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LONDON




HARROW SCHOOLS
CHANGE MANAGEMENT AND ORGANISATIONAL REVIEW 
MODEL LETTERS AND TEMPLATES 
Change Management will apply where there is a need to reconsider the structure of the school and to make appropriate changes and where this will involve changes of role for employees and changes in the school structure. It may also result in the reduction of certain types of posts and the creation of new posts, which more closely meet the needs of the school. 
Once adopted by the Governing Body, the Change Management and Organisational Review Policy and Procedure are contractual and apply to all school based staff. The guidance and associated forms are non-contractual.
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Appendix 1

Template Consultation Pack 
 
   
 
  
 
 
 

[School] 
Reorganisation
[Month Year] 
 
 

Consultation Pack

 
 
 
 
 
 
 
 

[Date]
Produced by [Name]
Headteacher– [Name]
MODEL CONSULTATION PACK TO BE ADAPTED TO INDIVIDUAL SITUATION

[Date]

Dear Colleague,

Staff Consultation Meeting – [Date]

You will be aware of discussions relating to potential changes and the proposed reorganisation of [Name of School] …………………………………..

If applicable:

I would like to invite you to attend a meeting to discuss the proposals at [Time] on [Date] at [Venue].  This will be the start of the consultation process and I have also invited trade union representatives to attend. 

It is essential that you make every effort to attend this meeting, however, if you are unable to do so please contact me and I will arrange a mutually convenient time to meet with you.

I enclose a consultation pack which describes the proposals for the restructure, rationale for the proposals and the process for moving from the current structure to the new. 

As part of the process, role profiles have been reviewed and new ones are in the process of being created for the proposed restructure, if accepted and agreed. These are subject to this consultation process with you and an evaluation process involving unions.  Unison, GMB, NEU, NASUWT, NAHT (delete as appropriate) have been fully informed regarding the proposal and consultation process. 

Also included are Frequently Asked Questions which you may find helpful.

[Names] will be holding sessions with staff from the [affected area], giving you the opportunity to raise any questions about the proposal – if applicable

There will also be the opportunity for you to discuss any concerns on a one-to-one basis, with myself or you can contact the HR on 020 8901 2655 for advice.

I confirm the timetable for this restructuring exercise: 

[Date] - Consultation meeting regarding reorganisation of the [school name] in [venue] from [times].   

[Date]  – Closing date for comments from consultation. 

[Date] – meeting with staff for feedback on consultation in [venue] from [times].  

I also confirm that advice and support is available to you from your trade union and the Council’s Employee Assistance Programme who can be contacted on 0800 141 2784. 

Yours sincerely, 


Headteacher

Proposed [School name] Reorganisation 

1. Back ground 

2. Process 

Include:

· Rationale for the change

· Details of proposed change 

· Proposed new structure compared with existing structure

· Timescales

· How posts will be filled in new structure

· Proposed selection processes, if any

· Redeployment

· Communication

· Arrangements for on-going contact

· Implications for conditions of service

· Support for employees through process.

3. Timescale and Next steps 

Note:

Where redundancies are likely, remember to include the following information into the report:

· The reasons for the proposals;

· The numbers and descriptions of employees who may be dismissed as redundant;

· The total number of employees at the establishment in question;

· The proposed method of selecting the employees who may be redundant;

· The proposed method of carrying out the dismissals, including the period over which the dismissals are to take effect;

· The proposed method of calculating the amount of any redundancy payments.

Proposed Role Profiles

Any proposed Draft Role Profiles here

Frequently Asked Questions and Answers in Reorganisation 

 

1. Why does the Group need to restructure? Can’t things be left the way they are? 

 


Answer: ……………

2. Does the consultation mean that my views and opinions on the proposals count and a final decision has not been made to restructure? 


Answer: The consultation process means that management are proposing these changes and also proposing how it will be done. A final decision on how the changes are made have not been finalised yet and your views and those of other stakeholders will be considered before a final decision is made. 

3. What happens within a restructure? 

 


Answer: In a restructure/reorganisation the staffing structure changes and in some cases this involves the deletion of existing posts and the creation of new posts in line with a new business way of working. Once new posts have been created management will try and match current employees to new posts within the new structure through assimilation or ring-fencing arrangements. 

