that based on the delegated budget and the numbers and needs of pupils of the school there is a need to reduce the staffing complement as detailed below. 

In accordance with the agreed consultation procedure staff in the school have been informed and I supply below information on which I wish to consult with the recognised Trade Unions involved.

The Budget

The three year budget allocation for the school is ……………… 
In the financial year 200*/200* it is anticipated that there will be a budget shortfall of £……… and/or a reduction in pupil numbers of …………

Teaching Staff Complement including Head Teacher and Senior Leadership Team

Current teaching staff complement


    


___ FTE

Proposed teaching staff complement



     

___ FTE

Proposed reduction in teaching complement




___ FTE

(FTE is Full Time Equivalent)
Details of proposed teacher reductions (include as required)

I have discussed the situation with the staff in the school and indicated below the proposed areas where the reductions will take place

	Area(s)/subject(s) to be reduced
	Current FTE
	Proposed FTE
	Reduction FTE
	Additional information 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Details of all teacher fixed term contracts

Please refer to guidance on Use of Fixed Term Contracts Section 10 Manual of Personnel Guidance

	Subject/Area
	Reason for ftc
	Dates  for current and concurrent contracts 
	Reason for the non-renewal 
	FTE reduction

	
	
	to
	
	

	
	
	to
	
	

	
	
	to
	
	

	
	
	to
	
	


School support staff FTE staffing complement and reduction

	Category of post 
	Current FTE
	Proposed FTE
	Reduction FTE
	Additional Information

	Administrative
	
	
	
	

	Teaching Assistants
	
	
	
	

	Site Management
	
	
	
	

	Technicians
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total FTE reduction 
	
	
	
	


Details of all school support staff fixed term contracts

Please refer to guidance on Use of Fixed Term Contracts Section 10 Manual of Personnel Guidance

	Category of post


	Reason for ftc

	Dates for current and concurrent contracts 
	Reason for the non-renewal 
	FTE reduction

	
	
	to
	
	

	
	
	to
	
	

	
	
	to
	
	

	
	
	to
	
	

	
	
	to
	
	


Other information included

(Please tick)

O
a copy of the current year’s Budget Plan Entry Form, including provisional budget entries for the new financial year (totals only)

O
  a copy of the selection criteria, where this varies from the model agreed format, which will  be  discussed  with you at the consultation meeting.

O          a copy of the school’s staffing structure/staff complement

O         A copy of ………

Consultation

I understand that on receipt of this information Trade Union representatives may wish to meet with me to discuss these proposals and possible ways of avoiding or reducing the need for any dismissals on the grounds of redundancy.  I am available on the following dates and times for such a meeting.

	Suggested dates
	Suggested times

	
	

	
	


Please contact me within the next 5 working days on the above telephone number to confirm your attendance or to arrange another time convenient to you. If I have not heard from you by (date) I will assume that no meeting is required and that you agree that it is in order for me to proceed to the next stage of the process to identify and inform the nominated individual(s) without further consultation with your Trade Union, unless one of your members is selected.

Following the consultation period, the procedure for carrying out the following stages of the process will conform to the requirements of the School Staffing (England) Regulations 2003.  

Naturally both the Governors of the school and I regret the need for this course of action and I would assure you that during the consultation period I will do all that is possible to minimise the effects on staff, consistent with the needs of the school.  

Although there is no statutory period of consultation defined for situations where fewer than twenty employees are at risk, I intend to allow 10 days for such consultations from tomorrow (if faxed or e-mailed).

Timetable

In recognition of the timescales required by the agreed procedure I am writing to give you advance notice of the important dates of this procedure, and they are as follows:

	Procedure
	Date

	Date of Hearing:   
	

	Date of Appeal:     
	


Documentation will be issued 10 days before the date of these meetings.

Yours sincerely

(Head Teacher/Lead Person) (delete as appropriate)

READY RECKONER FOR CALCULATING REDUNDANCY PAY





The length of service refers to complete years of continuous service.

Only continuous service in local government and certain related bodies counts for the calculation of redundancy payments.

The table shows HOW MANY WEEKS PAY the employee is entitled to.


Length of Service in Years

______________________________________________________________________________________________

Age
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20

______________________________________________________________________________________________

20

1
1
1
1
-

21

1
1½
1½
1½
1½
-

22

1
1½
2
2
2
2
-

23

1½
2
2½
3
3
3
3
-

24

2
2½
3
3½
4
4
4
4
-

25

2
3
3½
4
4½
5
5
5
5
-

26

2
3
4
4½
5
5½
6
6
6
6
-

27

2
3
4
5
5½
6
6½
7
7
7
7
-

28

2
3
4
5
6
6½
7
7½
8
8
8
8
-

29

2
3
4
5
6
7
7½
8
8½
9
9
9
9
-

30

2
3
4
5
6
7
8
8½
9
9½
10
10
10
10
-

31

2
3
4
5
6
7
8
9
9½
10
10½
11
11
11
11
-

32

2
3
4
5
6
7
8
9
10
10½
11
11½
12
12
12
12
-

33

2
3
4
5
6
7
8
9
10
11
11½
12
12½
13
13
13
13
-

34

2
3
4
5
6
7
8
9
10
11
12
12½
13
13½
14
14
14
14
-

35

2
3
4
5
6
7
8
9
10
11
12
13
13½
14
14½
15
15
15
15

36

2
3
4
5
6
7
8
9
10
11
12
13
14
14½
15
15½
16
16
16

37

2
3
4
5
6
7
8
9
10
11
12
13
14
15
15½
16
16½
17
17

38

2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
16½
17
17½
18

39

2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
17½
18
18½

40

2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
18½
19

41

2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
19½

42

2½
3½
4½
5½
6½
7½
8½
9½
10½ 11½ 12½
13½
14½
15½
16½
17½
18½
19½
20½

43

3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21

44

3
4½
5½
6½
7½
8½
9½
10½
11½
12½
13½
14½
15½
16½
17½
18½
19½
20½
21½

45

3
4½
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22

46

3
4½
6
7½
8½
9½
10½
11½
12½
13½
14½
15½
16½
17½
18½
19½
20½
21½
22½

47

3
4½
6
7½
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23

48

3
4½
6
7½
9
10½
11½
12½
13½
14½
15½
16½
17½
18½
19½
20½
21½
22½
23½

49

3
4½
6
7½
9
10½
12
13
14
15
16
17
18
19
20
21
22
23
24

50

3
4½
6
7½
9
10½
12
13½
14½
15½
16½
17½
18½
19½
20½
21½
22½
23½
24½

51

3
4½
6
7½
9
10½
12
13½
15
16
17
18
19
20
21
22
23
24
25

52

3
4½
6
7½
9
10½
12
13½
15
16½
17½
18½
19½
20½
21½
22½
23½
24½
25½

53

3
4½
6
7½
9
10½
12
13½
15
16½
18
19
20
21
22
23
24
25
26

54

3
4½
6
7½
9
10½
12
13½
15
16½
18
19½
20½
21½
22½
23½
24½
25½
26½

55

3
4½
6
7½
9
10½
12
13½
15
16½
18
19½
21
22
23
24
25
26
27

56

3
4½
6
7½
9
10½
12
13½
15
16½
18
19½
21
22½
23½
24½
25½
26½
27½

57

3
4½
6
7½
9
10½
12
13½
15
16½
18
19½
21
22½
24
25
26
27
28

58

3
4½
6
7½
9
10½
12
13½
15
16½
18
19½
21
22½
24
25½
26½
27½
28½

59

3
4½
6
7½
9
10½
12
13½
15
16½
18
19½
21
22½
24
25½
27
28
29

60

3
4½
6
7½
9
10½
12
13½
15
16½
18
19½
21
22½
24
25½
27
28½
29½

61

3
4½
6
7½
9
10½
12
13½
15
16½
18
19½
21
22½
24
25½
27
28½
30

62

3
4½
6
7½
9
10½
12
13½
15
16½
18
19½
21
22½
24
25½
27
28½
30

63

3
4½
6
7½
9
10½
12
13½
15
16½
18
19½
21
22½
24
25½
27
28½
30

64

3
4½
6
7½
9
10½
12
13½
15
16½
18
19½
21
22½
24
25½
27
28½
30

For those aged between 64 and 65 the cash amount due must be reduced by one-twelfth for every complete month by which the age exceeds 64.  Any week which began before the employee attained the age of 18 does not count.

