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Introduction 
  
1.1 Nurture Academies Board of Trustees shall seek to ensure, as far as 

possible, security of employment for the school’s employees by careful 
forward planning.  It is recognised however that the needs of the school may 
evolve and this may lead to a need to consider workforce change, including a 
reduction in staffing numbers.   

 
1.2 This workforce change policy was drawn up in consultation with the 

recognised Trade Unions to replace the 2003 publication “Guidelines for 
Handling Reductions in Staffing and Dealing with Redundancy”, which is now 
obsolete.  It does not form part of any employee's contract of employment 
and it may be amended at any time. 

 
1.3 It is essential that this policy is adhered to closely and advice is sought at an 

early stage from your designated Human Resources Business Partner on 
how to implement it. This will help to avoid the risk of time-consuming and 
expensive problems. 

Scope 
 
2.1 This policy will apply whenever any course of action is contemplated which 

may entail workforce change as defined in 3.1 & 3.3. It has been formally 
adopted by the school’s Trustees and will be reviewed from time to time to 
ensure that it meets the school’s legal obligations and business needs. 

 
2.2 This policy does not apply to: 
 

 measures taken in connection with TUPE transfers;  

 changes to terms incorporated into individual employment contracts by 
nationally agreed collective agreements; 

 the termination of fixed term contracts at the end of the contractually 
agreed fixed term; 

 Any staff not employed by the school for example agency workers, external 
contractors consultants etc. 

Definitions 
 
3.1 In this policy the term 'workforce change' shall mean any ‘restructure process’, 

that may or may not result in ‘redundancies’ as defined at clause 3.3 below as 
well as other proposed courses of action which may entail or result in, the 
dismissal of one or more employees for some other substantial reason or 
reasons which are not related to the individuals concerned.  For example: 
 

 to achieve an overall reduction in the number or type of posts within the 
school;  
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 dismissal and re-engagement to effect a change to local terms and 
conditions, for example to vary hours of work, working patterns or working 
practices;  

 to bring about a change to the skill or grade mix within the staff body; 

 to make room for the introduction of new staff roles; or 

 in the course of a management restructure. 
 
3.2 A statutory duty to undertake ‘collective consultation’ is triggered where 20 or 

more employees stand to be dismissed from one establishment as a 
consequence of workforce change in relation to a restructure within any 90 
day period. 

 
3.3 An employee will be deemed to be dismissed by reason of ‘redundancy’ where 

his or her dismissal is wholly or mainly attributable to the fact that:  

 Nurture Trust Board of Trustees has ceased or intends to cease to operate 
the school;  

 Nurture Trust Board of Trustees has ceased or intends to cease to operate 
the school in the  

 place where the school’s employees were employed in the case  of a multi-
site school 

 the requirements of the school for employees to carry out work of a 
particular kind, or for employees to carry out work of a particular kind in the 
place where they were employed, have ceased or diminished or are 
expected to cease or diminish.  
 

3.4 The selection pool is the pool of employees from which the redundancies will 
be made. When identifying this, the school should consider which particular 
type of work is disappearing and which employees do that work. The School 
should be able to show that their choice is reasonable given the 
circumstances. 

Roles and Responsibilities  
 
4.1 Role of Nurture Academies Trust Board of Trustees  

 
4.1.1 Nurture Academies Trust Board of Trustees has overall responsibility for:: 

 

 determining the staffing structure for the school; 

 managing the establishment; 

 determining the annual budget; 
 initiating any workforce change exercise; and 

 determining whether any employee should cease to work at the 
school by reason of redundancy or for some other substantial 
reason. 
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4.2 Delegation to Committees  
 

4.2.1 As it will rarely be practicable for  the school’s full Trustees to manage a 
workforce change exercise collectively, the Trustees should exercise its 
power of delegation under the School Staffing (England) Regulations 2009 
at an early stage to appoint: 

 
a) A Nominations Committee consisting of a minimum of three non-staff 

members of the Nurture Academies Board of Trustees which shall 
include at least the CEO of the Trust, to carry out the workforce change 
exercise. In carrying out this work, the Committee may wish to seek 
advice from appropriate individuals, such as members of the school’s 
senior leadership team including the Head of School/Head of 
School/Headteacher/Executive Headteacher/Executive Head of 
School/Headteacher/Executive Headteacher, the School Business 
Manager and your Human Resources Business Partner. 

 
 and 
 

b) an “Appeals Committee” to hear any appeals against dismissals by 
reason of redundancy. The Appeal Committee must have at least as 
many members as the Nominations Committee and, to the greatest 
extent possible, consist of non-staff members of the Nurture 
Academies Trust Board of Trustees who have had no previous 
dealings with the matter.   

 
4.2.2. Both Committees should be appointed at the same time.  A reserve should 

be appointed for each Committee in case of ill health or other 
circumstances preventing any individual from acting.  The Committees 
may only be appointed by a quorate meeting of the Nurture Academies 
Trust full Board of Trustees i.e. where 50% of the Trustees are present. 

  
4.2.3. It is important to note that in delegating the management of workforce 

change to Committees, the Nurture Academies Trust Board of Trustees 
still maintains overall responsibility for decisions made by the Committees.  

