Appendix J – Letter notifying staff of the selection criteria and requesting completion of skills audits
__________________________________________________
Private and Confidential

<Name>

<Job Title>

<Date>
Dear <Name>
Further to the end of the consultation period the Governors’ Selection Committee have met to review the feedback, consider the situation and finalise the staffing structure (please find enclosed). Unfortunately, it has not been possible to resolve all aspects of the restructure by voluntary means and therefore it is necessary to move to the competitive process.

Following consultation the Governors’ Selection Committee have agreed that the selection criteria and weightings will be as per the attached skills audit document.
In order for the Governors to have the required and up to date information I would request you to complete and return the Skills Audit Form (Optional: and indicate your role preferences within the specific ringfence on the enclosed form) by <date> (allow 2 working weeks). Upon receipt of your completed form the Headteacher will verify the information you have provided and will discuss any points of clarification with you if required.  

Your Skills Audit form will then be anonymised prior to the Selection Committee receiving them.  The Selection Committee will then meet to score your Skills Audit against the agreed criteria. The outcome/decisions will then be confirmed to you in writing.

Please note the information you provide should be evidence based and effectively demonstrate your skills and experience in the relevant areas.  If you do not complete the Skills Audit Form you will be scored zero. Acceptance of late submissions will be at the discretion of the Governors’ Selection Committee. You should use the proforma provided, and not substitute with your own CV/submission.
In the event that you are not appointed to one of the posts you would be at risk of redundancy and notice would be given to that effect.  However, we would seek to redeploy you to a suitable alternative post, should this be the case.
If you have any queries about this process, or any other aspect of the redundancy situation, please do not hesitate to contact me.
Yours sincerely

<Name>

Chair of Governors’ Selection Committee
Enc:
Final staffing structure (showing posts, not names)
Skills audit form

Preference form (if applicable)