APPENDIX 2A: GUIDANCE FOR HEAD TEACHERS ON COMPLETION OF THE ‘CONFIDENTIAL NOTIFICATION OF PROPOSED REDUNDANCIES’

Introduction

The purpose of these guidance notes is to assist Head Teachers with the completion of Appendix 2.  The revised procedure is intended to reduce the timescale required for schools to manage a staffing reduction by replacing the 30 day consultation period with a period of 10 working days.  With the full support of the recognised Trade Unions it is also intended to reduce the number of meetings during the consultation period.  A crucial part in this is the provision of the information contained within Appendix 2 and for this reason it is most important that all sections of the form are completed.
If at any stage during the consultation process there is any significant change in this information affecting the area(s)/subject(s) of the proposed redundancies you should notify and re-consult as necessary with the relevant Trade Union officers.

If at any stage you need further help or guidance please do not hesitate to contact your support officer from the Education Personnel Group.

As soon as the Finance and General Purposes Committee have met and determined the staffing complement for the school, this form should be completed in full and sent by first class post, email or fax to:

1.
The Secretaries of all recognised Trade Unions (see Appendix 3 for full list).

2.
The Education Personnel Group, Management Support Section.

3.
A copy should be placed appropriately in school where all staff have access.

	Complete all details


School name

Address

Telephone number

Email address

Notification of Proposed Redundancies

I am writing to inform you that the Finance and General Purposes Committee/ equivalent Committee of (name of school) met on (date) and having examined the budget (or other reason) have agreed that it is necessary to implement a staffing reduction.  In accordance with the consultation procedure agreed with the recognised Trade Unions, staff in the school have been informed and as part of the agreed procedure for handling staffing reductions in schools I have supplied below the following information on which I would wish to consult with your Trade Union and the other recognised Trade Unions involved.
In this section please complete details of your school name, the date on which the relevant committee met and the reason for the staffing reductions.  Inform all staff within the school of this committee decision and with the administrative arrangements now delegated to the Head Teacher.  The form should be issued within one day of the committee meeting.

	The budget


Indicate the overall anticipated budget shortfall you are expecting in the forthcoming financial year so that the Trade Unions have an overview of the budgetary problem at your school.

	Teachers - Teaching Staff Complement


1.
The current teaching staff complement in the school, including myself and the Senior Management Team is 
42.5 FTE.

2.
Based on the delegated budget and the numbers and needs of the pupils of the school, the Committee has fixed the teaching staff complement, including myself, at: 
40.0 FTE.

3.
Therefore, there is a need to reduce overall by the following number of teachers: 
2.5 FTE.

This section gives an overview of the effect of the proposed redundancies on the numbers of teachers currently employed at your school.  The numbers given should be in full time equivalent.

	Teachers - details of the proposed redundancies


Having discussed the contents of this notification with the staff at your school, the purpose of this section is to provide more details of the FTE reduction(s) identified above and to provide the Trade Unions with an indication at this early stage as to how the reductions are to be achieved.  Understandably, there will be a number of schools who simply do not know at this point whether or not the reduction will lead to a voluntary or compulsory redundancy but experience has shown that a significant number of Head Teachers, having discussed the situation with the staff and with your designated support officer from the Personnel Group will know at this early stage whether or not the redundancy will be managed through a voluntary reduction in hours, voluntary basis for redeployment or achieved through the non-renewal of a fixed term contract.  Only indicate this on the form if you are absolutely sure.  If you are not sure at this stage delete both options as in the second example on line 2.

	COLUMN

	(i)
	(ii)
	(iii)
	(iv)
	(v)

	Area(s)/subjects where reductions are to be made (if known)
	Current FTE
	Proposed FTE
	Reduction FTE
	Additional information - e.g. non-renewal fixed term contract, natural wastage, voluntary contractual reduction in hours, volunteer for redeployment or compulsory redundancy

	HISTORY
	3.5
	2.5
	1
	

	SNR MANAGEMENT
	4
	3
	1
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total FTE reduction (vi)
	7.5
	5.5
	2
	


Primary/Special

There is no need to complete the first column for Primary and Special schools.  If at this stage the area for the reduction is unknown you should indicate this on the form using a separate line for each reduction.

Current FTE - indicate the number of teachers in the school.

Proposed FTE - indicate the number of teachers required in the school.

Reduction FTE - specify the FTE reduction in teachers required in the school.

In the final column indicate (if known at this stage) whether the reduction will be voluntary or achieved by the non renewal of a fixed term contract.  It is important to stress that the final column does not expect Head Teachers to have determined how the reduction will be achieved at this stage.  If it is unknown at this stage then delete both options.

Complete the line ‘Total FTE reduction’.

Secondary

At this stage, the Finance and General Purposes Committee or the equivalent committee, should have identified the areas i.e. management and/or subject(s) where the redundancies are planned.

In the first column you should specify the area(s) using separate lines as appropriate for each reduction planned.

Current FTE - indicate the number of teachers working in this area/subject.

Proposed FTE - indicate the number of teachers required.

Reduction FTE - specify the FTE reduction in teachers required.

In the final column indicate (if known at this stage) whether the reduction will be voluntary or achieved by the non-renewal of a fixed term contract.  It is important to stress that the final column does not expect Head Teachers to have determined how the reduction will be achieved at this stage.  If it is unknown at this stage then delete both options, as in the second example given for Senior Management.

Complete the line ‘Total FTE reduction’.

	Teachers - fixed term contracts


If you have indicated that any reduction is planned to be achieved through the non-renewal of a fixed term contract(s) then you should first of all seek advice from your designated officer from the Education Personnel Group and you must complete this section.  You will be aware that the non-renewal of a fixed term contract is potentially a redundancy situation and could lead to a claim of unfair dismissal against the Governing body.  It is essential, therefore, that Head Teachers seek appropriate advice.

	COLUMN

	(i)
	(ii)
	(iii)
	(iv)
	(v)

	Subject/Area
	Reason for the fixed term contract(s)
	Dates (from and to) for current and concurrent contracts at the school
	Reason for the non-renewal of the contract(s)
	FTE reduction

	
	
	to
	
	

	
	
	to
	
	

	
	
	to
	
	

	
	
	to
	
	

	
	
	to
	
	


In the first column you should indicate the subject/area of the reduction to link the details of the proposed reduction detailed above.

