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MANAGING ORGANISATIONAL CHANGE FOR SCHOOL BASED STAFF 
PROCEDURE 

 
1.0 INTRODUCTION 
 
1.1 Change has now become an integral and continuous aspect of life within 

organisations.  It can occur for a number of reasons, including political, 
legal or economic ones; the introduction of new technology or service 
changes and sociological reasons, for example demographic changes.  
Such changes can result in reorganisation, a consequence of which may 
be restructuring, relocations and alterations to staffing levels, new policies 
and procedures and changes to working practices. 

 
1.2 Change can cause stress and anxiety amongst staff.  It is important that 

from the earliest point in the change process the reason for the change is 
understood and staff commitment is gained in order to ensure that the 
process is as smooth as possible for all concerned.  The way for this to 
occur and to relieve the stress and anxiety to staff is through the continual 
process of consultation and communication. 

 
1.3 A responsibility of governing bodies with delegated budgets is to determine 

the staff complement and take responsibility for appointment procedures.  
Situations may arise where the number of permanent staff in post cannot 
be reconciled with the number set for the complement. The need to reduce 
staffing levels can occur due to a number of situations including a 
decrease in the school roll, school closure or reorganisation, requirement 
to meet budget targets. Governing bodies should explore all alternative 
strategies to enable the continued employment of staff within Havering and 
avoid compulsory redundancy. 

 
1.4 The purpose of this policy is to facilitate change and to attempt to lessen 

its impact on staff. 
 
2.0 PRINCIPLES 

 
2.1 The London Borough of Havering is committed to the development and 

implementation of a proactive equal opportunities policy, which recognises 
and values the diversity of employees.  A fundamental principle of the 
organisational change policy is to ensure that diversity is recognised and 
employees are treated equally and fairly during the process of managing 
organisational change. 

 
2.2 In some changed circumstances redeployment, retraining of staff and the 

offer of suitable alternative employment may become necessary.  
However, the possibility of redundancy, although to be avoided if at all 
feasible, cannot be ignored altogether.   
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2.3 Havering is committed to ensuring that full meaningful consultation takes 
place with staff and the unions throughout any restructuring and 
reorganisation process.  This commitment to consult underpins the whole 
of the Organisational Change Procedure and is important in bringing about 
successful change. 

 
2.4 Staff and their trade union representative(s) will have the opportunity to 

make representations to the governing body. 
 
2.5 Although change management itself is not specifically governed by 

legislation, there are legal considerations.  From the statutory regulations 
on Pensions through to the requirement to consult on redundancy, a range 
of legal obligations must be met. This policy outlines the legislative 
framework associated with various aspects of change management, 
details the process of managing staffing changes and outlines the way in 
which a redundancy situation should be handled. Staff may have the right 
to representation at an Employment Tribunal and if an unfair dismissal is 
found, compensation costs to the individual may have to be funded from 
the school budget. 

 

2.6 The Governing body of a school with a delegated budget has the power to 
require the LA to remove an employee from work at the school (subject to 
the observance of conditions concerning periods of notice). The Local 
Authority (LA) will support the development and implementation of 
arrangements to encourage all schools to employ staff from other schools 
who are in a redeployment situation.  However the responsibilities of 
Governing Bodies concerning the appointment and dismissal of staff 
specified with the Education Act 1998 may limit the capacity of the LA to 
find alternative employment for those employees nominated for removal 
from a school’s complement.  

 
2.7 Governing bodies must ensure the LA is notified at the earliest opportunity, 

so that all possible efforts within the Council’s powers can be used to avoid 
the potential for a compulsory redundancy situation.  

 
2.8 This policy will not be used to remove staff from the staffing complement in 

relation to disciplinary, sickness absence or capability issues, for which 
other procedures are in place. 
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SECTION ONE 
 

PROCEDURE FOR MANAGING AN ORGANISATIONAL CHANGE 

 
This section sets out the procedure that should be followed with regard to 
managing a range of occupational change issues such as changes in 
structure, duties and responsibilities and in some situations, location. If the 
change involves the possibility of redeployment and/or redundancy the 
procedures in sections 2 and 3 must be followed.  It is essential that a 
member of Schools’ HR is involved at the earliest stage of all change 
issues. 

 
1.1.0  IDENTIFY THE NEED FOR THE CHANGE 

 
       1.1.1 In the first instance you will need to have identified the need to make a 

change within your current staffing structure. The need to make a change 
may arise for a number of reasons, e.g. 

 
 New initiatives at either local or national level; 
 Change in the number and/or type of pupils; 
 Recruitment and retention difficulties; 
 Member(s) of staff leaving; 
 Improved/best practice ways of working; 
 Financial and/or legal issues. 

 
To help you identify the need for a change and the extent of it, the 
following approaches can be useful: 

 
 Undertake an analysis to identify any deficiencies using analytical tools 

such as SWOT (strengths, weaknesses, opportunities and threats) 
analysis; 

 Involve the staff in an initial review; 
 Commission external staff/consultants to undertake/or support your 

initial review; 
 Employ parent/staff surveys to help identify any areas that require 

changing. 
 
Please see Appendix 1 – Flow Chart For Managing Change. 

 
1.2.0   DEVELOP OUTLINE PROPOSALS 
 
1.2.1 A written proposal should be prepared which outlines the proposed 

change, the reasons for it and its likely effects, so that this can be 
discussed with the governing body. This should at least include a general 
outline of : 

 
 The type of change; 
 Reasons for it; 
 Number of staff who may be affected and implications; 
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 Timescales; 
 Staff and financial implications; 
 Any alternative considerations. 

 
1.3.0   AGREEMENT FOR OUTLINE PROPOSALS 
 
1.3.1 These proposals must be discussed and agreed with the governing body 

before any further action on the proposed change is progressed. 
 
1.4.0   DEVELOP DETAILED PROPOSALS (CONSULTATION DOCUMENT) 

 
1.4.1 After governing body support has been given, a detailed paper on the 

proposed changes must be produced which can be consulted on. All staff, 
their trade union representatives, the governing body and any other 
interested parties must be formally consulted (see paragraph 1.6 ) This 
detailed proposal (consultation) document should include the following: 

 
 The issues which make change necessary; 
 Details of the proposed changes; 
 Justification for the changes; 
 Numbers of affected posts, including existing and proposed 

organisational charts with current and revised grades if applicable; 
 Assimilation criteria (see paragraph 1.13); 
 Existing and new job and person profiles (if appropriate) (see 

paragraph 1.12); 
 Costing, funding arrangements and financial implications; 
 Relevant information on the school, current and projected pupil 

numbers etc 
 Any changes to working conditions, e.g. changes in class sizes and 

non contact time 
 Implementation timetable (see paragraph 1.5 below); 
 Dates of group meetings with staff  and trade unions as well as periods 

that have been set aside for individual meetings to take place; 
 Name and address of person to whom written comments should be 

made; 
 Date by which comments should be received. 

 
 1.5.0  IMPLEMENTATION TIMETABLE 

 
 1.5.1 It is important to include an implementation timetable in the consultation 

document in order that the changes can be managed within a realistic 
time-scale.  

 
 1.5.2 A realistic assessment should be made of the time it will take to: 
 

 Circulate the detailed proposal to staff, trade union representatives, 
governing body and all other interested parties.  

 Meet with staff collectively and individually;   

 Produce any other necessary documents; 

 Receive back written comments on the proposals; 
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 Amend the document as a result of the comments received and/or detail 
why some comments have not been taken on board; 

 Produce final report and circulate to all affected staff and their trade 
union representatives. 

 
1.5.3 It is important to balance the need to implement the proposals speedily 

with the time necessary for consultation with all the interested parties.  The 
timetable should take account of both these factors as well as the 
deadlines built into the formal decision-making process. 

 
1.5.4 Sufficient time for consultation is especially important where change is 

likely to be far reaching, since the degree to which staff feel they have 
been properly consulted is critical to the successful implementation of 
change. 

 
1.6.0   CONSULTATION 

 
1.6.1 As identified in paragraphs 1.4 and 1.5 consultation on the proposed 

changes must take place with staff, their local representatives, branch 
secretaries and if appropriate, full time officials of the trade unions.   
Members of the governing body should also be involved in the formal 
consultation process and it may be appropriate to include parents (in some 
circumstances) as well as other staff of the LA. 

 
1.6.2 It is vital to the successful implementation of any reorganisation that 

meaningful consultation takes place.  In many cases staff will have 
valuable contributions to make and must be given the chance to express 
their feelings at the earliest opportunity.  To do this effectively they will 
need to be given all the information available and encouraged to discuss 
their ideas either in a group or on a one-to-one basis.   

 
1.6.3 The proposals should be discussed with the affected staff as soon as 

possible.  A copy of the proposal should be sent to the staff and their 
representatives at least 5 working days before the date of the meeting to 
discuss the proposals. Staff should not be expected to state whether or not 
they agree to the proposal at this meeting and they should be allowed 
sufficient time to respond in full.  A period of 20 working days may be 
appropriate depending on the scale of the proposed change. Staff who are 
absent due to sickness or are on maternity leave or do not work regular 
hours must also be included. Written notification of any consultation 
meetings must be sent to local trade union officers who may represent the 
affected staff. 

 
1.6.4 At the staff consultation meeting ensure that you: 
 

 Explain the reasons for the change; 
 Describe the benefits of the change to staff, the department and the 

school; 
 Impact on other jobs; 
 Ask for opinions and suggestions; 
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 Listen to any problems or concerns raised; 
 Answer questions as honestly as possible; 
 Agree to consider alternative proposals. 

 
1.6.5 All staff who could potentially be affected by the change should be seen on 

an individual basis.  If requested by the employee, the meeting should 
include their trade union representative or a work colleague.  Ensure that 
adequate notice is given to allow time for staff to seek representation. A 
member of the Schools’ HR team will also normally be present to advise 
on employment rights.  Each individual meeting should follow the steps set 
out for the staff consultation meeting. 

 
1.6.6 When considering any proposals or problems, ensure that your response 

and the reasons for it are communicated to the staff either collectively or 
individually as soon as possible.  You should also do this at the end of the 
consultation period and once the changes have been agreed.  

 
1.6.7 Trade Union Facilities & Time Off 

Trade Union representatives must be given the opportunity to meet and 
discuss the proposals with their members.  Appropriate facilities and time 
off to attend such meetings should be given subject to the needs of the 
service. 
 

1.6.8 If there is or is likely to be a redundancy situation please also refer to 
Section 2. 

 
1.6.9 Prior to the final report being produced, feedback on the consultation 

process should be given to staff and their trade union representatives. This 
can include any changes to the proposal as a result of consultation and/or 
an explanation of why any proposals made by staff cannot be 
accommodated.  While this feedback can be given via a staff meeting, it  
should also be provided in writing. 

