Reorganisation Process Map

	 Stages
	
	Actioned by
	Timeline

	Preliminary
	Head seeks permission from Governing Body to proceed with a restructure. This may be requested as part of a licensed deficit process.

The governing body delegates to a panel of governors (normally three) to lead on the process. 

Governor training to be scheduled with GS/Education Finance/SchoolsHR
	Headteacher
	Fixed dates to be added once process starts

	Stage 1: Opening Meeting 
	The Head, SBM and Chair of Governing Body to meet with their HR support (if external) and Local Authority H.R. support) Education Finance with agreed minute taker clerk/ SBM minute taker (agree at outset) and any invited external partners to discuss:
· Process and Policy guidance. (to include service delivery considerations, timelines for both H.R. and finance to be set out clearly, including review of any potential voluntary redundancies) 
· Timeline with proposed dates 
· Records of meeting to be kept and minutes distributed. 

	SBM, Head Teacher, GB 
Schools HR partner
Ed Finance. (advisory roles)
	Within the gift of the school according to their business planning cycle.

	Stage 2: School decision-making 
	School to draft a business proposal using the templates including:
· Restructure Financials – showing cost of current and proposed structure by year.
· Restructure savings incorporated into recovery plan
· Before and after structure charts.
· Provide equality impact assessment and workload impact assessment.
· Job evaluation;
· Pension strain costs spreadsheet
· Safeguarded costs and timelines.
· Redundancy costings calculator

School to seek H.R. and Finance advice as required.
 
	
School responsibility.
	3 weeks

	Stage 3:1 Q.A. Of School's proposals 

3:2 Redundancy Panel 
	3.1 Quality Assurance of paperwork by Schools HR and Education Finance for final compliance check to enable presentation at Redundancy panel 


3.2. Head presents to redundancy panel for final sign off. (subject to advice regarding changes during or after consultation)   
	Schools HR, Education Finance
	

	Stage 4: Governor Approval 
	Arrange an extraordinary meeting with Governors to agree in principle the proposals. 

	Head Teacher
	1 week

	Stage 5: Union Advice
	Once approved by Governors, to be sent to the Unions as soon as possible with a date for formal consultation to start no less than 5 working days (notice of 1 working week)
	Head Teacher
	1 week

	Stage 6: Formal Consultation

	Formal consultation to commence for 30 working days (not including school closures)
	Head Teacher
	6- 8 weeks

	Stage 7: Finalisation 
	At the end of the consultation period, Head Teacher, supported by H.R. and school Governing Body meet to consider representations made during the consultation period and to agree the final structure. 

Final structure confirmed and financial implications to be reviewed by Education Finance Team and all documentation revised accordingly. 
· Final redundancy costs to be signed off by Section 151 officer
· Final redundancy cost sign-off returned within 5 working days with a copy to Director of Education.

	Head Teacher, panel of governors and HR if invited. 
	Normally the evening of the consultation closure or the next day. 

	Stage 8: Redundancy notices issued. 

	Selection process and redundancy notices to be issued (if applicable).
Redundancy notices for maintained schools will be notified to the LA so they can issue the final dismissal letter, signed by the Director of Education.   
	Head Teacher with HR Support
	within 4 weeks.

	Stage 9
Pension Notification
	Schools inform relevant Pension scheme (LGPS or Teachers Pension) regarding any dismissals.
	
	

	Implementation
	Date of implementation
	Head Teacher
	Normally to follow statutory notice periods