For each fixed term contract at risk you should complete in column (ii) the reason why each post is filled on a fixed term contract basis.  The reason for this detail is to determine whether or not the individual has employment rights, and whether the employee should be treated as having permanent employee status.

In column (iii) the dates relating to the current and any concurrent fixed term contracts of the postholder at your school.

In column (iv) the reason for the non-renewal of the current and other concurrent fixed term contract(s) at your school must be given.

The FTE reduction for each fixed term contract to link in with the details above.

Fixed term contracts and part time staff

Legislation in respect of part-time and temporary fixed term staff has been an area of considerable change recently.  The issue of fixed term contracts always generates a considerable volume of enquiries from schools and guidance has been previously issued to schools on the issuing of fixed term contracts.  In considering selection criteria for redundancy, the termination of fixed term contracts appointed within the guidelines on the use of such contracts (Appendix 11) should be the first selection criteria applied.  However, you will need to be careful to ensure that the contracts for staff are clear about the reason for being fixed term and that they are not a series of end on contracts over a prolonged period.  Head Teachers are strongly advised to check this out with the Personnel Group if in any doubt about terminating such contracts.

Again, if you are in any doubt about terminating any other fixed term contracts you should make contact with your designated officer within the Personnel Group for advice.

	Support staff complement


As with the notification of the teacher redundancies it is important that the information you supply regarding the school support staffing redundancies is similarly clear and comprehensive.

	COLUMN

	(i)
	(ii)
	(iii)
	(iv)
	(v)

	Category of staff/post/area 

(use a separate line for each category of staff)

Admin Technicians, Teaching Assistants, Site Management, etc
	Current FTE
	Proposed FTE
	Reduction FTE
	Additional information - e.g. non-renewal fixed term contract, natural wastage, voluntary contractual reduction in hours, volunteer for redeployment or compulsory redundancy

	Caretaker
	1
	1
	-
	

	MDSA
	4
	3
	1
	

	Secretary/Admin
	5
	4.5
	0.5
	

	Teaching Assistant
	1
	1
	-
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total FTE reduction
	11
	9.5
	1.5
	


In the first column you should provide a full breakdown of the school support staffing structure.  Please list, using separate lines, including all categories of staff, even where no reduction is planned.

Current FTE - indicate the numbers of staff in each category/area.

Proposed FTE - indicate the proposed number of staff required in each category/area.

Reduction FTE - specify the FTE reduction of each category of staff proposed.

In the final column indicate (if known at this stage) whether the reduction will be made on a voluntary basis or by the non-renewal of a fixed term contract.  It is important to stress that if this is unknown at this stage then this should be made clear on the form by deleting the appropriate options.  The final column does not expect Head Teachers to have determined how the reduction will be achieved.

Complete the line ‘Total FTE reduction’.

It is most important that you include in this section the full support staffing complement so that it is clear to the Trade Unions which categories of staff are affected and which categories are unaffected by the proposed redundancies.  It is recommended that you use a separate line for each post/category of staff as shown in the example given.

	School support staff - fixed term contracts


If you have indicated above that the reduction is planned to be achieved through the non-renewal of a fixed term contract, then you must seek advice from your designated officer from the Education Personnel Group and you must complete this section.  You will be aware that the non-renewal of a fixed term contract is potentially a redundancy situation and could lead to a claim of unfair dismissal against the Governing Body.  Procedurally, it is important that all fixed term contracts are terminated in the same way as would apply to permanent members of staff, both full and part time.  It is essential, therefore, that Head Teachers seek the advice from their support officer in the Education Personnel Group before completing this section.

	COLUMN

	(i)
	(ii)
	(iii)
	(iv)
	(v)

	Category of staff/post/area e.g. Caretaker/Nursery Nurse
	Reason for the fixed term contract(s)
	Dates (from and to) for current and concurrent contracts at the school
	Reason for the non-renewal of the contract(s)
	FTE reduction

	
	
	to
	
	

	
	
	to
	
	

	
	
	to
	
	

	
	
	to
	
	

	
	
	to
	
	


In the first column you should indicate the category of staff/area of the reduction to link the details given above.

For each fixed term contract at risk you should complete:


the reason why the post is filled by a fixed term contract


the dates relating to the current and any concurrent fixed term contracts of the postholder at your school


the reason for the non-renewal of the current and other concurrent contract(s) at your school


the FTE reduction in each case

An example is given above.

Fixed term contracts and part time staff

Legislation in respect of part-time and temporary fixed term staff has been an area of considerable change recently.  The issue of fixed term contracts always generates a considerable volume of enquiries from schools and latest guidance has been issued to schools on the issuing of fixed term contracts in September 2004.  In considering selection criteria for redundancy, the termination of fixed term contract holders appointed within the guidelines on the use of such contracts should be the first selection criteria applied.  However, you will need to be careful to ensure that the contracts for staff are clear about the reason for being fixed term and that they are not a series of end on contracts over a prolonged period.

Again, if you are in any doubt about terminating fixed term contracts you should make contact with your designated officer within the Personnel Group for advice.

	Other information


If you have indicated that the reduction(s) will be achieved on a voluntary contractual hours reduction basis then you are not required to send any other information with this notification.

However, if there is doubt that the reduction can be made on a voluntary basis i.e. likely to be compulsory; likely to be voluntary redeployment; likely to be through non-renewal of fixed term contract but not yet determined, you should send the following information to the Trade Unions and the Education Personnel Group, with this notification, which they are legally entitled to request as part of the consultation process:

(a)
a copy of the current year’s Budget Plan Entry Form


Along with the updated details for the current year, indicate on the form the provisional budget entries for the new financial year (totals only).  This will standardise the information that schools send to Trade Unions regarding the budget situation in their school.  The provision of this information is intended, with the full co-operation of the recognised Trade Unions to avoid unnecessary meetings taking place where the budget position is clear.

(b)
details of the Governors’ agreed selection criteria


The selection criteria which all schools should adopt are standard and should be applied in all cases of redundancy.  For your convenience these have been reproduced as Appendix 4 which copied can be attached to the form.  These are as follows:

(a)
the termination of fixed term contract holders appointed within the guidelines on the use of fixed term contracts;

(b)
the requirements of the curriculum of the school/organisational needs of the school;

(c)
applications for early retirement and/or voluntary redundancies, from staff in identified areas in which reductions are to be made.  An exploration with staff of the possibility of a voluntary reduction in hours to work on a job share or part-time basis, if this will avoid the need to make a compulsory redundancy;

(d)
qualifications, experience, skills, flexibility of staff to teach/work in other subjects/areas in the school measured, in relation to the curriculum/ organisational needs of the school;

You will be aware that age and length of service has previously been included within the overall selection criteria in the Manual of Personnel Guidance.  Recent cases have found these to be discriminatory and, therefore, we need intend to remove these from the recommended selection criteria and they should not be used.

There is no need at this stage to be any more specific about the selection criteria nor how they are to be applied.  This will be determined as the Head Teacher applies the criteria and will be explained at the hearing/appeal.  It is strong recommended that you adopt the standard selection criteria, if this is not the case you should discuss this with your designated officer from the Education Personnel Group and must provide clear written details to the Trade Unions of the selection criteria used.

	Timetable


Please provide the Trade Unions with a schedule of dates as agreed with the Governors and with your designated officer from the Education Personnel Group.  In arranging both the initial hearing date and the appeal hearing date please ensure that you liaise with your designated officer from the Education Personnel Group or else the school could be left without support.  Dates become finalised very quickly and once schools are informed of their budgets the diary can become very full.  It would be most helpful if you could make contact at the earliest opportunity to confirm the attendance of an officer to ensure your school receives full support.