 
1.7.0    PRODUCE FINAL REPORT 

 
1.7.1 Once the consultation process has been completed and all comments and 

concerns have been considered, a final report on the proposals must be 
produced.  

 
1.7.2  This report should include: 
 

 The proposed change and justifications for it; 
 Implications for staff; 
 Costing and funding arrangements; 
 Details of the consultation process including a copy/copies of the views 

expressed and considered; 
 Existing and revised structure charts and job profiles (if appropriate); 
 Implementation arrangements and effective dates. 
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1.7.3 Comments should also still be sought at this stage from Schools’ HR and 
Finance, with regard to any staffing and financial implications.   

 
1.8.0  SEEK FORMAL APPROVAL 
 
1.8.1 Once the final report is produced, formal approval for the change must be 

sought from the governing body. 
 
1.9.0  WRITTEN NOTIFICATION TO STAFF AND TRADE UNIONS 
 
1.9.1 Once approved all staff and trade union representatives should be 

informed of the agreed change in writing. All affected staff must be written 
to individually and this must confirm the details of how the change affects 
them.  The effective date of change should also be confirmed as well as 
the details for implementation (see paragraph 1.10. on Notice Periods). 
Any employment rights of affected staff should also be stated. Also refer to 
paragraphs 1.13 to 1.16. 

 
1.9.2 Payroll should be informed of any pay-related changes affecting the staff 

when they become effective. 
 
1.10.0 NOTICE PERIODS 

 
1.10.1 Reasonable notice of the change must be given.  This will normally be 

between one and three months from the start date of the formal 
consultation depending on the circumstances and nature of the change.  In 
some situations to help facilitate the change it might be appropriate to 
agree, with staff, the introduction of a pilot scheme in the first instance. 
This is to ensure that staff have an opportunity at the end of the scheme to 
highlight any problems and successes they have encountered with the 
change.  You can then consider these before fully implementing the 
change. 

  
1.10.2 Notice periods should have been discussed as part of the consultation 

process.  Please also refer to section 2.6.0 – Periods of Notice and 
Termination of Contract on the Grounds of Redundancy. 

 
1.11.0 SUPPORTING DOCUMENTATION 

 
1.11.1 Revision of Job and Person Profiles 

As a result of restructuring/reorganisation, you will need to consider 
whether or not job profiles need to be revised. A member of the Schools’ 
HR team will be able to advise you on this.  If this is the case, job and 
person profiles should be attached as appendices to the detailed proposal 
and final report documents.   
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1.11.2 Job Evaluation 
 

You should submit job profiles to Schools’ HR for an indicative evaluation 
as soon as they are drafted.  Formal evaluation should take place once the 
initial consultative process has been concluded. 

 
 
1.12.0 ASSIMILATION & COMPETITIVE SELECTION 

 
1.12.1 Assimilation  
 

You will need to determine whether any employees have assimilation 
rights to posts in the new structure.  Assimilation rights occur where the 
new post is similar or broadly similar to an individual’s post.  Broadly 
similar is defined as meeting 65% of the key responsibilities of the new 
post(s). 

 
   1.12.2  Process 

 
1.12.2.1 The assimilation process will be as detailed below unless, in 

exceptional circumstances, management and trade unions 
agree to vary the process. 

 
1.12.2.2 Once the new structure has been notified in writing to the staff 

affected, they will be given a period of 5 working days to 
register their claim to assimilation rights. 

 
1.12.2.3 A formal assimilation assessment will be carried out for those 

who claim assimilation rights. 
 
1.12.2.4 With input from Schools’ HR, you will need to undertake the 

assimilation assessment. 
 
1.12.2.5 The existing job descriptions and/or permanent current duties 

and responsibilities of all staff claiming assimilation rights are 
checked for matches against new posts. 

 
1.12.2.6 A list of posts will be compiled indicating which staff have 

assimilation rights. Both staff and trade unions will be 
consulted on this 

 
1.12.2.7 You will need to meet with the individual and explain the 

outcome of the assimilation exercise which will include sharing 
the assessment.  A trade union representative may accompany 
the individual. 
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1.12.2.8 Where there are competitive assimilation claims, with the 
support of Schools’ HR, you will need to determine selection 
criteria. Staff and the trade unions will be consulted on the 
criteria.  Selection takes place and individuals are informed of 
the result. The decision is final. 

 
1.12.2.9 An appeal to the governing body appeals committee will be 

allowed where there has been procedural irregularity. The 
committee’s decision will be final. 

 
1.12.2.10 The staff member will be sent a letter confirming their position 

and the date their new post takes effect (also see paragraph 
1.9). 

 
1.12.2.11 Those staff who remain unplaced are informed of the next 

stages. 
 
1.12.2.12 The principles that will be adopted for the assimilation 

assessment are that the new and old job and person profiles, 
and/or permanent current duties and responsibilities will be 
compared by duty and criteria. Where there is a 65% match in 
respect of importance, responsibility and weighting, the 
assimilation will take place. 

 
1.12.3 Direct Assimilation 

 

1.12.3.1 This occurs where a staff member can demonstrate that in 
their existing profile they are undertaking at least 65% of the 
key responsibilities of the new post.  In assessing assimilation 
rights headteachers need to undertake a formal assessment of 
the existing and new job profiles to determine whether the 65% 
criteria is met. 

 
1.12.3.2 In carrying out the assessment you should also take account of 

the time involved to undertake key duties.  Once the 65% 
criterion is demonstrated an individual can be directly 
assimilated into the post.  It is your decision on whether or not 
an employee meets the 65% assimilation criterion. Such a 
decision can only be taken after you have undertaken a 
demonstrable assessment of both existing and new job 
profiles, and or permanent current duties and responsibilities of 
all staff. 

 
1.13.0  Competitive Interview 

 
1.13.1 This occurs if, for a particular job profile: 

 
 There is more than one employee in the group whose post is affected 

by the reorganisation and who would be considered a suitable 
candidate for a post in the new structure; 



Guidance Document  
February 2004 (Updated April 2008 ) 

14 

 
 A direct transfer of an individual would involve a promotion.  If one 

individual meets the 65% assimilation but the post is of a higher grade 
they will be invited to an interview to assess their ability to undertake 
the role.  This will be carried out before it is advertised either internally 
or externally. 

 
1.13.2. Any competitive criteria will be made available prior to competition and will 

be based on objective criteria.  Initially, competition for any posts shall be 
confined to employees who are “at risk” of redundancy. 

 
1.14.0  CONSIDERATIONS FOR CHANGES IN LOCATION 

 
1.14.1  When consulting with staff ensure that you collect information, which 

relates to their personal circumstances and how a change in location may 
impact on them, for example, 

 

 Domestic commitments (children/other dependants/specific 
circumstances); 

 Transport issues. 
 

1.14.2 The interview sheet attached as Appendix 2 can be used. 
 

1.14.3    Once agreed inform staff who are being relocated, in writing, of the 
following: 

 

 Any transport arrangements/facilities; 

 Excess travel entitlements  and period of entitlement (refer to Section 3, 
paragraph 3.9); 

 Notification that this letter is a formal amendment to their contract of 
employment (change of base). 

 

1.14.4   The above circumstances should be taken into consideration when placing 
individuals on a new site.  If solutions cannot be found to these matters 
redeployment should be considered and advice sought from Schools’ HR. 
Also see Section 3. 

 
 

1.15.0   CHANGES IN RESPONSIBILITIES AND DUTIES 
 

1.15.1   If there are changes to the duties and responsibilities of a staff member’s 
role and a change of grade is definite or a possibility, any rights to protection 
of pay as well as the period of protection should be discussed in detail and 
confirmed in writing. See Section 4 for details on pay protection.  The letter 
of confirmation should include: 

 Effective date; 

 Length of pay protection ; 

 Revised job and person profile 

 Notification that this letter is a formal amendment to their contract of 
employment. 
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     SECTION TWO 
 

MANAGING REDUNDANCIES 

 
This section sets out the procedure that should be followed with regard to 
changes in structure and reorganisation where redundancies may occur or 
are unavoidable.  Governing bodies have the power to set staffing levels 
and consequently are able to establish when they have” surplus” staff who 
may be vulnerable to redundancy.  Although Governing bodies have the 
power to recruit and dismiss staff, the LA remains the employer of all staff 
within community schools. It is essential that the LA is consulted and a 
member of Schools’ HR is involved in all cases where there is a possibility 
of redundancy. This section must be read in conjunction with the 
procedures set out in Sections 1 and 3. 

 
2.1.0 REDUNDANCY 

 

2.1.1 Alternative Options To Redundancy 
 

2.1.1.1 Redundancy should only be a last resort.  Alternative options to minimise 
the impact of redundancies should always be sought in the first instance. 
 

2.1.1.2 In line with good management practice, steps taken to ensure continued 
employment could include those detailed below.  This is not an exclusive 
list and you may want to ask staff for their alternative suggestions. 

 

 Holding open suitable posts by the use of supply staff and fixed term 
contracts; 

 Reviewing the use of temporary and agency employees; 

 Reducing non contractual overtime; 

 Retraining of staff for other posts; 

 Seeking suitable alternative work within the school.  ‘Suitable’ is 
defined as suitable in relation to the job and the capabilities of the 
individual); 

 Retirement of staff who are over the normal retirement age; 

 Seeking volunteers for early retirement/voluntary redundancy; 

 Seeking voluntary solutions such as job share, reduced hours, term 
time working, buy outs etc; 

 Redeployment of staff (see Section 3); 

 Natural wastage and freezing vacant posts; 

 Phasing the reduction of staff and arranging for limited temporary over-
staffing in the light of known wastage. 
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2.1.2 Definition of Redundancy 
 
2.1.2.1Redundancy occurs where: 
 

 The employer has ceased or intends to cease, to carry on the business 
for the purposes of which the employee was employed by him/her; or 
has ceased, or intends to cease, to carry on that business in the place 
where the employee was so employed; 

  
 Or 

 

 The requirements of that business for employees to carry out work of a 
particular kind, or to carry out work of a particular kind in the place 
where he/she was so employed have ceased or diminished or are 
expected to cease or diminish. 

 
2.1.2.2 Changes Which May Result in Redundancy 
  
 The following situations may result in unavoidable redundancies: 
 

 Restructuring of the staffing establishment which involves a reduction in 
posts and/or the creation of new posts which are not deemed to be 
suitable alternative employment; 

 School closures; 

 Amalgamation of two or more schools. 
 
 
2.2.0 CONSULTATION  
 

2.2.1 The governing body, having declared a redundancy situation, must 
consider representations and respond to them. This consultation must be 
undertaken with a view to reaching agreement.  In addition to the 
importance placed on the consultation process by the LA, there is also a 
legal obligation for the school to consult formally (in writing) with the trade 
unions and the employees. 