4. Does the deletion of my post automatically mean that I have been selected for redundancy? 


Answer: No. Posts that are deleted may be replaced with new posts. If there is a match between the new and old post then where possible you will be assimilated into the new post. 

5. What is assimilation? 

 


Answer: Assimilation is the process in a reorganisation whereby an employee whose current job matches a job in the new structure can be offered, without being interviewed, the new position. 

6. I am acting up/seconded into a higher graded post which is for a period of less than 1 year.  Can I be considered for assimilation into the higher graded post?


Answer: No.  Assimilation will only be considered where the reorganisation affects your substantive post.

7. What is ring fencing? 


Answer: Ring fencing is a method of selecting people for a post in a restructuring process. When there are more people than posts available or when an employee’s current job does not match a job in the new structure, those employees affected will have the right to apply for posts in the new structure ahead of any others. Only when the ring fencing process has been completed will any “unfilled” posts be open to others. 

8. How would we ensure that Role Profiles are fair and reflect the duties required of us? 

Answer: Role Profiles are part of the consultation process and we welcome your views on them. The Role Profiles will also be provided to the unions to consult on their content and also the grading. 
 

9. What if I am not successful in obtaining a post in the new structure through assimilation or ring-fenced interview? 

 


Answer: You may wish to apply for one of the roles under open competition. HR will support you in this process. 

10. What if I do not want to apply for any posts in the new structure or accept a redeployment opportunity and prefer to be made redundant? 


Answer: Unreasonable refusal to accept an offer of suitable alternative employment will normally affect an individual’s entitlement to a redundancy payment. The restructuring is not an opportunity for individuals to seek voluntary redundancy but it is an opportunity for the business to re-organise itself to deliver an effective service. 

11. What support will I receive through this re-structuring process? 


Answer: To ensure that staff are well supported and informed throughout the process, support and guidance will be available from your manager and, if you belong to a union, your union representative. Advice and support is also available to you from the council’s Employee Assistance Programme who can be contacted on 0800 141 2784. 


 

12. What if I feel I have been treated unfairly in the restructuring process? 


Answer: If you feel you have been unfairly treated in the process then you should contact the senior manager leading the re-organisation.  If still unsatisfied after this then you can raise your complaint through the Grievance Procedure and seek advice through your trade union.
Appendix 2
SCHOOL  PARTNERSHIP WITH TRADE UNIONS (UNISON, GMB,NEU, NASUWT, NAHT ) LOG

[Reorganisation name / Date]
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Appendix 3

Model Letter – Notifying employees of agreed structure and next steps

Dear Colleague

Reorganisation of [school name]

Further to my letter enclosed within the consultation pack dated [date] and the amended consultation pack provided on [date], I am writing to advise you that consultation for the proposed reorganisation of [school  name] has now ended.

Having considered the views of staff put forward during the consultation period.  I have now received authorisation from the Board of Governors to implement [a revised] or [the original proposal]. 

Attached is a copy of the [revised] or [original] structure chart for [school name] and the new Role Profiles.  Please note, the Role Profiles are still subject to evaluation by HR and the trade unions.
The process for implementing the reorganisation will be as follows:

· a job matching exercise will take place and any staff who are identified as a close match between their old and a new Role Profile will be assimilated into posts

· a ring fencing exercise will take place for those identified as eligible for ring fencing within the revised structure.  Competitive selection interviews will take place with affected staff and successful candidates will be appointed into new posts within the structure

· open competition of the remaining vacant posts will be available to the remaining staff affected by the reorganisation of [school  name].  Competitive selection interviews will take place and successful candidates will be appointed into the new posts within the structure

· for any remaining vacant posts, recruitment and selection will take place outside of  [school  name].

Staff will receive individual letters shortly advising whether they have been selected for assimilation, identified for ring fencing or identified as suitable for applying for a post through open competition.  I should advise you that existing staff who are not successfully appointed following this reorganisation are at risk of redundancy.

Subject to completion of the job evaluation process, I propose to complete the job matching exercise by [date] and commence the ring fencing exercise by [date].  I intend to complete the reorganisation process by [date].