	Procedure
	Date

	Date of Hearing: 10 days notice
	17 April

	Date of Appeal: 10 days notice
	15 May


The benefit of past experience has shown the value of planning the entire process at the earliest possible opportunity.  Head Teachers will need to co-ordinate their diaries along with those of the Governors to ensure that meetings occur within the required timescales.  This is an extremely busy time for Trade Union officials and for staff from within the Education Personnel Group and setting out a timetable at this stage will help to ensure that the process runs as smoothly as possible for all concerned.

In planning the meeting careful thought should be given to the timing and duration.  The time required will vary considerably depending on the nature and the number of the proposed reductions.  It will be necessary for account to be taken of the time needed for both the Head Teacher and the individual employee (or their representative) to present their respective case, time for Governors’ questions and at the final stage of the meeting time, for the Governors to consider the evidence presented to them and make their decision.

	Consultation


I wish to consult with you in particular about possible ways of avoiding any dismissals on the grounds of redundancy, of reducing the number of such dismissals (where more than one is envisaged) and/or of mitigating the consequences of any dismissals on individual staff in any way if I can.  I will be seeking to reach an agreement with you, if at all possible, given the situation facing the school.

I understand that on receipt of this information the recognised Trade Unions may wish to meet with me to discuss this matter further.  I am available to meet with you on the following dates and times:
	Suggested dates
	Suggested times

	10 March
	9.30

	11 March
	9.30


As part of the consultation process you may be required to meet with one or more of the recognised Trade Unions to discuss the reductions more fully.  At the point of sending this notification I strongly recommend that Head Teachers lead the process by suggesting an appropriate date and time to meet giving between 5 to 7 days notice to the Trade Unions in case a meeting is required.  Please note that the NASUWT will request a separate meeting, the other teaching unions will usually be able to meet with you together.

Please ensure that this form is sent without delay and on the same date indicated in Section 1 of the form.  It begins the process of consultation which is intended to last 10 working days.

To save time we recommend that the form be faxed or e-mailed to the Trade Unions detailed in Appendix 3.

APPENDIX 3: NOTIFICATION OF PROPOSED REDUCTIONS IN STAFFING (APPENDIX 2) TO BE SENT TO:

Management Support

Resources HR – Children & Young People’s Services

County Hall

West Bridgford

Nottingham

NG2 7QP





Fax: (0115) 977 3996

Email: ray.mackintosh@nottscc.gov.uk

Secretaries of the Recognised Trade Unions: Teaching and School Support Staff

	ATL

Mr I Jowett

Squirrels Leap

275 Bostocks Lane

Sandiacre

Nottingham 

NG10 5ND

Tel: ATL line:
(0115) 849 6286

Fax:School

(Beeston Fields Primary)(0115) 844 0101

Email:

ijowett@notts.atl.org.uk 
	NASUWT

Mr M Wilson/Mr B Pardon
The Joint Secretaries

NASUWT

Notts Federation

Colliers Way

Nottingham

NG8 6AT

NASUWT Office:
Tel: (0115) 976 7185




Fax: (0115) 976 7187

Email: fed-n800@nasuwt.net

	NAHT

Mrs J Clark

Netherfield Infant & Nursery School

Netherfield Lane

Meden Vale

Mansfield

Notts   NG20 9PA

School Tel: (01623) 842683

Fax: (01623) 842683

Email: head@netherfield-inf.notts.sch.uk
	ASCL (formerly known as SHA)
Mr D Cokeham

26 Tollerton Lane

Tollerton

Nottingham

NG12 4FQ

Home Tel:
(0115) 937 6950

Email:

davidcokeham@yahoo.co.uk

	NUT

Mr I Wels/Mr L Conway

NUT Division Secretaries

571A Mansfield Rd

Sherwood

Nottingham   NG5 2JN

Office Tel: (0115) 9626162

Office Fax: (0115) 9625427

Email: i.wels@ntlworld.com
Email: liam.conway@nottsnut.co.uk 

	GMB

Mr M Allen

542 Woodborough Road

Nottingham   NG3 5FJ

Tel: (0115) 9607171

Fax: (0115) 9601100

Email: martin.allen@gmb.org.uk

	UNISON

Mrs V Corden

41 Loughborough Road

West Bridgford

Nottingham   NG2 7LJ

Tel: (0115) 9810405

Fax: (0115) 9815697

Email: vicki.corden@nottscc.gov.uk
	


Updated July 07

APPENDIX 4: SELECTION CRITERIA FOR REDUNDANCY

a)
The termination of fixed term contract holders appointed within the guidelines on the use of fixed term contracts.

b)
The requirements of the curriculum and organisational needs of the school.

c) 
Applications for voluntary redeployment from staff in identified areas in which reductions are to be made. You should also explore the possibility of staff who may wish to volunteer to work on a job-share or to reduce their hours to work on a part-time basis, in an effort to avoid the need to make a compulsory redundancy; 

d)
Qualifications, experience, skills, flexibility of staff to teach/work in other subjects/areas in the school, measured in relation to the curriculum/ organisational needs of the school.

APPENDIX 5: INVITE TO PERSONAL HEARING

FIRST CLASS - PRIVATE AND CONFIDENTIAL

Dear (the member of staff)

I refer to the discussion with yourself and your Trade Union over the proposed redundancies at this school.

A meeting of the Personnel and Pupils Committee of this school has been arranged for (time) on (date) at (venue) to consider recommendations to reduce the staffing establishment of the school.

Based on the selection criteria being recommended: (amend as necessary - if unsure contact Personnel Group).

a)
the termination of fixed term contract holders appointed within the guidelines on the use of fixed term contracts.

b) 
the requirements of the curriculum and organisational needs of the school; 

c) 
applications for early retirement from staff in identified areas in which reductions are to be made. You should also explore the possibility of staff who may wish to volunteer to work on a job-share or to reduce their hours to work on a part-time basis, in an effort to avoid the need to make a compulsory redundancy; 

d)
qualifications, experience, skills, flexibility of staff to teach/work in the school in other subjects/areas in the school in relation to the curriculum/ organisational needs of the school.

I regret that I must recommend to the Committee the termination of your employment on the grounds of redundancy.

In accordance with the School Staffing (England) Regulations 2003, you have a right to attend the above meeting of the Committee and to be represented by your Trade Union or a person of your own choice.  I attach copies of the documentation which I shall be submitting to the Committee.  If you or your representative wish to submit written representations to the Committee prior to the meeting, I would be grateful if you would let me have such representations by (date) and I will arrange for the papers to be dispatched.

I should be grateful if you could confirm with me that you are able to attend/will be attending the meeting on the date and time given.

A copy of this letter along with the relevant documentation has been sent for information to:

1.
Your Trade Union.

2.
The Education Personnel Group at County Hall.

3.
The three Governors involved in the hearing.

Note: that ends the formal side of the letter - you may wish to add some personal comments or tell the individual you will be writing to them separately if that is your intention.
Yours sincerely

(Head Teacher)

APPENDIX 5A: PERSONAL HEARING - ORDER OF EVENTS

1. 
Head Teacher presents - the case. 

2. 
Questions from employee and/or employee representative. 

3. 
Questions from the panel. 

4. 
Employee (or representative) presents their case. 

5. 
Questions from Head Teacher. 

6. 
Questions from the Panel. 

7. 
Head Teacher sums up. 

8. 
Employee (or representative) sums up. 

9. 
Both parties withdraw. 

10. 
Panel decision. 

11. 
All parties reconvene. Decision given. 

12. 
Individual informed of right of appeal within 14 days. Later confirmed in writing by Head Teacher. 

APPEAL 

Should it be necessary to organise an appeal the procedure will be the same but must be with different Governors. 