 
2.2.2 Legislative Requirements 

An employer is required to inform and consult appropriate representatives 
of employees who may be affected by proposed collective redundancy 
(see 3.1 below) dismissals, or by measures taken in connection with them.  
The employer is also required to notify the Department for Trade and 
Industry of the proposed dismissals 
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2.2.3 Who is Covered by the Provisions? 
 
The provisions apply to all employers and employees, except: 

 

 Anyone who is not an employee, for example an independent 
contractor or freelance agent; 

 Employees employed for a fixed term of 3 months or less, or engaged 
for a specific task which is not expected to last more than 3 months, 
unless in either case the job lasts for more than 3 months. 

 
2.2.4 The provisions apply regardless of how long employees have worked for 

their employer or for how many hours a week they are employed. 
 
 
2.3.0 EMPLOYERS’ INFORMATION & CONSULTATION OBLIGATIONS 
 
2.3.1 What is a Collective Redundancy Situation? 

A collective redundancy situation arises where the employer proposes to 
dismiss as redundant 20 or more employees at one establishment within a 
90-day period. 

 
2.3.2   Good Practice 

Employers are still expected to inform and consult employee 
representatives in cases falling below the 20 redundancies threshold.  
They may, however, be at risk of successful unfair dismissal claims if they 
fail to inform and consult individual employees who are to be dismissed 

 
2.3.3 Is There any Minimum Period for Consultation? 

The employer must begin the process of consultation in good time and in 
any event at least: 
 

 If fewer than 20 employees are to be dismissed, there is not a legal 
requirement to consult with trade unions, although it is expected that 
consultation with the employees will take place. However the LA would 
normally expect that 30 days or one calendar month be allowed for 
consultation with staff and their trade union representatives; 

 30 days before the first of the dismissals takes effect in a case where 
between 20 and 99 redundancy dismissals are proposed at one 
establishment within a 90 day period; 

 90 days before the first of the dismissals takes effect in a case of 100 
or more redundancy dismissals are proposed at one establishment 
within a 90 day period. 

 
2.3.4 It is unlikely that individual schools will make more than 20 staff redundant 

(except in cases of closure).  However in Community and Voluntary 
Controlled Schools, where the employer is the LA, it is the total number of 
staff across the Authority who are to be made redundant which will 
determine the length of the consultation period and not the number from 
individual schools.  In these circumstances it is expected that a 
consultation period of 90 days be used. 
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2.3.5 What Information Must be Disclosed? 

Staff and their representatives will need enough information about the 
employer’s proposals to be able to take a useful and constructive part in 
the process of consultation.  An employer must therefore disclose certain 
information in writing.  This must be: 
 Handed to staff and each of the appropriate representatives; or 
 Sent by post to an address notified to the employer; or 

       in the case of a trade union, to the address of the local office or  
       main office if requested. 

 
 The employer must disclose: 
 

 The issues which make change necessary; 
 The numbers and descriptions of posts it is proposed to declare 

redundant; 
 The total number of employees of each description at the 

establishment; 
 How employees will be selected for redundancy (N.B. where individual 

posts are declared redundant, no selection is necessary and the 
postholder is the redundant person); 

 The method proposed for carrying out the dismissals, taking account of 
any agreed procedure, including the period over which they are to take 
place; 

 How redundancy payments are to be calculated (see paragraph 2.7 
below). 

 
2.3.6 Please refer to Section One paragraphs 1.4 and 1.5 for the additional 

information to be provided in the consultation document and guidance on 
putting together an implementation timetable. In the event of possible 
redundancies you must also provide the trade unions with the following 
information: 

 Budget statements for the current and following year; 

 If possible, current patterns of overspend and underspend; 

 Results of your curriculum audit; 

 Pupil numbers, current and projected; 

 School Development Plan; 

 Any other information on implications for timetabling, class sizes and 
conditions of service. 

 
See Appendix 3 – Flow Chart For Managing Change Involving 
Redeployment/Redundancy. 

 
2.3.7 Scope of Consultation 

The consultation is to include ways of avoiding the redundancy situation or 
dismissals, or of reducing the number of dismissals involved and mitigating 
the effects of the dismissals.  The legislation does not require agreement 
to be reached, but the employer must consult in good faith with a view to 
reaching agreement. 
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2.3.8 Consultation Meetings With Staff 

Where there is a possibility of redundancies there should be at least two 
staff consultation meetings prior to decisions on redundancy being made at 
which representatives of the governing body, trade union representatives 
and appropriate LA staff should be in attendance. 
 

     2.3.9 Initial Staff Meeting 
In accordance with Section 1 paragraph 1.6.3 appropriate notice should be 
given of this meeting and a detailed proposal/consultation document 
provided 5 working days before the meeting. 
 
At this meeting it will be necessary for a representative of the governing 
body, with your support, to: 
 

 Explain the schools’ budgetary position and the likely impact on 
staffing; 

 Identify the effective date of any reduction in staffing; 

 Outline the conclusions of an audit on how the school plans to meet 
curriculum targets in light of the need to reduce staffing levels, this will 
include an outline of the new staffing structure, implications on class 
sizes and workload etc; 

 Invite expressions of interest, by a set date (normally 20 working days), 
of voluntary redundancy or voluntary redeployment. Including any 
interest in job sharing, part-time working, although the suitability of this 
will depend on the particular circumstances and needs of the school; 

 Explain the possibility of a need for compulsory 
redundancy/redeployment; 

 Outline what retraining opportunities there may be. 
 

A copy of the Managing Organisational Change Procedure for School 
Based staff should be circulated at this meeting. 
 

   2.3.10 Second Staff Meeting 
 At this meeting a representative of the governing body will: 

 

 In the event of a voluntary resolution being found and agreed to, 
explain this to all staff and the fact that there is no longer a need to 
pursue the redundancy/redeployment procedure; 
 

 In the event that a voluntary resolution is not found and/or agreed to, 
explain that it will be necessary to identify staff for compulsory 
redeployment/redundancy.  The Schools’ HR representative will help 
explain to all staff the procedure to be followed from this point. 

 
Sufficient time should be allowed between the initial and the second staff 
meetings for staff to express an interest for voluntary 
redundancy/redeployment, i.e. 20 working days. 
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   2.3.11 Individual Staff Meetings 

It is important that staff are seen individually as well as collectively during 
this period.  Redundancy is a stressful time and will pose a number of 
problems and concerns for them.  Each member of staff who is either 
affected or potentially affected by the proposed changes should have the 
opportunity to meet with you, a member of Schools’ HR and, if requested, 
their trade union representative(s) or work colleague.  
 
The purpose of this interview will be to: 
 

 Reiterate the need for change; 

 Seek out and address any queries or concerns over the proposals; 

 Determine their personal circumstances with regard to ability to travel, 
hours available to work, etc; 

 Determine their future wishes regarding continued employment, 
redeployment or otherwise; 

 Determine their range of skills, qualifications and experience. 
 

Appendix 2 can be used during these meetings to gather the information 
outlined above. 

 
2.4.0 SELECTION FOR REDUNDANCY  
 

2.4.1 Agreeing Redundancy Criteria 
 After careful consideration and consultation on all the other measures 

available it may still be that redundancies are unavoidable.  It is important 
to have established relevant and objective criteria to be used if selection 
for redundancy becomes necessary.  These should be discussed and 
agreed with a sub committee of the governing body before a redundancy 
situation arises.  Trade unions and the staff affected must be consulted on 
the redundancy selection criteria and appropriate time must be allowed for 
this. 

 
2.4.1.1Where it is necessary to select individuals for compulsory redundancy the 

prime consideration shall be the needs of the school and its pupils.  
Regard will always need to be given to retaining specific knowledge, 
qualifications, experience and skills.   

 
2.4.1.2Criteria is likely to be school specific, but it is important to ensure that 

these do not discriminate against particular individuals or groups or staff.  
Advice should therefore be sought on the criteria to be used from Schools’ 
HR. 

 
2.4.2  Headteacher’s Initial Recommendations For Redundancy 

Using the agreed criteria, you will identify and initially recommend 
appropriate staff to be considered for redundancy.  
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You will need to confidentially inform those staff who have been identified 
for possible redundancy, explain the full decision making procedure and 
their rights to representation within this process.  This must be confirmed in 
writing. See Appendix 4. 

 
2.4.3 Staff Dismissal Committee Recommendations 

The Staff Dismissal Committee of the governing body will meet to consider 
the school’s staffing proposal and the Headteacher’s initial 
recommendations.  The employee(s) who has/have been initially 
recommended for redundancy has/have the right to make representations 
at this meeting.  At least 5 working days notice should be given to the 
employee of the date of this meeting.  
The committee, using the agreed criteria will make a decision to confirm 
which employee/s are to be recommended for redundancy. The employees 
identified will receive written confirmation of the recommendation of the 
committee within 3 days. 

 
2.4.3.1This letter should include: 

 

 The decision to recommend their redundancy and their ’at risk’ status; 

 Details of when the redundancy may take effect, including their 
possible last working day; 

 Details of notice period entitlements; 

 Details of appeal rights. 
 
Example letters are attached as Appendices 6 - 9.  The procedure for the 
Staff Dismissal Committee to follow is set out in Appendix 5.  
 

2.4.3.2You will also need to meet individually with those staff who have been 
recommended for selection for redundancy by the Staff Dismissal 
Committee and will advise them of this fact. This should occur within 1 
working day of the decision of the sub committee. 

 
2.5.0 APPEALS AGAINST REDUNDANCY 
 

2.5.1 Staff have the right to appeal against the recommendation of the Staff 
Dismissal Committee.  Such appeals must clearly outline the grounds for 
appeal and be made in writing within 10 working days of receipt of the 
letter confirming the recommendation of the Staff Dismissal Committee.   
An appeal should be to the Chair of Governors, with a copy to both you 
and the Schools’ HR team. 
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2.5.2 An appeal will only be considered on the grounds of: 
 

 failure to follow the relevant procedures; or; 

 lack of consultation or; 

 unfair selection. 
 
2.5.3 The Appeal Sub Committee will hear the appeal and this should be heard 

within 20 working days of the notice of appeal being received in writing 
although this timescale can be extended in exceptional circumstances.  
The Appeal Hearing will be conducted using the procedure outlined in 
Appendix 10. 

 
2.5.4 The decision of the Appeal Sub Committee should be confirmed in writing 

within 5 working days to the employee/s concerned.  Appendices 11 –14 
provide example letters that can be used for situations where the 
recommendation of the staff dismissal committee has been upheld. 