I would like to remind you that advice and support is available to you from your trade union  and the Council’s Employee Assistance Programme who can be contacted on 0800 141 2784. 

Yours sincerely

Headteacher

.
Appendix 4
JOB MATCHING TEMPLATE FOR THE POST OF [JOB TITLE]

	CRITERIA FOR JOB MATCHING
	CURRENT CONDITIONS AND ROLE PROFILE 
	NEW CONDITIONS

 AND ROLE PROFILE 
	MATCH/ NO MATCH



	Hours and shift patterns


	
	
	

	Accountable to


	
	
	

	Pay and Benefits


	
	
	

	MAIN DUTIES
	JOB PURPOSE:


	JOB PURPOSE: 


	

	Nature of the Job


	
	
	


Appendix 5

Model Letter  – Invite to apply for posts through ring fencing

Name

Address 

Date

Private & Confidential

Dear [name]

Invitation to apply for posts through ring fencing

I am writing to confirm that following the reorganisation of [school  name], you have been identified as being ring fenced for [the post of job title or for posts] within the new structure.

Please find attached the Role Profile[s] which have/has been evaluated along with the selection criteria.  

If you would like to apply, please submit an [application form or supporting statement] to [manager’s name] by [date]. 

 Competitive selection interviews will then take place on [date].

[names and job titles of interview panel members] will be present at the interview.  

[Add anything here in relation to the interview i.e. presentation, testing]

I should advise you that if you unreasonably refuse an offer of suitable alternative employment, this could affect any entitlement to a redundancy payment.

Yours sincerely

Headteacher

Appendix 6

Model Letter – Confirming Assimilation

Name

Address 

Date

Private & Confidential

Dear [name]

Assimilation into the post of [job title]

I am writing to confirm that following the reorganisation of [school  name], you have been assimilated into the post of [job title] within the {school  name] on grade [grade name].

The assimilation will take place with immediate effect / implementation date of reorganisation (delete).

All other terms and conditions remain unchanged. (amend as appropriate)

I would be grateful if you would sign and return the enclosed copy of this letter to confirm that you accept this change in your terms and conditions of employment.

Yours sincerely

Headteacher

I have received the original of this letter and accept the above changes to my terms and conditions.

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











Appendix 7

Model Letter – Offer of Appointment

Name

Address 

Date

Private & Confidential

Dear [name]

Interview for post of [job title]

I am writing to confirm that you were successful at your interview for the post of [job title], within the [school  name].

You will shortly receive a formal notification letter from HR.

Yours sincerely

Headteacher


Appendix 8

Model Letter – Notification of unsuccessful interview

Name

Address 

Date

Private & Confidential

Dear [name]

Interview for [job title]

Following your interview on [date] for [job title] as part of the [ring fencing or open competition within the school ], I am writing to advise that you were unsuccessful.

If you would like to discuss any feedback from the interview, please contact me on [telephone number].

You will be contacted again in due course in relation to securing employment following the reorganisation of [school  name].

Yours sincerely

Headteacher

Appendix 9

Model letter  - Notifying employee that AT RISK of Redundancy  

Note: this is not the official notification of redundancy letter

Private & Confidential

Date

Name 

Address

Dear [name]
Amend/Delete as required

Notification of At Risk of Redundancy 

I am writing to confirm that following the restructure of the [school name], your substantive post as [Name Job Title] has been deleted. Unfortunately, you were not successful in obtaining a position in the new structure; and therefore you are at risk of redundancy.

OR

I am writing to confirm that following the restructure of the [Team/Service Area], your substantive post as [Name Job Title] has been deleted; and therefore you are at risk of redundancy.

AND/OR

The post(s) listed below within the new structure remain(s) vacant and you are invited to apply for this/these post(s).  You will be considered in competition with other applicants, not assimilated within service area affected.

· Name of Post (Grade)

For further information on this/these post(s) please contact [Enter Name].
The school  is committed in supporting you to find suitable alternative redeployment opportunities; and have a dedicated Redeployment Advisor to provide you with advice and support on redeployment.  Please note, that it is also your responsibility to identify and apply for any suitable alternative vacancies.  

In addition to the above, I would like to make you aware that should you unreasonably refuse an offer of suitable alternative employment you will lose any entitlement to a redundancy payment.