APPENDIX 6: OUTCOME OF PERSONAL HEARING

FIRST CLASS

PRIVATE AND CONFIDENTIAL

Dear

As you are aware, the school is required to make a saving in budget.  Following consultation with staff and the recognised Trade Unions it has been necessary to reduce the staffing complement for the school.  The Personnel and Pupils Committee at their meeting on (date) considered the reductions in staffing at this school.  I regret that they decided at that meeting that they had no alternative but to delete your post from the establishment to meet the necessary reductions.

I am required to inform you that you have the right to appeal against this decision.  If you wish to exercise that right you must notify me, in writing, within 14 days of the date of this letter stating briefly the grounds of your appeal and I will arrange for the appeal to be heard.  A date for the appeal has been fixed for the (date) at (time).  You may be accompanied at this appeal by a representative of your Trade Union or a person of your own choosing.  I would be grateful if you could confirm with me by (date) whether or not you wish to appeal.

Naturally I am very sorry about the need for this course of action.  However, I am assured by the Authority that they will do all they can to secure suitable alternative employment for you and an officer from the Education Personnel Group will be available to make contact with you to discuss your situation with you, including the process of redeployment.  Please let me know straightaway if you would prefer not to make contact with the redeployment team at this stage.

A copy of this letter has been sent for information to:

1.
Your Trade Union (if represented).

2.
The Education Personnel Group at County Hall.

(Note: that ends the formal side of the letter - you may wish to add some personal comments or tell the individual that you will be writing to them separately if that is your intention.)
Yours sincerely

(Head Teacher)

APPENDIX 7: INVITE TO APPEAL HEARING

FIRST CLASS

PRIVATE AND CONFIDENTIAL

Dear

REDUCTIONS IN STAFF - (NAME) SCHOOL

Further to the meeting of the Pupils and Personnel Committee (or equivalent committee) held on (date) and to my letter dated (date of Appendix 5) informing you of the Governors’ decision.  I understand from your letter (dated) that you wish to appeal against the decision to dismiss you from your post as (post title) on the grounds of redundancy.

In my letter of (date of Appendix 6), I confirmed with you the date and time of the appeal hearing.  For your information the meeting will be with myself and an Appeals Committee of the Governing Body and will take place (location) on (date) at (time).

In accordance with the School Staffing (England) Regulations 2003 you have the right to attend the above meeting of the Committee and to be represented by your Trade Union, or person your choice.  I attach copies of the documentation that I will be submitting to the Appeals Committee.  If you or your representative wish to submit written representations prior to the meeting I would be grateful if you could let me have this information by (date) and I will arrange for the papers to be dispatched.

Based on the selection criteria below, I regret that I must recommend to the Committee the termination of your employment on the grounds of redundancy.  (Amend as necessary - if unsure contact Education Personnel Group.)
a)
The termination of fixed term contract holders appointed within the guidelines on the use of fixed term contracts.

b) 
The requirements of the curriculum and organisational needs of the school; 

c) 
Applications for early retirement from staff in identified areas in which reductions are to be made. You should also explore the possibility of staff who may wish to volunteer to work on a job-share or to reduce their hours to work on a part-time basis, in an effort to avoid the need to make a compulsory redundancy; 

d)
Qualifications, experience, skills, flexibility of staff to teach/work in the school in other subjects/areas in the school, in relation to the curriculum/organisational needs of the school.

I should be grateful if you would confirm with me (by date/time) that you are able to attend the meeting on the date and time given.  I have enclosed an additional copy of the letter and accompanying details for you to give to your Trade Union representative.

A copy of this letter together with the relevant documentation has been sent to:

1.
The Education Personnel Group at County Hall.

2.
Each of the 3 Governors involved in the Appeal Hearing.

Yours sincerely

(Head Teacher)

APPENDIX 8:  OUTCOME OF APPEAL

FIRST CLASS

PRIVATE AND CONFIDENTIAL

Dear (the member of staff)

I refer to the meeting of the appeal panel of the Governing Body on (date).

I confirm the decision of the Panel not to uphold your appeal and to proceed with the termination of your contract on the grounds of redundancy.

I have notified the Director of Education accordingly and the LEA will write to you formally giving notice of the termination of your employment.

(Note: this ends the formal part of the letter - you may wish to add some personal comments or to tell the individual that you will be writing to them separately if that is your intention.)
Copies to:

1.
Your contact officer in the Education Personnel Group along with the Appendix 9 Notification.

2.
Individual’s Trade Union (if represented).

Yours sincerely

(Head Teacher)

APPENDIX 9 (PART 1): SUMMARY SHEET

FIRST CLASS

CONFIDENTIAL

Director of Education

Education Personnel Group

Management Support

County Hall

West Bridgford

Nottingham   NG2 7QP

School Staffing Reductions 200* Summary Sheet Appendix 9

Please complete the following details

School name: ................................................................................................................


Committee
Div
Cost

I am attaching details of the staffing reductions for the above school.  I would be grateful if you would take the necessary steps to terminate the contracts of employment for the staff listed below within 14 days, as required the School Staffing (England) Regulations 2003.

	Office Use
	TEACHERS
	

	
	Forename
	Surname

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	SCHOOL SUPPORT STAFF
	

	
	Forename
	Surname

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Head Teacher ........................................... (Name) ................................... (Signature)

Date ..........................................
APPENDIX 9 (PART 2): SUMMARY SHEET

FIRST CLASS

CONFIDENTIAL

Director of Education

Education Personnel Group

Management Support

County Hall

West Bridgford

Nottingham   NG2 7QP

School Staffing Reductions 200* - Individual details for each member of staff redundancy

Please complete the following details

School name: .................................................................. Area: ...................................

As required by the School Staffing (England) Regulations) 2003, I am writing formally to notify you of the following reduction in the establishment of the above school.

	Office use
	EMPLOYEE DETAILS

	
	Mr/Mrs/Miss/Ms
Forename


Surname

	
	Date of birth

	
	NI Number

	
	Home address

	
	Please ensure that your records are correct and that the home address is current.

	
	POST DETAILS

	
	Post title

	
	Is post *all year round/term time only? (*delete as appropriate)

	
	Subject(s) (Teachers only)

	
	End of term fte?   Yes/No

	
	If the reason for the termination of the contract is the non-renewal of a fixed term contract, please give below the reason for the non-renewal of the contract.

	
	Date of hearing/appeal

	
	Last day of service

	
	Attach to the completed summary sheet Appendix 9 (Part 1)


APPENDIX 10: DECLARATION OF REDUNDANCY

This form should be completed by the school for each case of redundancy. Completed forms should be returned to Personnel Group, County Hall, West Bridgford, Nottingham NG2 7QP

Name: ...............................................................................  Date of Birth: ..................

School: ............................................................................... DfES Number: ...............

Proposed termination date: .................................

1. I confirm that this redundancy will result in a reduction in the staffing establishment of the school, which is expected to be sustained for a period of at least two years.