 
2.5.5 Formal Notice of Redundancy 

If an appeal is not upheld or requested the governing body will issue formal 
notice to the employee(s) concerned.  
If the employee does not request an appeal, the Staff Dismissal Committee 
will confirm that their recommendation for redundancy has become a final 
decision. In the case of Community or Voluntary Controlled Schools, the 
governing body will instruct the LA of their requirement to remove the 
employee(s) from the school’s staffing complement and to issue formal 
notice, in accordance with the appropriate conditions of service and/or 
statutory requirements.  This should be undertaken within 5 working days 
of the decision not to uphold the appeal.  See Appendices 11 – 14. 

 
2.5.6 The LA (for Community or Voluntary Controlled Schools only) will issue 

notice within 14 days of receiving written notification of the governing 
body’s requirement to remove the staff member(s) from the school’s 
staffing complement.  During this and the notice period, alternative 
resolutions will continue to be sought in order to avoid compulsory 
redundancy. Counselling and any other suitable support services should 
also be offered for staff both under threat and notice of redundancy (also 
see paragraph 2.9). 

 
2.6.0 PERIODS OF NOTICE AND TERMINATION OF CONTRACT ON THE 

GROUNDS OF REDUNDANCY 
 
2.6.1 All permanently employed teachers will receive a minimum of two months’ 

notice of redundancy and in the summer term three months’, terminating 
on 3 fixed points in a year, i.e. 30 April, 31 August, 31 December; 

 
2.6.2 Notwithstanding this, all headteachers shall be under a minimum of three 

months’ notice of redundancy and in the summer term four months, 
terminating on 3 fixed points in a year, i.e. 30 April, 31 August, 31 
December; 
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2.6.3 In some situations teachers who are on fixed term contracts may also be 
eligible for notice of redundancy and a redundancy payment. Also see 
section 2.7.0 and seek advice from the Schools’ HR team. 

 
2.6.4 All support staff continuously employed for more than 2 years will be 

entitled to 12 weeks’ redundancy notice. Also see section 2.7.0 and seek 
advice from Schools’ HR. 

 

2.6.5 Notwithstanding this, where a teacher or a support member of staff has 
been continuously employed for more than 8 years he/she shall be entitled 
to receive notice of redundancy, as specified in the Employment Rights Act 
1996. This equates to one weeks notice for every year of service up to a 
maximum of 12 weeks. 

 
2.7.0 REDUNDANCY PAYMENTS 
 

2.7.1 An entitlement to a redundancy payment depends upon the employee 
having two years’ continuous service with organisations included in The 
Redundancy Payments (Continuity of Employment in Local Government, 
etc) (Modification) Order 1999 (amended 2001 and 2002).   

 Where an employee has previously received a redundancy payment, 
continuity of service for the basis of the new payment will discount the 
previous relevant service. 

 
2.7.2 Teaching Staff 
 
Should a redundancy situation occur in respect of teaching staff, redundancy 
payments will be calculated on actual (occupational) final salary payments and be 
based on the age and years of service provisions set out within the Employment 
Rights Act 1996, except where; 

 

 the teacher is between the ages of 50 - 59, a member of the teachers’ pension 
scheme and premature retirement has been granted and the teacher’s 
pension enhanced to avoid an actuarial reduction (no additional 
enhancements to a teacher’s pension will be made) or 

 there is clear evidence that a teacher has not actively sought and/or accepted 
suitable alternative employment within the school and/or borough 

 
In these circumstances redundancy payments calculated on statutory pay will 
apply. 
 
The Employment Rights Act 1996 prescribes the following entitlement to a 
redundancy payment: 
 
 For each year of reckonable service from aged 41 to 65   
 1.5 weeks’ pay 
  
 For each year of reckonable service from aged 22 to 40   
 1 weeks’ pay  
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 For each year of reckonable service from aged 18 to 21   
 0.5 weeks’ pay 
  
 Reckonable service is limited to a maximum of 20 years 
 
 
2.7.3 Support Staff 

 
In the event of any support staff being made redundant the Council’s 
redundancy compensation scheme will apply. 

 
 
2.8.0 MEETING REDUNDANCY COSTS 
 
2.8.1 Section 57 of the School Standards and Framework Act states that LA’s 

(the Council) shall pay for all dismissals for maintained schools unless 
there is good reason for charging the whole or part of the costs to school 
budgets. 

 
 
2.9.0 ASSISTANCE AND SUPPORT AVAILABLE TO STAFF 
 
2.9.1 Any organisational change issue, and particularly the risk of redundancy, 

can result in feelings of insecurity and fear amongst staff, and as such it is 
appropriate to have support systems in place to assist staff during this 
difficult period.  Such systems need to be developed in conjunction with 
staff and their trade union representatives and widely communicated.  It 
will be each school’s responsibility to fund the cost of these support 
packages. Such support systems may include: 

 
 Career counselling; 
 Job search skills; 
 Financial advice; 
 Occupational welfare support; 
 Reasonable time off with pay to seek alternative work. 
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SECTION THREE 
 

PROCEDURE FOR REDEPLOYING STAFF 

 
This section sets out the procedure that should be followed when 
attempting to redeploy staff who would otherwise be “at risk” of 
redundancy. 

 
Redeployment occurs when an employee of a school is in a position where 
their job has been deleted from the structure and other suitable alternative 
employment is sought to, if possible, avoid a redundancy situation. 

 
There are occasionally other employees who are seeking redeployment 
because of circumstances other than those relating to the deletion of their 
post. Guidance for dealing with these redeployees is provided under 
paragraph 3.12. 

 
3.1.0 “AT RISK” 
 
3.1.1 In the event of a post being made redundant or substantially changed 

within a structure then the postholder must be officially declared “at risk” 
and informed of this in writing.  This means that unless the postholder can 
secure suitable alternative employment within the school and/or LA, within 
a suitable time, their employment will be terminated on the grounds that 
their post is redundant. 

 
3.1.2 Employers have a statutory obligation to search for suitable alternative 

employment for redundant staff and it is imperative that skilled staff are not 
lost, particularly when other schools within the vicinity may be facing 
recruitment problems. 

 
3.2 0 SUITABLE ALTERNATIVE EMPLOYMENT 
 
3.2.1 There is no exact definition of what suitable alternative employment is but 

when judging whether a post is a suitable alternative you will need to take 
account of: 

 
 nature of the duties; 
 grade/salary; 
 qualifications required 
 hours worked; 
 working arrangements, e.g. term time; 
 location; 
 personal circumstances; 
 status. 

 
3.2.2 A post of a lower grade or in a different location will not necessarily be 

deemed unsuitable, as there are provisions for excess travelling and salary 
protection payments. Reasonable time should be given for the employee to 
consider any suitable alternative posts. 
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3.3.0 STARTING THE PROCESS 
 

3.3.1 The redeployment process can begin as soon as an “at risk” of redundancy 
situation arises or in some circumstances before.  The closure of a school, 
for example, means that those staff “at risk” of redundancy are easily 
identifiable and the process can begin that much earlier. 

 
3.4.0 VOLUNTARY REDEPLOYMENT 
 
3.4.1  In the first instance an expression of interest in voluntary redeployment 

should be sought from staff.  The pool of volunteers may also come from 
those staff who are not in an immediate ‘at risk’ situation. Where an 
interest in voluntary redeployment is expressed it still needs to be 
explained that there may also be a need for compulsory redeployment, if it 
is not appropriate for those who have volunteered to be redeployed or the 
number of volunteers are not sufficient.  The term voluntary redeployment 
does not include facilitating the redeployment of staff who decide for 
themselves that they would like to change their post for personal reasons. 

 
3.4.2 Employees who nominate themselves for voluntary redeployment can 

withdraw from this arrangement at any stage without prejudice to further 
consideration of any selection for compulsory redeployment that may be 
necessary. 

 
3.4.3 The date of transfer will usually be consistent with the normal notice period 

but earlier release may take effect subject to all parties being in 
agreement. 

 
3.4.4 If there are more volunteers than required, an appropriate sub committee 

of the governing body must ensure that decisions on which offers are 
accepted are based on agreed and objective criteria. 

 
3.5.0 COMPULSORY REDEPLOYMENT 
 

3.5.1 Where a voluntary resolution is not possible or appropriate, it will be 
necessary for the governing body to nominate an employee or employees 
to be removed from the school’s staff complement.  In these circumstances 
the following must be taken into account (not in priority order): 

 

 Personal circumstances of the staff affected; 

 School staffing structure, curricular and pastoral needs; 

 Employee’s length of service. This does not imply a ‘last in , first out 
policy’; 

 Completion of the probationary period. Teaching staff who have not 
completed this period would not normally be considered for 
redeployment; 

 Previous redeployment of employees.  Further redeployment should try 
to be avoided if the employee had been compulsorily and permanently 
redeployed in the past within a Havering School. 
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3.5.2 Any additional criteria that are determined must not discriminate against a 
particular group of staff. 

 
3.5.3 On behalf of the governing body, you need to inform an employee(s), 

selected for redeployment, of this decision, and in writing, within 5 working 
days of the committee’s decision.  They should be allowed an opportunity to 
have an initial discussion with you before considering any appeal rights. 
They may be accompanied to this meeting by their trade union 
representative(s) and a member of the Schools’ HR team may also be 
present on behalf of the LA. 

 
3.6.0 SKILLS AUDIT 
 
3.6.1 Each person who is to be considered for redeployment will undergo a 

detailed skills audit, which will be carried out by a member of the Schools 
HR team.  Staff may be accompanied by their trade union representative 
or a work colleague.  Staff will be asked to complete a “Skills Profile Form” 
(see Appendix 15/16)  The information provided on this form will be used 
to identify potential suitable vacancies within other Schools and, if 
appropriate, other Council services. 

 
3.7.0 REDEPLOYMENT PROCEDURE 

 
3.7.1 Schools’ HR will hold a register of staff seeking redeployment, together 

with a copy of their individual Skills Profile Forms and any additional 
documentation.  These skills profiles will be used for reference as the basis 
to “match” staff with vacancies as they arise. However application forms 
will need to be completed and appropriate employment checks will be 
undertaken prior to appointment.  

 
3.7.2 At the same time staff will be able to access all current vacancies via a 

dedicated website called www.haveringschoolcareers.co.uk. If staff wish to 

receive hard copies of vacancies they should contact Schools’ HR. Staff 
should also contact Schools’ HR immediately if they wish to be considered 
for a post. 

 
3.7.3 During this period other schools will be expected to “ring fence” vacancies 

and notify Schools’ HR of any anticipated vacancies at the earliest 
opportunity. 

 
3.7.4 When suitable vacancies arise Schools’ HR will liaise with the school to 

initiate the application process. 
 
3.7.5 Redeployees should be interviewed ahead of any other candidates. If the 

individual is considered to meet the selection criteria / job / person 
specification, or demonstrates the potential to meet the selection criteria / 
job / person specification after appropriate training, they should be offered 
the job. 