If you would like meet with me to discuss this decision and the reasons for it, please let me know.  Should we meet, you may choose to be accompanied at the meeting by your Trade Union representative or a work colleague.

I appreciate that this is an unsettling and difficult time for everyone. I can assure you that we will do all we can to keep you informed and involved in the process.
Yours sincerely 

Headteacher

cc. 

Appendix 10

Model letter – Inviting  an employee to meeting to discuss selection for redundancy  

NOTE: Employee must be given 5 days notice of the meeting and meeting must take place before their employment comes to an end.

Private & Confidential

Date

Address

Dear [name]

Meeting to discuss Redundancy

Following my letter to you of [date] informing you of the school’s decision to terminate your employment by reason of redundancy you indicated that you would like to meet with me to discuss this decision and the reasons for it.

The meeting has been arranged on [date] at [time] at [place] and I would advise you that you may be accompanied at the meeting by a trade union representative or work colleague.  Please forward a copy of this letter to them, if you wish.

Please confirm whether you will be able to attend and the name of who will be attending with you.  If the time or date of the proposed meeting is not suitable for you please let me know.

Yours sincerely

Headteacher

Appendix 11

Model letter - Notifying employee of the outcome of a meeting to discuss redundancy
Private & Confidential

Date

Address

Dear [name]
Meeting to discuss Redundancy

Thank you for attending meeting with [name] on [date] regarding the school’s decision to terminate your employment by reason of redundancy. 

We have given careful consideration to the points that you raised at the meeting [add more detail in her if appropriate].   

Add in here reference to any suggestions put forward, etc.eg the alternative job that you asked about would not be suitable for you because ………..
However, taking into account all the circumstances, we have decided that the decision to terminate your employment must stand. 

If you remain dissatisfied with this decision you can appeal against your selection for redundancy.  Appeals must be submitted to [name], in writing, within 5 days of receiving this letter.

Yours sincerely,

  Headteacher

Appendix 12

Model Letter – Notification of further opportunities

Name/Address

Private & Confidential

Dear [name]

Notification of further opportunities following reorganisation

Following to the reorganisation of the [school name], I am writing to confirm that [delete as appropriate]


-
you have not been assimilated into a post

· you have been unsuccessful in securing a post following the ring fencing exercise

OR

· you chose not to apply for any new posts through the ring fencing exercise

The post[s] listed below within the structure remains vacant and therefore, I would like to invite you to apply through open competition with others within the service area who have also as yet not been appointed.

Please submit an [application form or supporting statement] to [manager’s name] by [date].  Competitive selection interviews will then take place on [date].

[names and job titles of interview panel members] will be present at the interview.  

[Add anything here in relation to the interview i.e. presentation, testing]

If you are not interested in applying for the vacant posts within the [service name], there may be other vacancies in the school  which you may be interested in., If  you would like to be considered as a redeployee for any of those vacancies, please let me know.

I should advise you that if you unreasonably refuse an offer of suitable alternative employment, this may affect any redundancy payment.

Yours sincerely

Headteacher

Appendix 13

Model letter – giving employee Formal Notification of Redundancy  

(to be amended as appropriate)

Private & Confidential

Date

Name 

and 
Address

Dear [name]
RE: NOTICE OF REDUNDANCY

Amend first para as required

As discussed today and/or at previous meetings with you and in correspondence, 

your role has significantly changed since the introduction of ……………. or 

the role you have been covering in the ……………… will cease on ………… and/or 

your role has been deleted within [area of the school}] and …………..(insert reason for redundancy)   The new structure has been introduced to allow the service to meet its budgetary constraints and as a result your post has become redundant.  Your former substantive role has been deleted and the work associated with that role has been transferred to new roles and/or will no longer be carried out.
The following terms will apply in respect of the termination of your employment :

Termination date
This letter gives you notice of the termination of your employment on the grounds of redundancy with effect from …………. (put last day of service in here). This letter constitutes ….. weeks notice (enter statutory notice or contractual notice entitlement whichever is greater), from today’s date, in writing in accordance with your contract of employment. [if necessary state how many, if any, weeks pay in lieu of notice are to be paid).

