

Appendix A - RRR Timescale Planner - <insert School> - <insert term, year>

	Date

action required


	Event
	Who is involved
	Actions

	PRE CONSULTATION
	Liaise with FMS team, HR and School Improvement Services. 
Review contractual status e.g. fixed term/temporary contracts, etc. 
Take HR advice on legal aspects of temp contracts and a meeting with HR prior to commencing the next steps is advised
	Governors and Head
HR for initial conversation with Head
	

	
	Full Governing Body meet to:

1. agree savings/reductions/changes and need for possible redundancies.
2. ensure RRR Policy is adopted

3. appoint Selection (Dismissals) Committee
4. appoint Appeals Committee
5. delegate responsibility to Committees
	Governors

Head
	Agree parameters for redundancy.
Selection and Appeals Committes to commit to all required meeting dates throughout process.

	
	Complete and submit business case to the LA (via HR) to request underwriting of redundancy costs.
	Head
	Appendix B – submit to redundancybusinesscase@northyorks.gov.uk 

	
	Compile draft consultation pack to include proposal, rationale, current and proposed structures, staff affected, budget information, draft selection criteria, etc 
	Head

HR
	Redundancy/restructure plan. Consultation pack drafted by Head  - checked by HR

	
	Selection Committee meet  to agree proposals, selection criteria and confirm dates/times for key meetings during the process and discuss their roles and responsibilities. 
	Selection Committee

Head

HR if required
	

	Give 2 working weeks notice of meeting where possible
	Invite unions to preliminary consultation meeting (enclose consultation pack)
	Head
	Letter out from school to unions inviting them to consultation meeting
(Appendix C & D)

	(normally same time as union invite)
	Invite staff to consultation meeting
	Head
	Letter out from school to affected staff inviting them to consultation meeting (Appendix E)

	
	Meet with unions (ideally same day and immediately prior to staff meeting).
	A member of the Selection Committee 

Head
HR
	To inform unions of the proposals that will be presented to staff

	Minimum 30 calendar days 

	COMMENCE CONSULTATION

Meet with staff – present proposal on behalf of the Selection Committee 

	Head

A member of the Selection Committtee 

HR
Employees
	Letters sent out by Head  from Chair of Selection Committee: 
Unions Section 188 (App F)
Staff FAQs (App G1, G2 or G3)

Staff Letter (App H1, H2 or H3)

	During early stages of consultation period
	If not completed pre-consultation, Selection Committee, Head and HR meet to draft selection criteria to be used in the case of compulsory redundancy (ideally following staff meeting)

	Selection Committee

Head 

HR

	If appropriate, circulate to unions/staff during the consultation period.  Otherwise circulate at next step of the process.

	During 30 day period
(calendar days, although school holidays normally discounted)
	If possible, Selection Committee meet during consultation to consider feedback/ applications for  voluntary redundancy received at that point.  Notify staff and unions of any changes to the proposals.

	Selection Committee

Head 

HR


	Consultation can be concluded early if changes can be achieved voluntarily.

	
	END OF CONSULTATION   


	
	


	Meeting immediately after consultation period ends

	Selection Committee meet to consider feedback from staff and any applications for voluntary redundancy, reduction in hours, etc. 
If compulsory redundancies are necessary, or there is competition for posts in the new structure finalise selection criteria and skills audit and notify staff and unions. 

	Head

Selection Committee
HR
	Volunteers: Letters confirming decision on VR request sent out by school (Appendix I1, I2 or I3)


	
	Head to meet with staff affected and explain process of completing audits. Provide skills audit forms to staff to complete as appropriate (with return date – ideally allow 10 working days to complete if possible). 

	Head

Employees
	Compulsory/competitive process: Letter/criteria/skills audit form sent out to all staff by school - Appendix J & K

	
	Head to validate skills audits and anonymise for Selection Committee.

	Head
	

	
	Selection Committee meet to select posts for compulsory redundancy, and/or select individuals for posts in the revised structure.


	Head

Selection Committee

HR
	Use scoring matrix (Appendix L)

	
	Notify employees (verbally and in writing): 
· that their post has been nominated as redundant, or
· of the offer of a new or alternative post/working pattern, or
· of confirmation of an unchanged post

and

· of their right to representation and appeal

	Head

Chair of Selection Committee 
	Letters out from school to staff  (inc min 10 days notice of date of representation and appeal)
Appendix M1, M2, M3 or M4

	
	Commence redeployment process for employees in a redundancy situation

	HR
	

	Must give 10 working days notice of hearing date
	If required, Selection Committee meet to consider any representations and notify staff of their decision.

	Selection Committee
HR
Employee(s)
	Appendices N, O and P

	Allow gap of time between representation and appeal hearing
	If required, Appeals Committee meet to consider appeals and notify staff of their decision.

	Chair of Selection Committee
Appeals Committee
HR
Employee(s)
	Appendices N, O and Q

	
	Governors notify HR of redundancies and reasons for them

School to notify the Employment Support Service of relevant changes

	Governors

Head
	

	
	Notice Issued for redundancy situations to Employee (Maintained/VC notice to be served by LA*)

Red2 Form sent to employee for signing and return (Modifications Order implications)

	HR
	*VA/Foundation Schools only: Appendix R if applicable
Please adhere to the key notice dates for teaching staff



	
	Process redundancy payment
(if applicable)

	HR

ESS
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