2. The Governing Body of the School understands that the Authority will monitor the situation in the school.  Where a post is reinstated within the two-year period the cost of the redundancy will be borne by the school budget.

3.
The Governing Body confirms that it does not intend to re-employ the member of staff in any capacity, either on a full-time, part-time, permanent or temporary basis on the termination of this contract.

Signed: ................................................................................... Date: ........................... 



Chair of Governors


Signed: ................................................................................... Date: ........................... 



Head Teacher


(Date Received by LEA: .....................................)
APPENDIX 11: USE OF FIXED TERM CONTRACTS IN SCHOOLS

Introduction

1.1
Since the introduction of LMS, the use of fixed term contracts, particularly for teaching staff, has increased in Nottinghamshire schools. Whilst there are circumstances when the use of such contracts is entirely appropriate, care needs to be exercised to ensure that appointments on fixed term contracts do not contravene equal opportunities legislation. There has been well publicised case law in both the British and European Courts which has heightened concerns about such contravention, given the level of financial awards which have accompanied such judgements. 

1.2 The Government has introduced new legislation impacting on the use of fixed term contracts.  The Fixed Term Employees (Prevention of Less Favourable Treatment) Regulations 2002 came into force 1 October 2002.  The regulations apply to all employees (excluding agency workers) and are introduced to prevent employers abusing the use of fixed term contracts.  The regulations limit the use of successive fixed term contracts to four years, and define successive fixed term contracts as a series of two or more contracts that do not break continuity of employment as defined by the Employment Rights Act 1996.  The aim of the new regulations is to ensure that fixed term employees are not treated any less favourably than their counterparts employed on permanent contracts (in relation to their terms and conditions, pay and benefits and training and development opportunities).

1.3
The law indicates that where an individual is employed on successive fixed term contracts for a period of four years, effective from 10 July 2002, the employee will be deemed to be employed on a permanent contract and be entitled to receive a written statement to that effect. Service prior to 10 July 2002 will not count towards the four years.  The new regulations are not designed to prevent the use of fixed term contracts and there will still be a number of circumstances where  fixed term contracts are appropriate (see section 2.1). However, whenever possible, Governing Bodies should seek to appoint staff on permanent contracts.

1.4
The indications are that this trend to secure the rights of part-time and temporary employees will continue to accelerate. This guidance, therefore, seeks to inform the way in which Governing Bodies make decisions on the use of fixed term contracts, secure the legal responsibilities of the Local Education Authority as the employer of the majority of staff in Nottinghamshire schools, recognises the employment responsibility of Governors in Foundation Schools and maintain an appropriately qualified and experienced teaching force and support staff for the benefit of children within the county. 

1.5
Schools should appoint staff on permanent contracts wherever possible.  Permanent contracts provide better opportunities for employees to contribute more effectively to the School Development Plan, help to retain skilled staff and avoids the extra costs associated with recruiting temporary staff.  The recruitment and retention of staff continues to be a key factor in maintaining the quality of education in schools.  The extended or inappropriate use of fixed term contracts may disadvantage staff in applications for mortgages, loans, etc. All of the major Banks and Building Societies are understandably reluctant to sanction long term loans supported by short-term employment. This, in turn, leads to staff, including those just embarking on their career, seeking more secure employment either in other schools or outside  the education service. 

1.6
In the interests of good industrial relations, this document has been produced to assist Head Teachers and Governors to effectively manage the deployment of staff in schools in the light of new and emerging legislation. It applies to all school based employees and has been agreed with all of the recognised Trade Unions.
The use of fixed term contracts

2.1
A Fixed term contract must be clear in terms of the reason for its fixed term nature and should only be used in the following situations: 

i)
to cover long term absence as a result of sickness, maternity, parental or paternity leave.

ii) 
to cover long term absence of a member of staff on secondment, or who has been granted other extended long term absence, e.g. for civic duties, national or local Trade Union Office.

iii)
pending the known appointment of a permanent member of staff. Normally, this will be for no more than one term. However, it is recognised that this may need to be longer but less than one year dependant upon the timing of the vacancy. 

iv)  to cover short-term vacancies created by re-organisations in, or between schools or amalgamations of schools (when the duration of the contract should not normally be for more than one year unless there are exceptional circumstances delaying the implementation of staffing changes).

v)
to cover vacancies where there is firm evidence, supported by an appendix 2 notification, that a school will need to reduce the number of staff in a particular subject, or work area, or place of education, within the next 12 months. In such circumstances and since it may affect the redundancy selection process, contracts issued on this basis must not extend beyond one year under one single or a succession of fixed term contracts – (see paragraph 2.2 below).  Where teachers have been employed by the LEA for a minimum of one year, the School Staffing (Education) Regulations 2003  requires that they be offered the opportunity for a hearing and appeal within  the school’s agreed procedure  before the contract is terminated.

vi)
to cover specific time-limited school based initiatives, e.g. specific curriculum developments or funding specific initiatives for example appointments made as a result of time limited standards funds. This will also include those circumstances where a Governing Body determines that it will use money available within their budget to fund cover to allow greater non-contact time for permanent staff to engage in curriculum or managerial initiatives (when the duration of the contract should normally be for no more than one year).

2.2
The termination of a fixed term contract in respect of (v) and (vi) is a dismissal due to redundancy, i.e. it is known at the outset that the job will not continue beyond the contract period.  In order for the dismissal to be fair, the school  must use the procedure for reductions in staffing set out in the Manual of Personnel Guidance when terminating such contracts.

2.3
Teaching assistants employed by schools to provide individual special needs support to pupils have traditionally been employed on a series of successive fixed term contracts. Under the new funding arrangements for schools, in line with the new legislation and good employment practice, such appointments should be made on a permanent basis wherever possible.   

2.4
Traditionally, fixed term contracts have been used year on year in intake classes for one or two terms as numbers of children admitted build up. There may be a more effective way of dealing with this situation and whenever possible staff should be appointed permanently to work for one or two terms per year on a full or part-time basis, i.e. instead of the part-time contract being for “x” hours per week, it can be for “y” days per year concentrated into a particular term or terms. This has obvious advantages for schools in terms of continuity of employment, training and professional development of staff.  It will also be a preferable option for schools since it will ensure that schools do not have to follow redundancy procedures at the end of each period of employment. 
The issue of fixed term contracts

3.1
Fixed term contracts must specify both the reason and the duration of the term of the contract.  Normally a fixed term contract will finish at the end of a school term as defined in the Burgundy Book, i.e. 31st December, 30th April or 31st August.   In the case of maternity, sickness or long term absence, the contract will terminate at the end of one month’s notice following notification of the return of the substantive post holder, or with a minimum of one week’s notice, where such notification has been received within one month of the return date.  In these cases, the contract will terminate upon the return of the substantive postholder and notice should be given as soon as the return date of the substantive postholder is confirmed.

3.2
All fixed term contracts must specify the date of termination except for contracts covering maternity, sickness or long term absence, which should include an expected date of termination consequent on the return of the substantive post holder.  The contract should clearly state that there should be no expectation of further employment beyond the stated end date. Paragraph 3.4 provides advice on the options open to schools should a permanent vacancy arise.  Where fixed term contracts are terminated in line with the agreed redundancy procedures, the LEA will support schools and individuals to find suitable alternative employment.