Termination payment
As you have more than two years continuous employment, you are entitled to receive a redundancy payment.  This is calculated taking into account the period during which you have been continuously employed, your age and your gross weekly pay.  Details are enclosed – if appropriate.

OR

Termination payment
As you have less than two years continuous employment, you are not entitled to receive a redundancy payment.  

Redundancy Payment [if applicable]

A redundancy payment will not be made if you receive an offer of employment with this or any Local Authority or other employer covered by the Redundancy Payments (Continuity of Employment in Local Government, etc.) (Modification) Order 1999 (as amended), before the contract of employment currently in operation ends and if you take up such employment within four weeks of your last day of service with the school..  

Annual Leave

Please note that you should take any annual leave due during your notice period as you will not be paid in respect of any annual leave outstanding on your last day of service.  In accordance with your contract of employment, the school reserves the right to deduct from your final termination payment an amount in respect of any annual leave taken in excess of that due to you by the termination date.

School Property

I would like to remind you that on your last day at work you must return all property in your possession that is rightfully owned by the school, including any credit or charge cards, keys and passes, equipment, documents papers and correspondence.  

In the event that you will not be available on your last working day, then you must make alternative arrangements for all returns on a date no later than your last working day.  

Job search assistance
During your notice period, we will continue to search for alternative opportunities, including temporary assignments and redeployment opportunities.  HR will offer continued assistance.  

Should we identify suitable alternative permanent work or a temporary assignment of more than six months in duration, the school  retains the right to revoke your notice.  If however, an assignment of less than six months is identified, your notice will be extended and termination date will be delayed until the end of the temporary assignment.

Please note that it is also your responsibility to identify and apply for any suitable vacancies.  Additionally, should you unreasonably refuse an offer of alternative employment, you may lose all rights to redundancy pay. 

All Harrow Council vacancies can be accessed via the following URL: http://www.harrow.gov.uk/recruitment/redeployment
You are entitled to reasonable time off during your notice period to look for new employment or to make arrangements for training for future employment.  You should arrange this time off with your Manager.
Consultation   

During your notice period, consultation will continue.  In order for the consultation to be meaningful, you are invited to offer suggestions that may avoid the need for redundancy.  Any suggestions that you offer will be given full consideration.  Additionally, consultation will continue with regards to searching for alternative employment and you are asked to inform us of any vacancies you identify as possible opportunities.

References
If you require references, the person requesting the reference should make a request in writing to ………………………………...  Please do not hesitate to contact me if I can be of any assistance to you in obtaining new employment.

Appeal 

You have a right of appeal against the decision to terminate your employment on the grounds of redundancy.  If you wish to appeal, your appeal must be registered in writing and sent to me within 5 days of receipt of this letter.   Details of the appeal procedure are laid down in the Grievance Procedure.  Please note that the appeal hearing need not take place before the dismissal takes effect.  

I appreciate you may find this situation difficult and that you may want some support.  An organisation called Work Place Wellness has been contracted to provide confidential 24 hour assistance to employees, including counselling, financial advice, help and information.  Their free telephone number is 0800 141 2784  or visit www.my-eap.com

Finally, as previously stated, I’m aware that this must be a time of great anxiety for you and would reassure you that we will endeavour to avoid redundancy, if at all possible.  

Yours sincerely

Headteacher
Appendix 14

Model letter – Confirmation of Outcome of Redundancy  Appeal Meeting 

Amend as appropriate

Private & Confidential

Date

Name 

and 
Address

Dear [name]
Redundancy Appeal Meeting

Thank you for attending the Appeal Meeting on (date) in relation to the school’s decision to terminate your employment by reason of redundancy.  We have now given careful consideration to the points that you raised at the meeting.  However, taking into account all the circumstances, we have concluded that the decision to terminate your employment must stand. 

Add any relevant facts relating to the points raised here 

If appropriate

I would confirm that, as previously notified, your last day of employment with the school   will be (date).   

AND/OR 

You are not required to work out your notice period and the school will give you a payment in lieu of notice.
AND/OR 

I would confirm that we will continue to seek redeployment for you up until your last day of service.

Yours sincerely,

Headteacher
APPENDIX 15 - REDUNDANCY FLOWCHART
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