   
 

http://www.haveringschoolcareers.co.uk/
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3.7.6 Reasonable interview expenses shall be paid and attendance at interviews 

will incur no loss of pay. Redeployees should also be supported in helping 
them determine if a post is suitable, e.g. being allowed to spend a mutually 
acceptable amount of time in the new school, during normal working hours, 
and be able to discuss the post with an appropriate person. 

 
3.7.7 Schools will be expected to give constructive feedback to unsuccessful 

candidates. 
 
3.7.8 The LA will undertake to look for redeployment opportunities for staff once 

they have been identified as ‘at risk’ and requiring redeployment. Both the 
employee and the LA will undertake a search for suitable redeployment 
opportunities.  Suitable redeployment opportunities will also continue to be 
sought after notice of redundancy has been issued. Also see Section 2, 
paragraph 5.3. 

 
3.8.0  EXTENDING CONTRACTS OF EMPLOYMENT 
 
3.8.1 In certain circumstances where a school is to close and not all the staff 

concerned have been able to obtain permanent positions it may be 
possible to extend their contracts for another term in order to continue to 
assist them to find suitable alternative employment.  During this period 
such staff may be temporarily redeployed on a supernumerary basis or 
asked to cover vacancies and absences in appropriate posts and schools  

 
3.9.0      EXCESS TRAVEL 
 

3.9.1  Staff who are redeployed to another school will receive reimbursement if 
they incur any additional travelling expenses from their home to their new 
school. This will be for a maximum period of 1 year.  The amount paid is 
equal to the cost of a weekly bus pass within Havering. These costs are 
funded by the LA and will cease if the postholder changes post at their own 
initiative. 

 
 
3.10.0 TRIAL PERIODS 
 
3.10.1 When an employee is offered and accepts suitable alternative work there 

will be a trial period of 4 calendar weeks from the date on which the 
employee starts work under the new or revised contract.  An employee will 
be provided with a training plan for the trial period and managers must 
both monitor the performance of the redeployees and conduct weekly 
review meetings to discuss progress.  Should a redeployee’s performance 
fall short of what is required, the manager must make it clear at a review 
meeting and agree an action plan with the redeployee, which can include 
additional training or on the job coaching.  An employee may be 
accompanied by a trade union representative at the review meeting. 
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3.10.2 Once a trial period has been completed satisfactorily the employee will 

receive their contract of employment. Protection of pay (if appropriate) will 
commence from the point the trial period commenced and this will be 
confirmed in the employee's letter of redeployment.                                                               

 
           If during the trial period either the employer or employee considers that the 

redeployment is not operating satisfactorily the arrangement can be 
terminated by either party.  If a trial period is being undertaken during the 
employee’s notice period, the notice period will not be suspended, the two 
will run concurrently. 

 
3.10.3 Where a longer trial period may be considered, you should discuss this 

with a member of Schools’ HR prior to making such arrangements. 
 
3.10.4 Where, following advice, a longer period has been mutually agreed,  such 

an agreement must be between the employer and the employee, in writing, 
specifying the date of the end of the trial period, and specifying the terms 
and conditions of employment which will apply in the employee’s case after 
the end of that period. Training and other support may be required during 
the trial period to allow the individual to make the transition to the new 
post.  Each case should be considered on an individual basis, but it is 
unlikely that a trial period will continue for more than 12 weeks. 

 
3.10.5 Statutory Requirements 

Staff who are successfully redeployed after having been given notice of 
dismissal, are entitled to a four week trial period, where the terms and 
conditions of the new post are significantly different from those of their 
existing post.  This trial period should take effect within 4 weeks from the 
date of termination of the contract.  If during or at the end of this 4 week 
period, the staff member considers the post to be unsuitable then they will 
have to provide good evidence and reasons why this is so in writing.  If the 
reasons are accepted then the person could have a further trial period in 
another role or be in a redundancy situation.  If the employee works 
beyond the end of the agreed trial period any entitlement to redundancy 
will be lost because they will be deemed to have accepted the new 
employment.  However, the trial period may be extended to retrain the 
employee for the new work, by agreement between the employer and the 
employee.  Such agreements must be made before the employee starts 
the new work; must be in writing; and must specify the date that the trial 
period ends as well as the terms and conditions of employment that will 
apply after that date. 

 
3.10.6 If a post deemed as suitable alternative employment is refused, or if     

unreasonable grounds for wishing to end a trial period are given, then the 
employee may not be entitled to a redundancy payment.  This should be 
made very clear to all staff who are in this situation.   
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3.11.0 RIGHT TO REMAIN 
 
3.11.1 Any employee nominated for redeployment shall have the right to remain 

at the original school if a suitable vacancy occurs before the end of the 
notice period.  

 
 
3.12.0 OTHER REDEPLOYEES 
 

3.12.1 These are normally employees who are no longer able to perform their 
duties as a result of permanent ill health or circumstances where it is no 
longer appropriate for employees to continue working in their current post. 

 
3.12.2 In cases of medical redeployment, redeployment will be sought if 

appropriate and then contractual notice will be issued.  This clause does 
not interfere with any individual’s rights under the Model Procedures For 
School Based Staff Relating To Sickness Absence. 

 
3.12.3 If redeployment is due to a case of a victim being harassed or protection of 

a whistleblowing incident, then the victim will not suffer a detriment. 
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SECTION FOUR 

 
PROTECTION OF SALARY AND ALLOWANCES OF STAFF 

 
This section sets out the protection arrangements for teaching staff, who, 
as a result of the closure or reorganisation of a school suffer a reduction in 
salary. It also outlines the protection arrangements for support staff who as 
a consequence of organisational change, are required to move to a new 
post which, irrespective of its title, carries an hourly rate or a salary scale 
with a maximum point, lower than that applying to the post previously held.  

 
The provisions of this section may apply as an alternative to redundancy 
dependent on the circumstances of individual cases. 

 
4.1.0 SAFEGUARDING OF SALARY & ALLOWANCES (TEACHING STAFF)  
 

4.1.1 All teaching staff, whether employed on a full or part-time basis, who are 
redeployed as teachers shall receive protection of their salary and 
allowances. This will be in accordance with the current edition of the 
School Teachers’ Pay and Conditions Document. 

 
 
4.2.0 PROTECTION OF SALARY & ALLOWANCES (SUPPORT STAFF)  
 

4.2.1 The following protection arrangements shall apply to support staff 
redeployed to a lower graded post: 

 
 The rate of pay received prior to redeployment to a lower graded post 

will be protected for one year from the date of commencement in the 
new post; 

 
 The rate of pay will be calculated as the average paid over the previous 

12 weeks prior to appointment in the new post; 
 

 During the period of pay protection the employee will receive annual 
increments and pay awards if they arise during the 12 month period; 

 
 The protection period will not be extended under any circumstances. 

 
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                
4.3.0 MEETING THE COST OF PROTECTION 

 
4.3.1 Redeployment To Other Schools 

Where teaching staff are redeployed to other schools within the borough, 
any safeguarding costs will be funded by the LA in accordance with the 
current edition of the School Teachers’ Pay and Conditions Document. 
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Where support staff are redeployed to other schools, in agreed cases, any 
protection costs may be funded by the LA for a maximum period of 1 year 
or until the protection is no longer required whichever is the sooner. 
. 

4.3.2 Protection For Staff Remaining At The School 
In situations where a school initiates an internal restructure which does not 
require redeployment of staff but still results in teaching or support staff 
requiring protection of salary or allowances, these protection costs will be 
funded by the school. This will be in accordance with either the current 
edition of the School Teachers’ Pay and Conditions Document or the LA’s  
policy on protection of salary and allowances for support staff. 

 
4.3.3 Protection For Staff Where the Restructure Has Been Initiated by The 

Council 
In cases where a school restructure has been initiated by the LA, any 
safeguarding/protection costs for teaching or support staff, will be funded 
by the LA in accordance with the current edition of the School Teachers’ 
Pay and Conditions Document for teachers and a maximum of 1 year for 
support staff, or until the protection is no longer required whichever is the 
sooner. 

 
4.3.4 Safeguarding of Deputy Headteachers In Relation To Amalgamations 

In the case of an amalgamation between an infant and junior school, 
where the serving deputy headteacher/s are not appointed to the deputy 
headteacher post of the newly formed primary school, and continue to be 
employed as classroom teacher/s, the LA will fund this protection in 
accordance with the current edition of the School Teachers’ Pay and 
Conditions Document.   

 
4.3.5 The arrangements set out in paragraphs 4.3.0 to 4.3.4 are subject to 

annual review. 
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Appendix 1 
 

 

FLOW CHART FOR MANAGING CHANGE 

Identify The Need For Change                                     
[allow 2 terms for whole process to be completed] 

 

Develop Outline Proposals & Obtain 
Governing Body Agreement 

Produce Consultation Document & 
Implementation Timetable  

[provide to staff and hold meeting - minimum 5 
working days notice] 

Consult With Staff, Trade 
Unions & Other Interested 

Parties                                
[minimum 20 working days for 

consultation period]  

Produce Final Report 

Obtain Governing Body Approval 

Implement Change 
Be aware of notice periods 
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Appendix 2 
 

PERSONAL INTERVIEW 
 
 

Name of interviewer:  …………………………………….    Date:  
……………………… 
 
Name:  ……………………………………………………     DOB: 
……………………… 
 
Home address:  
…………………………………………………………………………….. 
 
Telephone No:  
…………………………………………………………………………….. 
 
 
Details of Current Post 
 
Job title & grade:  
………………………………………………………………………….. 
 
Qualifications:  
…………………………………………………………………………….. 
 
Contracted hours:  
…………………………………………………………………………. 
 
Pattern of working:  
………………………………………………………………………... 
 
Location:  
…………………………………………………………………………………... 
 
 
Options for the Future 
 
What hours could you work?  
……………………………………………………………… 
 
Which days could you work?  
……………………………………………………..………. 
 
At what location could you work?  
………………………...………………………………. 
 
Do you have your own car?  
……………………..………………………………………… 
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In what other areas would you like to work?  
……………………….……………………... 
 
