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Information for Headteacher to share at briefing with affected staff group(s)

“Beginning the staffing adjustment process”

· Confirm earlier discussions about financial position and the need to review staffing structure in the light of that information.

· Outline the size of the budget deficit by end of financial year. Identify the potential size of the deficit, if no changes are made.

· Refer to the consultation, which began/is beginning on (date).

· Inform staff that there is a process to go through in order to achieve staffing reductions but emphasise the preference for resolving through voluntary means. 

· Give staff a copy of the Overview of the Staffing Adjustment Process.

· Inform staff there are a number of voluntary options which may be available, and could help avoid compulsory redundancies. The school will seek, with the Local Authority, to address the financial problem through voluntary means, wherever this is feasible and cost effective.

· Encourage staff to explore possible voluntary options. This does not mean that they are at a disadvantage if there were no volunteers, and compulsory selection had to be considered. If there are no voluntary solutions, then the process allows for selection on a compulsory basis. Staff are entitled to take advice from their trade union or professional association representative, and to come back to Headteacher if they need further clarification.

· State that the school will accommodate any request for trade unions to visit the school to discuss the proposals with their members. Such visits should normally be outside the normal timetabled teaching time.

· Share the attached form (there are two versions: one for teaching staff and one for support staff), and ask for it to be returned to you by a specified date. Forward incoming forms to HR as soon as they arrive. HR will then provide information in response to the requests on the forms.

· School and HR will then consider whether any of the identified voluntary options solves the staffing situation. 

· If so, HR make formal offer to individuals. If not, school moves to compulsory stage of process.

Staffing Adjustment - voluntary options for teaching staff
The voluntary options are: 

1.
Redeployment


Alternative posts can be sought in other schools from volunteers for redeployment.  HR will provide assistance in identifying suitable alternative vacancies in other schools.  Financial assistance is available for up to four years if staff incur greater travelling expenses.

2.
Reductions in Hours


It would be possible to enter into permanent or temporary reductions in hours or job share arrangements if staff wished to work together.  HR will provide financial information about the effect on earnings and pension arrangements.

3.
Voluntary Early Retirement


Staff who are aged 55 years or over and contribute to the Teachers’ Pension Scheme can apply for early retirement with immediate payment of pension benefits dependent on their length of contributory service. Alternatively, staff who are aged 55 years or over can apply for phased retirement whereby they reduce their current hours by at least 25% and can access up to 75% of their pension benefits. Financial quotations would be made before any firm commitments are entered into.

4.
Voluntary Redundancy


Staff who are under 55 could volunteer to be selected for redundancy and leave with a tax free lump sum which would be determined by age, length of service and weekly pay.  Financial details would be provided before any commitments were entered into.

I would like further information about
(tick box)

1.
Redeployment







2.
Reduction in hours





3.
Early retirement



4.
Voluntary redundancy





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

Name (Print clearly):………………………………………………………………..

School: ………………………………………………………………………………

Staffing Adjustment - voluntary options for support staff:

The voluntary options are: 

1.
Redeployment


Alternative posts can be sought in other schools from volunteers for redeployment.  HR will provide assistance in identifying suitable alternative vacancies in other schools.  Financial assistance is available for up to four years if staff incur greater travelling expenses.

2.
Reductions in Hours


It would be possible to enter into permanent or temporary reductions in hours or job share arrangements if staff wished to work together.  HR will provide financial information about the effect on earnings and pension arrangements.

3.
Voluntary Early Retirement


Staff who are aged 55 or over and who contribute to the Local Government Pension Scheme can apply for early retirement with immediate payment of pension benefits dependent on their length of contributory service.  Financial quotations would be made before any firm commitments are entered into.

4.
Voluntary Redundancy


Staff who are under 55 could volunteer to be selected for redundancy and leave with a tax free lump sum which would be determined by age, length of service and weekly pay.  Financial details would be provided before any commitments were entered into.

I would like further information about
(tick box)

1.
Redeployment







2.
Reduction in hours





3.
Early retirement



4.
Voluntary redundancy





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

Name (Print clearly):………………………………………………………………..

School: ………………………………………………………………………………
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