3.3
Fixed term contracts must not seek to invite staff to waive any rights within employment law, e.g. rights of access to an employment tribunal, or right to a redundancy payment.  Rather than deny rights, the LEA will seek redeployment for staff on fixed term contracts who have accrued employment rights. The Education Personnel Group will use its best endeavours to support redeployment into suitable vacant posts within other schools, subject to the agreement of the Governing Bodies of those schools, or to other posts elsewhere within the County Council. 

3.4
A fixed term contract may become a permanent post in the event of the non-return of the substantive postholder or where a post initially established in the short term becomes permanent providing that all of the following criteria are met : 

a)
the post carries no responsibility points or is not a post for which other permanent staff at the school might wish to apply; 

b)
the original recruitment process was open to all, fair and in line with the school’s equal opportunities policy; 

c)
all potential applicants are aware, prior to appointment, that permanency is a possibility but by no means a right;


d) that the person appointed met all of the essential requirements on the person specification;

e) that the post has not changed significantly since the fixed term appointment was made.

3.5
The reason for the fixed term contract must always be included within the job advertisement, job details and contract of employment so that applicants fully understand the nature of their employment.

3.6
Fixed term contracts must not be used for probationary or induction purposes. Other arrangements exist for monitoring the satisfactory performance of newly qualified or newly appointed staff and for providing the necessary support, which are more appropriate to those circumstances. 

3.7
Where employees have acquired protection against unfair dismissal (after one year’s continuous service, whether on a single or succession of contracts) they should be considered for suitable vacant posts.  Head Teachers are now legally required to inform fixed term employees of permanent vacancies that arise within their school during the course of their employment.  Under the same legal obligation the LEA will also ensure that staff are notified of vacancies within the County Council. 

3.8
To assist Governing Bodies, the Education Personnel Group will monitor the use of fixed term contracts and provide advice in situations where their use may not be appropriate. Such monitoring will be undertaken jointly with the Trade Unions and on a regular basis.

APPENDIX 12: REDUNDANCY CHECKLIST

1.
If there is any possibility of a staffing reduction you should discuss the budget with the Education Finance Group and the staffing complement of the school with the Education Personnel Group.  It may also prove useful for you to have an early discussion with your link inspector.

2.
Finance and General Purposes Committee, or equivalent committee, should meet as early as possible to:

a)
determine the staffing complement of the school for Teaching and School Support Staff;

b)
delegate the management of the administrative process to the Head Teacher (and supporting Governor if appropriate).

3.
If you have not already done so, inform the Education Personnel Group at this point.

4.
The Head Teacher should consult with the Chair of Governors to determine the availability of Governors for the initial and the appeal hearings.  Minimum of 3 Governors needed for each.  Before fixing dates with members of the Governing Body, as part of the schedule, consult with contact officer in the Education Personnel Group to ensure support is available.

5.
Consult with staff:

a)
inform all staff in the school of the situation and begin the process of consultation with them;

b)
explain the reasons and the areas for the reductions.

6.
Consult with recognised Trade Unions:

a)
begin the 10 working day consultation period with recognised Trade Unions through immediate issue of the notification of proposed redundancies (Appendix 2);
b)
discuss contents with staff and place a copy in the school staffroom/ noticeboard;

c)
fax or e-mail completed notification and attachments to all recognised Trade Unions (Appendix 3);

d)
Trade Unions should contact you formally within 5 working days to confirm whether or not a meeting is necessary;

e)
discuss the situation with the Trade Unions and meet with them if necessary.  If, at any stage, before individuals are identified, there is any change to the information provided to the Trade Unions that may affect the selection process, you should notify and re-consult as necessary with the relevant Trade Union officers.  If a compulsory redundancy is likely, continue with the process of analysis of staff.

7.
Selection of staff:

a)
where an appointment has been made in accordance with the Guidance on the use of Fixed Term Contracts (Appendix 11) consider whether the reduction can be achieved through non-renewal of such contracts.  It is strongly recommended that advice is obtained from the Education Personnel Group;

b)
if it is not possible to achieve the reduction in this way or through natural wastage, any member of staff considering voluntary contractual reduction in hours or volunteer for redeployment should contact you at the earliest opportunity;

c)
if a compulsory redundancy is likely you should begin the process applying the selection criteria (Appendix 4) and draw up a skills audit to include the appropriate “pool of staff” i.e. all staff within the occupational group at risk of redundancy.


Meet and discuss with staff individually.  Confirm details are accurate with individuals and provide opportunity to contribute;

d)
do not identify individual(s) until consultations with staff and Trade Unions are complete.

8.
Continue the process of exploring and discussing with staff the alternatives to redundancy including staff turnover; voluntary transfer of employees to other suitable work in the school; voluntary job share or voluntary part-time working as a means of avoiding redundancy; voluntary redeployment, voluntary contractual reduction in hours.

9.
Complete the process of identification of staff through application of the selection criteria and skills audit.

10.
Notify individual(s) affected of recommendations and their rights to a personal hearing with the Governors.  10 days notice of hearing to individual(s) along with copies of the relevant documentation (Appendix 5).

11.
Hearing before the Pupils and Personnel Committee, or equivalent committee (see Appendix 5a) for order of events.

12.
Notification to the individual(s) of the decision of the Committee and notification of their right of appeal within 14 days (Appendix 6).

13.
10 days notice of the appeal hearing (Appendix 7).

14.
Facility for appeal against dismissal to Finance and General Purposes Committee, or equivalent committee (see Appendix 5a) for order of events.

15.
Notification to individual(s) affected of the decision of the Appeals Committee (Appendix 8).

16.
Formal notification to the LEA Education Personnel Group to terminate the contract of employment (Appendix 9, Part 1 and Part 2 and Appendix 10).

17.
LEA issues letters terminating employment and giving redeployment options.

18.
Notice period.

19.
Employment with LEA ends if redeployment is unsuccessful

APPENDIX 13: SCHOOL PRIORITIES DOCUMENT
	Reductions in Staffing:
School Priorities – (Curriculum and Organisation)
Headteacher to complete

School


……………………………………….

Date



……………………………………….

Occupational Group

……………………………………….



	Criteria
	1
	2
	3
	Add more columns as required

	a)
Current curriculum needs of the school


	
	
	
	

	b)
Future curriculum needs of the school


	
	
	
	

	c)
Current management and organisational needs


	
	
	
	

	d)
Future management and organisational needs

	
	
	
	


	School Staffing Requirements (Curriculum and Organisation)

	Criteria
	1
	2
	3
	Add more columns as required

	e)
Qualifications

	
	
	
	

	f)
Future training requirements


	
	
	
	

	g)
Expertise currently required


	
	
	
	

	h)
Future expertise required


	
	
	
	

	i)
Skills currently required


	
	
	
	

	j)
Future skills requirement


	
	
	
	


APPENDIX 14: GUIDANCE NOTES FOR THE COMPLETION OF A SKILLS AUDIT

These notes should be read in conjunction with the Reductions in Staffing policy

1.
Determining the school’s priorities

In determining the specific criteria in each area it is important that the development needs of the school are considered.

The school priority document which forms part of this guidance provides a framework to structure the specific school priorities from which decisions can be made.  This document should give a clear picture of the priorities for the school and how these priorities link to the school plans.

School priorities will differ from one school to another.  These should be clearly stated as they will enable staff in the relevant occupational group to match themselves against the needs of the school in the same way as they would to a person specification for any post for which they were applying.  It is advisable to cross reference these priorities to the specific school plan to which they refer eg. SDP and the Ofsted Action Plan etc.