1st choice:  
…………………………………………….………………………………….… 
 
2nd choice:  
…………………………………………….…………………………………… 
 

Note any other factors that should be considered, e.g. health, 
personal circumstances 

 



Guidance Document  
February 2004 (Updated April 2008 ) 

36 

 
Appendix 3 

 

FLOW CHART FOR MANAGING CHANGE INVOLVING 
REDEPLOYMENT/REDUNDANCY 

 1. Identify the need to 
reduce the staffing 
complement 

 Develop outline proposal 
and include proposed 
redeployment/redundancy 
criteria.  Obtain Governing 
Body agreement  

 
2. Consultation with 
LEA  

3. Initial staff & Trade 
Union consultation 
meeting. Invite 
expressions of 
voluntary 
redeployment/ 

redundancy 

5. Second staff & 
Trade Union 
consultation  
meeting & individual 
staff meetings 
 

7. Staff Dismissal 
Committee meet to 
consider/agree the 
Headteacher’s 
recommendations for 

redundancy 

4. A Sub -
Committee of the 
Governing Body 
to consider any 
voluntary 
resolutions 

 

8. Staff recommended for 
redeployment 
/redundancy can appeal 

 

9. Appeals sub 
committee consider 
any appeals from 
staff identified for 
redeployment/redund
ancy 
 

10. If redeployment is 
not successful and 
redundancy results, the 
Governing Body asks 
the LEA to remove the 
identified staff from the 
staffing complement 
 

6. Headteacher makes 
initial recommendations 
for 
redeployment/redundancy 
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Appendix 4 

 
Example Letter Inviting Member of Staff to Attend  

Staff Dismissal Committee 
 
 
Personal 
 
 
 
 
 
 
Dear 
 
I write to confirm the outcome of our meeting on (date).  As you are aware, as a 
result of the redundancy selection criteria previously adopted by the governing 
body, I have to recommend to the Staff Dismissal Committee that your post of 
(title and grade) is no longer required. 
 
The Staff Dismissal Committee will be meeting to consider my recommendations 
on (date) at (time) in (venue).  You have the right to attend this meeting and to be 
accompanied by a friend or colleague or trade union representative if you wish. 
 
I would be grateful if you would let me know before the Committee meets whether 
or not you will be attending and whether or not you will be accompanied. 
 
Please do not hesitate to contact me if I can of further assistance. 
 
Yours sincerely, 
 
 
 
Headteacher 
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Appendix 5 
 

Procedure for the Meeting of the Staff Dismissal Committee 
 
1. The Chair of the Staff Dismissal Committee will introduce those present 

and in what capacity, e.g. Headteacher, trade union representative, etc. 
 
2. The Chair will then go through the purpose of the meeting and the 

procedure to be followed. 
 
3. If paperwork has been circulated prior to the meeting s/he will check that 

this has been received by all of those present.  
 
4. The Headteacher will then provide information to the committee 

concerning the current organisational structure and staffing levels at the 
school.  She/He will proceed to identify why a reduction in staffing levels is 
required, the posts that s/he recommends should be made redundant and 
the reasons for this. 

 
5. The member of staff and/or their representative will then be provided with 

the opportunity to question the Headteacher on the information s/he has 
presented. 

 
6. Members of the Staff Dismissal Committee will then question the 

Headteacher on the information s/he has presented. 
 
7. The member of staff or their representative will then present their case. 
 
8. The Headteacher may ask questions of the member of staff or their 

representative concerning the facts they have presented. 
 
9. Members of the Staff Dismissal Committee may then ask questions of the 

member of staff or their representative concerning the facts they have 
presented. 

 
10. The Headteacher summarises his/her case. 
 
11. The member of staff or their representative summarises his/her case. 
 
12. The Committee will then adjourn to consider their decision. 
 
13. The meeting will be reconvened for both parties to hear the decision of the 

Committee. 
 
14. The member of staff is told that the decision of the Staff Dismissal 

Committee will be confirmed in writing. 
 
15. The member of staff is also told of his/her right to appeal. 
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Appendix 6 

Example Letter from Staff Dismissal Committee in 
Community and Voluntary Controlled Schools for Teaching 

Staff Recommended For Redundancy 
 
Personal 
Dear 
 
As you know, the Staff Dismissal Committee of the governing body met on (date) 
to consider the staffing needs of the school and in particular how the planned 
reduction in the number of staff employed at the school is to be achieved. 
 
The Committee heard the points put forward by (Name of Headteacher) and 
you/your representative on your behalf.  However, having applied the redundancy 
selection criteria that were previously agreed by the Governors, I am sorry to 
inform you that it was the decision of the committee that the recommendation to 
make you redundant has been upheld.   
 
You have the right to appeal against the recommendation to terminate your 
employment.  Should you wish to exercise this right you should write to the Chair 
of the governing body within ten working days of the date of this letter, indicating 
the grounds on which you base your appeal.  An appeal will only be considered 
on the grounds of failure to follow the relevant procedure, lack of consultation or 
unfair selection. 
 
If you decide to appeal and the recommendation of the staff dismissal committee 
is upheld, I will write to the LA to instruct them to terminate your employment with 
(name) School on the grounds of redundancy with effect from (date). The LA will 
write to you confirming the termination of your employment within fourteen days 
of receiving my letter. Alternatively, if you do not decide to appeal, I will write to 
the LA to confirm the termination of your employment once the  
10-day appeal notification period has expired. 
 
As you are formally ‘at risk’ of being made redundant, during the period leading 
up to any appeal and in the event of formal notice of termination being given, an 
active search for suitable alternative redeployment will take place.  
 
If a suitable alternative position is not found and you are made redundant, you are 
entitled to receive (number) of weeks’/months’ notice of the termination of your 
contract of employment.  This will either be fully or partially worked or paid as a 
lump sum in lieu of notice, dependent upon the needs of the school.  (Name of 
Headteacher) will meet with you to mutually agree your last working day. 
 
I would like to take this opportunity to thank you on behalf of the Governors for 
your dedicated service to (name) School and to wish you well for the future. 
 
Yours sincerely, 
Chair 
Staff Dismissal Committee 
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Appendix 7 

Example Letter from Staff Dismissal Committee in 
Community and Voluntary Controlled Schools for Support 

Staff Recommended For Redundancy 
 
Personal 
 
Dear 
 
As you know, the Staff Dismissal Committee of the governing body met on (date) 
to consider the staffing needs of the school and in particular how the planned 
reduction in the number of staff employed at the school is to be achieved. 
 
The Committee heard the points put forward by (Name of Headteacher) and 
you/your representative on your behalf.  However, having applied the redundancy 
selection criteria that were previously agreed by the Governors, I am sorry to 
inform you that it was the decision of the committee that the recommendation to 
make you redundant has been upheld.   
 
You have the right to appeal against the recommendation to terminate your 
employment.  Should you wish to exercise this right you should write to the Chair 
of the governing body within ten working days of the date of this letter, indicating 
the grounds on which you base your appeal.  An appeal will only be considered 
on the grounds of failure to follow the relevant procedure, lack of consultation or 
unfair selection. 
 
As you are formally ‘at risk’ of being made redundant, an active search will be 
made to help find you suitable alternative employment. If a suitable alternative 
position is not found, I will write to the LA to instruct them to terminate your 
employment with (name) School on the grounds of redundancy with effect from 
(date). The LA will then write to you confirming the termination of your 
employment within fourteen days of receiving my letter.  This is unless you have 
appealed against this decision and the appeal has not been heard within this time 
period. In this event no notice will be issued until after the outcome of the appeal 
is known. 
 
If a suitable alternative position is not found and you are made redundant, you are 
entitled to receive (number) of weeks’/months’ notice of the termination of your 
contract of employment.  This will either be fully or partially worked or paid as a 
lump sum in lieu of notice, dependent upon the needs of the school.  (Name of 
Headteacher) will meet with you to mutually agree your last working day. 
 
I would like to take this opportunity to thank you on behalf of the Governors for 
your dedicated service to (name) School and to wish you well for the future. 
 
Yours sincerely, 
Chair 
Staff Dismissal Committee 
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 Appendix 8 

Example Letter from the Staff Dismissal Committee in 
Foundation and Voluntary Aided Schools for Teaching Staff 

Recommended For Redundancy 
 
Personal 
 
Dear 
 
As you know, the Staff Dismissal Committee of the governing body met on (date) 
to consider the staffing needs of the school and in particular how the planned 
reduction in the number of staff employed at the school is to be achieved. 
 
The Committee heard the points put forward by (Name of Headteacher) and 
you/your representative on your behalf.  However, having applied the redundancy 
selection criteria that were previously agreed by the Governors, I am sorry to 
inform you that it was the decision of the committee that the recommendation to 
make you redundant has been upheld.  
 
You have the right to appeal against the recommendation to terminate your 
employment.  Should you wish to exercise this right you should write to the Chair 
of the governing body within ten working days of the date of this letter, indicating 
the grounds on which you base your appeal.  An appeal will only be considered 
on the grounds of failure to follow the relevant procedure, lack of consultation or 
unfair selection. 
 
If you decide to appeal and the recommendation of the staff dismissal committee 
is upheld, then the governing body will issue you with formal notice of 
redundancy/termination of your employment. Alternatively if you do not decide to 
appeal then the governing body will issue you with formal notice of redundancy 
/termination of employment once the 10-day appeal notification period has 
expired.  
 
As you are formally ‘at risk’ of being made redundant, during the period leading 
up to any appeal and in the event of formal notice of termination being given, an 
active search for suitable alternative redeployment will take place.  
 
If a suitable alternative position is not found and you are made redundant, you are 
entitled to receive (number) of weeks’/months’ notice of the termination of your 
contract of employment.  This will either be fully or partially worked or paid as a 
lump sum in lieu of notice, dependent upon the needs of the school.  (Name of 
Headteacher) will meet with you to mutually agree your last working day. 
 
I would like to take this opportunity to thank you on behalf of the Governors for 
your dedicated service to (name) School and to wish you well for the future. 
 
Yours sincerely, 
Chair 
Staff Dismissal Committee 
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Appendix 9 

 

Example Letter from the Staff Dismissal Committee in 
Foundation and Voluntary Aided Schools for Support Staff 

Recommended For Redundancy 
 
Personal 
 
Dear 
 
As you know, the Staff Dismissal Committee of the governing body met on (date) 
to consider the staffing needs of the school and in particular how the planned 
reduction in the number of staff employed at the school is to be achieved. 
 
The Committee heard the points put forward by (Name of Headteacher) and 
you/your representative on your behalf.  However, having applied the redundancy 
selection criteria that were previously agreed by the Governors, I am sorry to 
inform you that it was the decision of the committee that the recommendation to 
make you redundant has been upheld.  
 
You have the right to appeal against the recommendation to terminate your 
employment.  Should you wish to exercise this right you should write to the Chair 
of the governing body within ten working days of the date of this letter, indicating 
the grounds on which you base your appeal.  An appeal will only be considered 
on the grounds of failure to follow the relevant procedure, lack of consultation or 
unfair selection. 
 
As you are formally ‘at risk’ of being made redundant, an active search will be 
made to help find you suitable alternative employment.  If a suitable alternative 
position is not found, the governing body will issue you with formal notice of 
redundancy.  This is unless you have appealed against this decision and the 
appeal has not been heard within this time period. In this event no notice will be 
issued until after the outcome of the appeal is known. 
 
If a suitable alternative position is not found and you are made redundant, you are 
entitled to receive (number) of weeks’/months’ notice of the termination of your 
contract of employment.  This will either be fully or partially worked or paid as a 
lump sum in lieu of notice, dependent upon the needs of the school.  (Name of 
Headteacher) will meet with you to mutually agree your last working day. 
 
I would like to take this opportunity to thank you on behalf of the Governors for 
your dedicated service to (name) School and to wish you well for the future. 
 
Yours sincerely, 
Chair 
Staff Dismissal Committee 
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Appendix 10 
 

Procedure for an Appeal to the Appeal Sub Committee of the 
Governing Body against Nomination for 

Redundancy/Redeployment 
 

 
1. The Chair of the governing body will introduce those present and in what 

capacity, e.g. Headteacher, trade union representative, etc. 
 
2. The Chair will then go through the purpose of the meeting and the 

procedure to be followed. 
 
3. If paperwork has been circulated prior to the meeting s/he will check that 

this has been received by all of those present.  
 
4. The Headteacher will then provide information to the committee 

concerning the current organisational structure and staffing levels at the 
school.  She/He will proceed to identify why a reduction in staffing levels is 
required, the person/s that s/he recommends should be redeployed and 
the reasons for this. 

 
5. The member of staff and/or their representative will then be provided with 

the opportunity to question the Headteacher on the information s/he has 
presented. 

 
6. Members of the governing body will then question the Headteacher on the 

information s/he has presented. 
 
7. The member of staff or their representative will then present their case. 
 
8. The Headteacher may ask questions of the member of staff or their 

representative concerning the facts they have presented. 
 
9. Members of the governing body may then ask questions of the member of 

staff or their representative concerning the facts they have presented. 
 
10. The Headteacher summarises his/her case. 
 
11. The member of staff or their representative summarises his/her case. 
 
12. The governing body will then adjourn to consider their decision. 
 
13. The meeting will be reconvened for both parties to hear the decision of the 

governing body. 
 
14. The member of staff is told that the decision of the governing body will be 

confirmed in writing. 
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Appendix 11 

 

Example Letter from the Appeal Sub Committee in 
Community and Voluntary Controlled Schools for Teaching 

Staff Where the Decision of the Staff Dismissal Committee Is 
Upheld 

 
Personal 
 
 
 
Dear 
 
As you are aware, the Appeal Sub Committee of the governing body met on 
(date) to consider your appeal against the staff dismissal committee decision to 
make you redundant. 
 
The Committee heard the points put forward by both yourself and your 
representative.  The chair of the Staff Dismissal Committee also put forward the 
reasons as to why such a decision was made.  Having considered both cases, I 
am sorry to inform you that it was the decision of the Appeal Sub Committee to 
uphold the decision to make you redundant. There is no further right of appeal. 
 
I now formally confirm that your employment with (name) School will be 
terminated on the grounds of redundancy with effect from (date).  
 
I will now also formally write to the LA to instruct them to terminate your 
employment with (name) School on the grounds of redundancy with effect from 
the above stated date. The LA will write to you confirming the termination of your 
employment within fourteen days of receiving my letter. 
 
As indicated previously you will receive (number) of weeks’/months’ notice of the 
termination of your contract of employment.  This will either be fully or partially 
worked or paid as a lump sum in lieu of notice, dependent upon the needs of the 
school.  (Name of Headteacher) will meet with you to mutually agree your last 
working day. 
 
Every endeavour will continue to be made to obtain suitable alternative 
employment for you during your notice period. 
 
I would like to take this opportunity to thank you on behalf of the Governors for 
your dedicated service to (name) School and to wish you well for the future. 
 
Yours sincerely, 
 
 
Chair 
Staff Dismissal Committee/Governing Body 
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          Appendix 12 

 

Example Letter from the Appeal Sub Committee in 
Community and Voluntary Controlled Schools for Support 

Staff Where the Decision of the Staff Dismissal Committee Is 
Upheld 

 
Personal 
 
 
Dear 
 
As you are aware, the Appeal Sub Committee of the governing body met on 
(date) to consider your appeal against the staff dismissal committee decision to 
make you redundant. 
 
The Committee heard the points put forward by both yourself and your 
representative.  The chair of the Staff Dismissal Committee also put forward the 
reasons as to why such a decision was made.  Having considered both cases, I 
am sorry to inform you that it was the decision of the Appeal Sub Committee to 
uphold the decision to make you redundant. There is no further right of appeal. 
 
I now formally confirm that your employment with (name) School will be 
terminated on the grounds of redundancy with effect from (date).  
 
I will now also formally write to the LA to instruct them to terminate your 
employment with (name) School on the grounds of redundancy with effect from 
the above stated date. The LA will write to you confirming the termination of your 
employment within fourteen days of receiving my letter. 
 
As indicated previously you will receive (number) of weeks’/months’ notice of the 
termination of your contract of employment.  This will either be fully or partially 
worked or paid as a lump sum in lieu of notice, dependent upon the needs of the 
school.  (Name of Headteacher) will meet with you to mutually agree your last 
working day. 
 
Every endeavour will continue to be made to obtain suitable alternative 
employment for you during your notice period. 
 
I would like to take this opportunity to thank you on behalf of the Governors for 
your dedicated service to (name) School and to wish you well for the future. 
 
Yours sincerely, 
 
 
Chair 
Staff Dismissal Committee/Governing Body 
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Appendix 13 
 

Example Letter from the Appeal Sub Committee in Teaching 
Staff in Foundation and Voluntary Aided Schools Where the 

Decision of the Staff Dismissal Committee Is Upheld 
 
Personal 

 
 
 
Dear 
 
As you are aware, the Appeal Sub Committee of the governing body met on 
(date) to consider your appeal against the staff dismissal committee decision to 
make you redundant. 
 
The Committee heard the points put forward by both yourself and your 
representative.  The chair of the Staff Dismissal Committee also put forward the 
reasons as to why the decision to redeploy you/make you redundant was made.  
Having considered both cases, I am sorry to inform you that it was the decision of 
the Appeal Sub Committee to uphold the decision to make you redundant.   There 
is no further right of appeal.  
 
I now formally confirm that your employment with (name) School will be 
terminated on the grounds of redundancy with effect from (date). 
 
As indicated previously you will receive (number) of weeks’/months’ notice of the 
termination of your contract of employment.  This will either be fully or partially 
worked or paid as a lump sum in lieu of notice, dependent upon the needs of the 
school.  (Name of Headteacher) will meet with you to mutually agree your last 
working day. 
 
Every endeavour will continue to be made to obtain suitable alternative 
employment for you during your notice period. 
 
I would like to take this opportunity to thank you on behalf of the Governors for 
your dedicated service to (name) School and to wish you well for the future. 
 
Yours sincerely, 
 
 
 
 
Chair 
Appeal Sub Committee/Governing Body 
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Appendix 14 
 

Example Letter from the Appeal Sub Committee in Support 
Staff in Foundation and Voluntary Aided Schools Where the 

Decision of the Staff Dismissal Committee Is Upheld 
 
 
Personal 
 
 
 
Dear 
 
As you are aware, the Appeal Sub Committee of the governing body met on 
(date) to consider your appeal against the staff dismissal committee decision to 
make you redundant. 
 
The Committee heard the points put forward by both yourself and your 
representative.  The chair of the Staff Dismissal Committee also put forward the 
reasons as to why the decision to redeploy you/make you redundant was made.  
Having considered both cases, I am sorry to inform you that it was the decision of 
the Appeal Sub Committee to uphold the decision to make you redundant.   There 
is no further right of appeal.  
 
I now formally confirm that your employment with (name) School will be 
terminated on the grounds of redundancy with effect from (date). 
 
As indicated previously you will receive (number) of weeks’/months’ notice of the 
termination of your contract of employment.  This will either be fully or partially 
worked or paid as a lump sum in lieu of notice, dependent upon the needs of the 
school.  (Name of Headteacher) will meet with you to mutually agree your last 
working day. 
 
Every endeavour will continue to be made to obtain suitable alternative 
employment for you during your notice period. 
 
I would like to take this opportunity to thank you on behalf of the Governors for 
your dedicated service to (name) School and to wish you well for the future. 
 
Yours sincerely, 
 
 
 
 
Chair 
Appeal Sub Committee/Governing Body 
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Appendix 15 
 
 

Example of Skills Profile Form – Support Staff 
 
 

Please note that each school will still need to undertake appropriate 
checks/references on the information provided. Schools’ HR staff are not in 

a position to verify this record as accurate. 

 
 

These notes have been written to enable you to complete the skills profile form. 
 
The information you provide on this form will be used to identify potential suitable 
vacancies within other Schools and if appropriate other LA services. Therefore, 
before writing anything down you may find it helpful to read through the whole 
form first so you have a good idea of what information is needed.  It is also a 
good idea to produce a rough draft first, which you should read through to ensure 
that you have included all the required information. 
 
Please try and complete as much of this information before the one to one 
interviews on (date). Your trade union representative will also be able to assist 
you. If you feel unable to complete all or part of this form before the interviews 
then a member from Schools’ HR will help you on the day. 
 
You should pay particular attention to the section of the form entitled Experience, 
Skills & Abilities as this is the basis for identifying suitable vacancies.  When 
completing this section do not just repeat your work history, instead try and 
provide evidence of the skills you have gained both inside and outside work. 
 
When this form is fully completed and you agree with the information recorded, a 
copy will be given back to you and a copy kept within Schools’ HR to support the 
redeployment process. 
 
Please complete the form in black ink as it will be easier to photocopy. 
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Full Name and Title  
 
 

Home Address  
 
 
 
 
 
 

Home Telephone 
Number 

 

Mobile Telephone 
Number  

 

Email Address  

 
 

 
If you hold more than one post in the school (or another school) please fill in 
separate details for each post held. For example, those support staff who work as 
MDA’s and Teaching Assistants and who may do two or more of these jobs. 
 