The Skills Audit should enable staff to identify how they may meet the school’s priorities.

2.
Selection Criteria

Selection criteria must be fair and objective and should not discriminate against staff on the grounds of gender, race, colour, marital status, national or ethnic origin, nationality, disability, sexuality, age, religion, status or number of hours worked.

Objective criteria which are capable of being applied in an independent way should be used when determining which employees are selected for redundancy.  A model agreed format has been provided, should you amend this format you should provide a copy with the Appendix 2.

It is important to ensure that criteria can be applied flexibly for different situations.

The purpose of the Skills Audit is to ensure that the school retains the balance of skills, knowledge and experience within the school and is able to meet its current and future needs.

The School Development Plan and Post Ofsted Action Plan are valid sources of evidence for establishing the current and future needs of the school and should be used to inform the establishment of selection criteria to be used in the Skills Audit.

The list below sets out areas in which selection criteria can be established.  (These are not mutually exclusive and are not in priority order)

i)
curriculum needs of the school

Ii)
management and organisational needs of the school

iii)
qualifications - 
NB: These are only to be used to discriminate between two candidates who are equal in all respects unless it is a school priority to only employ qualified staff.

iv)
experience

v)
current and future skills requirement

3.
Process

It is very important that the process for completing skills audits is undertaken fairly and consistently to ensure that the selection of employees for redundancy is objective.

The Head Teacher/lead person should arrange to meet the relevant groups of staff and should carefully explain how the priorities have been established and the criteria which employees will be measured against.  These will have been identified on the school priorities form.  

The Head Teacher/lead person should issue individual staff with a skills audit form and ask them to complete it as fully as possible.  Staff will be given five working days to do this.  During this period, the Head Teacher/lead person should offer all staff an opportunity to meet individually to ensure there has been no misunderstanding of the requirements and to enable the member of staff to raise any concerns they might have.

When the skills audits have been returned, the Head Teacher/lead person should transfer the information from the skills audits to complete the Skills Matrix which will show all the required criteria.  The skills matrix should be completed anonymously to ensure that individuals cannot be identified at this stage.  The information must be transferred accurately and should not be shortened.

From the completed skills matrix the employee recommended for redundancy should be identified.
4.
Recognised Trade Unions

The recognised trade unions who are party to this agreement are ATL, NASUWT, NUT, NAHT, ASCL, GMB and Unison
APPENDIX 15: SKILLS AUDIT TEACHING ASSISTANT

Name:


You must ensure that wherever possible you have provided dates in relation to the questions

	
	
	HT box – Link to school priorities

	1)
Employment History 


Please give details of all relevant experience that you have at each key stage.
	
	

	2)
Detail any training that you have undertaken and how this was relevant to your role.
	
	

	3)
Detail any application/ request for training that you have made to the Headteacher and how this was relevant to your role.
	
	

	4)
Where appropriate, how have you applied your training in school?
	
	

	5)
Give details of your ICT Skills.
	
	

	6)
How have you supported teaching and learning?
	
	

	7)
How have you supported the assessment process?
	
	

	8)
How have you supported children with additional needs within the school?
	
	

	9)
a)
Provide details of the curriculum areas you have worked in.
	
	

	b)
Provide details of the relevant experience you have had in these curriculum areas.
	
	

	10)
Provide details of any whole school responsibilities you have had.
	
	

	11)
Have you had the opportunity to work with other professionals including those from external agencies?  If so, please outline that experience.
	
	

	12)
Qualifications held and dates attained

Not to be used to determine between two people unless it is a priority for the school to have only qualified.
	
	

	13)
Please give further information you wish to be considered.
	
	


This is a model agreed list of headings.  Head Teachers may delete or add in areas of focus as appropriate, however, should this document be amended, a copy should be circulated with the Appendix 2 (Other Information).
APPENDIX 16: INDIVIDUAL’S SKILLS AUDIT - TEACHER (Primary)

Name:


Qualifications:
Teaching:




Other:

1.
Which Key Stages have you experience of at this school


(please give details, including dates)
	KS
	
	HT box – Link to school priorities

	Reception

	
	

	KS1


	
	

	KS2

	
	


2.
Which Key Stages have you experience of at previous schools

(please give details, including dates)
	Reception
	
	

	KS1
	
	

	KS2
	
	


For all the following questions please give details, including the dates

(continue on separate sheet if necessary)

3.
Responsibilities including curriculum/management 

	
	
	HT box 

Link to school priorities

	At this school
	
	

	At other schools
	
	


4.
Initiatives that you have led

	At this school
	
	

	At other schools
	
	


5.
Initiatives that you have supported

	At this school
	
	

	At other schools
	
	


This is a model agreed list of headings.  Head Teachers may delete or add in areas of focus as appropriate, however, should this document be amended, a copy should be circulated with the Appendix 2 (Other Information).
APPENDIX 17: INDIVIDUAL’S SKILLS AUDIT – TEACHER (Secondary)
Name:


Qualifications:
Teaching:




Other:

1.
Which Key Stages have you experience of at this school


(please give details, including dates)
	KS
	
	HT box – Link to school priorities

	KS3/4


	
	

	KS5

	
	


2.
Which Key Stages have you experience of at previous schools

(please give details, including dates)
	KS3/4
	
	

	KS5
	
	


For all the following questions please give details, including the dates

(continue on separate sheet if necessary)
3.
Responsibilities including curriculum/management 

	
	
	HT box 

Link to school priorities

	At this school
	
	

	At other schools
	
	


4.
Initiatives that you have led

	At this school
	
	

	At other schools
	
	


5.
Initiatives that you have supported

	At this school
	
	

	At other schools
	
	


This is a model agreed list of headings.  Head Teachers may delete or add in areas of focus as appropriate, however, should this document be amended, a copy should be circulated with the Appendix 2 (Other Information).
APPENDIX 18: SKILLS MATRIX - TEACHING ASSISTANTS

	Skills Matrix        School…….……………………………………..     Date…………………..     Post…………………………………….

	
	Person 1

	Person 2
	Person 3
	Person 4
	HT Box - link to school priorities and criteria

	1)
Employment history


	
	
	
	
	

	2)
Training


	
	
	
	
	

	3)
Applications for training


	
	
	
	
	

	4)
How has training been applied?


	
	
	
	
	

	5)
ICT skills


	
	
	
	
	

	6)
Support for teaching and learning


	
	
	
	
	

	7)
Support for the assessment process


	
	
	
	
	

	8)
Support for children with additional needs


	
	
	
	
	

	9)
Curriculum experience


	
	
	
	
	

	10)
Whole school responsibilities


	
	
	
	
	

	11)
Working with other professionals


	
	
	
	
	

	12)
Qualifications- see guidance note

	
	
	
	
	

	13)
Further information


	
	
	
	
	


APPENDIX 19: SKILLS MATRIX - TEACHERS

	Skills Matrix        School…….……………………………………..     Date…………………..     Post…………………………………….

	
	Person 1

	Person 2
	Person 3
	Person 4
	HT Box - link to school priorities and criteria

	Qualifications


	
	
	
	
	

	1)
Key Stage experience at this school


	
	
	
	
	

	2)
Key Stage experience at previous schools


	
	
	
	
	

	3)
Responsibilities including curriculum management


	
	
	
	
	

	4)
Initiatives that you have led


	
	
	
	
	

	5)
Initiatives that you have supported
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