Post No1  (Current job if you only hold one contract) 
 

Job Title  
 

Hours Worked  

Scale  

Date Appointed:  

Additional 
Allowances Paid (if 
applicable) 

 

Contract Held, i.e. 
permanent or fixed 
term 

 

Brief description of 
the duties & 
responsibilities of 
your current post or 
posts (if more than 
one post is held) 
 

 

 
 
 
Post No 2 

PERSONAL DETAILS 

CURRENT JOB DETAILS 
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Job Title  
 

Location/School ( if 
appropriate) 

 

Hours Worked  

Scale  

Date Appointed:  

Additional 
Allowances Paid (if 
applicable) 

 

Contract Held, i.e. 
permanent or fixed 
term 
 

 

Brief description of 
the duties & 
responsibilities of 
your current post or 
posts (if more than 
one post is held) 
 

 

 
Post No 3 
 

Job Title  
 

Location/School ( if 
appropriate) 

 

Hours Worked  

Scale  

Date Appointed:  

Additional 
Allowances Paid (if 
applicable) 

 

Contract Held, i.e. 
permanent or fixed 
term 

 

Brief description of 
the duties & 
responsibilities of 
your current post or 
posts (if more than 
one post is held) 
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Please include any casual and temporary work undertaken starting with most 
recent first, continue on separate sheet if necessary) 
 

Name of 
Employer 

Details/Nature of Work From 
 
 

To 
 

  
 

  

  
 

  

  
 

  

    
 
 

 
 

 
Please give details of any formal qualifications and education and training you 
have undertaken, e.g. O levels/GCSE’s, A Levels, Degrees, Certificates, etc.  
However please also give details of any other training (e.g. in-house) you have 
undertaken as part of your current or past employment which you consider to be 
relevant to supporting your redeployment. Please include the dates when these 
qualifications and/or training were obtained/undertaken. 
 
 

Name of 
School/FE/College 
University 

Qualifications/Level From To Subjects and 
Grades 

     
 

     
 

     
 

     
 

     
 

     
 
 

 
 
 
 

DETAILS OF PREVIOUS EMPLOYMENT 

DETAILS OF EDUCATION/QUALIFICATIONS/TRAINING 
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Other External/Internal Programmes/Courses etc  

 
Name of Course/Programme/Training Date Internal/External 

 
 

  

 
 

  

 
 

  

 
 

  

   
 

 
 

 
EXPERIENCE:  

 
Please provide on a separate sheet details of your work experience. Include for 
example:  

 level and range of responsibility  

 numbers supervised 

 things you needed to know or learnt in your current or previous jobs, e.g. 
knowledge of any legislation/procedures required, operating system used 
etc.   

 
SKILLS: 

 
As a result of your current and past work or outside work experience please detail 
on a separate sheet the skills and abilities that you feel you have obtained such 
as: 

 Typing and administration skills 

 influencing, persuading, negotiating skills 

 communication and time management skills 

 ICT skills 

 leadership/management skills  

 research and analysis skills 

 There may be relevant experience and knowledge that you have gained 
outside of the work environment which you would also like to list 
separately. 

 Please detail on a separate sheet any skills gained from voluntary work, 
leisure interests etc for example: work with charities, PTA and Governing 
Body membership, involvement in Children’s, Craft and Sports clubs. 

 
You may wish to write this up as a standard supporting statement and prepare a 
paragraph (with examples) on each of the individual skills and experiences that 
you have gained in your current and/or previous employment/s 

DETAILS OF EXPERIENCE, KNOWLEDGE AND SKILLS GAINED IN 

EMPLOYMENT 
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Please describe the type of posts and schools/LA services you would like to 
consider as future employment opportunities.  You will need to carefully consider 
your experience and skills as redeployment to a post for which you have relevant 
skills and experience will be easier. Although it may be possible to provide 
retraining in other posts, teaching staff may want to consider Key Stage levels 
they wish/are able to teach, as well as any other additional responsibilities they 
may be interested in.  You may like to list these in priority order. 
 

Priority Type of Post Post School/Service/Location 
 

1  
 

1  

2  
 

2  

3  
 

3  

4  
 

4  

 
 

 
In considering the above please give thought to any circumstances, which need 
to be taken into consideration with regard to any future employment opportunities, 
for example, ability to travel, health issues, family circumstances, carer 
responsibilities. If there are any exceptional personal circumstances, these do not 
have to be recorded on this form but can be discussed at the interview and 
recorded in a more confidential manner. 

 
 
 
 
 
 
Signature:  Date:  
 
 
Print Name:  
 
 
Name of Schools’ HR Representative: 
 
 
 

FUTURE EMPLOYMENT OPPORTUNITIES 

OTHER CONSIDERATIONS/RESTRICTIONS 
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             Appendix 16 

 
Example of Skills Profile Form –Teaching Staff 

 
 

Please note that each school will still need to undertake appropriate 
checks/references on the information provided. Schools’ HR staff are not in 

a position to verify this record as accurate. 
 
 

These notes have been written to enable you to complete the skills profile form. 
 
The information you provide on this form will be used to identify potential suitable 
vacancies within other Schools and if appropriate other LA services. Therefore, 
before writing anything down you may find it helpful to read through the whole 
form first so you have a good idea of what information is needed.  It is also a 
good idea to produce a rough draft first, which you should read through to ensure 
that you have included all the required information. 
 
Please try and complete as much of this information before the one to one 
interviews on (date). Your trade union representative will also be able to assist 
you. If you feel unable to complete all or part of this form before the interviews 
then a member from Schools’ HR will help you on the day. 
 
You should pay particular attention to the section of the form entitled Experience, 
Skills & Abilities as this is the basis for identifying suitable vacancies.  When 
completing this section do not just repeat your work history, instead try and 
provide evidence of the skills you have gained both inside and outside work. 
 
When this form is fully completed and you agree with the information recorded, a 
copy will be given back to you and a copy kept within Schools’ HR to support the 
redeployment process. 
 
Please complete the form in black ink as it will be easier to photocopy. 
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Full Name and Title  
 
 

Home Address  
 
 
 
 
 
 

Home Telephone 
Number 

 

Mobile Telephone 
Number  

 

Email Address  

Are you required to hold a work permit?                                         Yes/No 

 
 

 
If you hold more than one post in the school (or another school) please fill in 
separate details for each post held.  
 
Post No1(Current job if you only hold one contract) 
 

Job Title  
 

Hours Worked  

Scale  

Date Appointed:  

Additional 
Allowances Paid (if 
applicable) 

 

Contract Held, i.e. 
permanent or fixed 
term 

 

Brief description of 
the duties & 
responsibilities of 
your current post or 
posts (if more than 
one post is held) 
 

 

 

PERSONAL DETAILS 

CURRENT JOB DETAILS 
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Post No 2 
 

Job Title  
 

Location/School ( if 
appropriate) 

 

Hours Worked  

Scale  

Date Appointed:  

Additional 
Allowances Paid (if 
applicable) 

 

Contract Held, i.e. 
permanent or fixed 
term 
 

 

Brief description of 
the duties & 
responsibilities of 
your current post or 
posts (if more than 
one post is held) 
 

 

 
Post No 3 
 

Job Title  
 

Location/School ( if 
appropriate) 

 

Hours Worked  

Scale  

Date Appointed:  

Additional 
Allowances Paid (if 
applicable) 

 

Contract Held, i.e. 
permanent or fixed 
term 

 

Brief description of 
the duties & 
responsibilities of 
your current post or 
posts (if more than 
one post is held) 
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Please include any casual and temporary work undertaken starting with most 
recent first, continue on separate sheet if necessary) 
 

Name and type of 
school ( inc LA) 

Post held and Grade Subjects 
taught 

Ages 
taught 

From   To 

      
 

      
 

      
 

      
 

 
 

     

 
 

DETAILS OF NON TEACHING EMPLOYMENT (Chronological Order) 

 
Please include any casual and temporary work undertaken starting with most 
recent first, continue on separate sheet if necessary) 
 
Name of 
Employer 

Details/Nature of Work From 
 
 

To 
 

  
 
 

  

  
 
 
 

  

 
 
 

 
Please give details of any formal qualifications and education and training you 
have undertaken, e.g. O levels/GCSE’s, A Levels, Degrees, Certificates, etc.  
However please also give details of any other training (e.g. in-house) you have 
undertaken as part of your current or past employment which you consider to be 
relevant to supporting your redeployment. Please include the dates when these 
qualifications and/or training were obtained/undertaken. 

DETAILS OF PREVIOUS TEACHING EMPLOYMENT (Chronological Order) 

DETAILS OF EDUCATION/QUALIFICATIONS/TRAINING 
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Secondary & Further Education 
 

Name of 
School/FE/College  

Qualifications/Level From To Subjects and 
Grades 

     
 

     
 

     
 

     
 

     
 

     
 
 

 

 
Higher Education (including teacher training) 

 
Name of 
Institution  

Qualifications 
Gained  

From To Main Subjects  

     
 

     
 

     
 

     
 

     
 

 
Other External/Internal Programmes/Courses etc  
  
Course/Programme/Training Details Dates Internal/External 
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EXPERIENCE:  
 
Please provide on a separate sheet details of your work experience. Include for 
example:  

 level and range of responsibility  

 numbers supervised 

 things you needed to know or learnt in your current or previous jobs, e.g. 
knowledge of any legislation/procedures required, operating system used 
etc.   

 
SKILLS: 
 
As a result of your current and past work or outside work experience please detail 
on a separate sheet the skills and abilities that you feel you have obtained such 
as: 

 Typing and administration skills 

 influencing, persuading, negotiating skills 

 communication and time management skills 

 ICT skills 

 leadership/management skills  

 research and analysis skills 

 There may be relevant experience and knowledge that you have gained 
outside of the work environment which you would also like to list 
separately. 

 Please detail on a separate sheet any skills gained from voluntary work, 
leisure interests etc for example: work with charities, PTA and Governing 
Body membership, involvement in Children’s, Craft and Sports clubs. 

 
You may wish to write this up as a standard supporting statement and prepare a 
paragraph (with examples) on each of the individual skills and experiences that 
you have gained in your current and/or previous employment/s 
 
 
 
 
 
 
 
 
 
 
 

DETAILS OF EXPERIENCE, KNOWLEDGE AND SKILLS GAINED IN 

EMPLOYMENT 



Guidance Document  
February 2004 (Updated April 2008 ) 

60 

 
 
 

 
Please describe the type of posts and schools/LA services you would like to 
consider as future employment opportunities.  You will need to carefully consider 
your experience and skills as redeployment to a post for which you have relevant 
skills and experience will be easier. Although it may be possible to provide 
retraining in other posts, teaching staff may want to consider Key Stage levels 
they wish/are able to teach, as well as any other additional responsibilities they 
may be interested in.  You may like to list these in priority order. 
 
Priority Type of Post Post School/Service/Location 

 

1  
 

1  

2  
 

2  

3  
 

3  

4  
 

4  

 
 

 
In considering the above please give thought to any circumstances, which need 
to be taken into consideration with regard to any future employment opportunities, 
for example, ability to travel, health issues, family circumstances, carer 
responsibilities. If there are any exceptional personal circumstances, these do not 
have to be recorded on this form but can be discussed at the interview and 
recorded in a more confidential manner. 

 
 
 
 
 
 
Signature:  Date:  
 
 
Print Name:  
 
 
Name of Schools’ HR Representative: 
  

 

FUTURE EMPLOYMENT OPPORTUNITIES 

OTHER CONSIDERATIONS/RESTRICTIONS 