 
4.3 The Role of the Local Authority* 
 
4.3.1. In community, voluntary controlled, community, special and maintained 

nursery schools, the Local Authority is responsible for dismissing any 
employee whom the Trustees has determined should no longer work at 
the school (or, if the employee also works elsewhere for the Local 
Authority, withdrawing him or her from the school).  The Local Authority 
must effect a dismissal within fourteen days of notification by the Trustees 
in writing of the decision to dismiss. The effective dismissal date is the 
date of the Local Authority dismissal not the Trustees dismissal. It is the 
school’s responsibility to ensure, before issuing such notification, that all 
relevant requirements have been observed, including any minimum 
consultation period.   
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4.3.2. In all cases where the school is contemplating a course of action which 
may entail workforce change, HR advice from your Human Resources 
Business Partner should be sought without delay. Where advice is not 
sought from the school’s HR provider in relation to workforce change, or 
where the school receives advice from their HR provider but fails to follow 
it, the Local Authority  may when exercising its power under Section 37 
Education Act 2002 consider that such failure is a “good reason” to 
recharge any costs of any dismissal(s) against the school’s delegated 
budget including any potential costs arising out of an Employment 
Tribunal. 

 
*The role of the Local Authority in this circumstance does not apply to 
Nurture Academies Trust as the Board of Trustees are the employer and 
not the local Authority. 

Initiating a Workforce Change Exercise  
 
5.1 In almost all cases, the process will begin with a draft proposal being put 

forward, in strictest confidence, by the Head of School/Headteacher/Executive 
Headteacher or Senior Leadership Team for agreement by the Staffing 
Committee who will take it to the full Trustees. Please note that minimal 
information  should be given to the full Trustees and they should be informed 
of the need to maintain confidentiality. 

 
5.2 The draft proposal will normally include: 
 

 the rationale for the workforce change 

 information about the current staffing structure of the school including 
any funded vacancies 

 a preliminary list of affected employees 

 a brief outline of any proposed new staffing structure 

 appropriate financial information 

  job descriptions. 

  A draft timeline for implementing the workforce change should be 
provided as detailed in appendix A. All documents must be marked 
“proposals subject to consultation” and a process must be set up to 
ensure that the most up to date version of documents is clearly 
identifiable.   

 
5.3 Once it has agreed a draft proposal in principle, the Trustees will put in place 

formal  arrangements for undertaking the workforce change exercise. 
The Committee and an Appeal Committee will usually be established at this 
stage as explained at 4.2.1.   

   
5.4 It is the school’s policy to fully consult with all affected employees and the 

recognised Trade Unions in all cases, even where no redundancies are 
expected as part of the process. Trade Union contacts details can be found at 
appendix G. 
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Equality Considerations 
 
6.1 The Public Sector Equality Duty contained in the Equality Act 2010 requires 

public authorities to have due regard to a number of equality considerations 
when exercising their functions. One way to demonstrate compliance with the 
Public Sector Equality Duty is to complete an Equality Impact Assessment 
(EQIA). EQIAs are a tool that can be used to help schools ensure that their 
decisions are fair and that they are not inadvertently discriminating against any 
particular group of employees with a protected characteristic. Protected 
characteristics include age, disability, gender reassignment, marriage and civil 
partnership, pregnancy and maternity, race, religion and belief, sex and sexual 
orientation.   Therefore EQIAs need to contain information on employees 
broken down by ethnicity, gender, sexuality, religion, age and disability. Please 
find a template EQIA attached at appendix H. 

Commencing Consultation 
 
7.1 To commence consultation, contact must be made with the recognised Trade 

Unions formally notifying them of the workforce change proposal and detailing 
the arrangements for an initial consultation meeting, with a minimum 5 working 
days notice.  Whenever any course of action is contemplated which may entail 
workforce change, even where no redundancies are expected as part of the 
process, the school will seek to undertake meaningful consultation with all 
affected employees and the recognised Trade Unions in good time before 
decisions are made. Depending on the nature of the workforce change that is 
contemplated (redundancies are an expected outcome); formal consultation 
within a particular timeframe may be a statutory requirement. 

 
 Where it is proposed that between 20 and 99 employees may be dismissed 

consultation must begin at least 30 days before the first dismissals take 
effect. 

 
 Where it is proposed that 100 or more employees may be dismissed 

consultation must begin at least 45 days before the first dismissals take 
effect.  

 
 Whenever the statutory duty to undertake collective consultation is triggered, a 

Section 188 notice and a copy of the HR1 form will be sent to the Trade 
Unions. The HR1 Form is the form that is sent to the Insolvency Service and is 
used where the employer needs to notify the government of potential 
redundancies. If the school fails to comply with this statutory requirement 
without good cause it will be liable to be prosecuted and may receive a fine of 
up to £5,000.   Where the Local Authority is the employer it is the school’s 
responsibility to contact the Local Authority in good time to request that the 
notification be sent and to supply all necessary information. Advice and 
support should be sought, if required, from your School’s Human Resources 
Business Partner. 
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 The parties should aim to complete the formal consultation exercise either by 
the end of the statutory consultation period if applicable or in the shortest time 
frame that allows for meaningful consultation. This should be for a minimum of 
10 days. Where collective consultation is required, it must be completed 
before notice of dismissal is given to any of the affected employees. It should 
be noted that employees on fixed term contracts that have reached the end of 
their duration are excluded from the obligation to consult collectively, except in 
cases where the work is likely to continue. 

 
7.2 It is usual to hold a staff consultation meeting after the initial consultation 

meeting with the recognised Trade Unions. The staff meeting should be open 
to all employees who might be affected by the proposals. Trade Union 
representatives should be informed that a staff consultation meeting will follow 
the initial consultation meeting (or else told when and where it will take place) 
and invited to attend. Where possible meeting dates will be agreed and 
arranged in conjunction with the relevant Trade Union colleagues. 

 
7.3 At both the Trade Union and initial staff consultation meetings, the proposal 

documents should be distributed and the proposals explained in detail. The 
timeline should be made clear at this point and meeting dates agreed. So far 
as possible, any questions should be responded to. 

Determining selection criteria and methodology 
 
8.1 During the collective consultation process, any proposed method for selection 

must be discussed with affected employees and the recognised Trade Unions 
with a view to reaching agreement where possible. 

 
8.2 In carrying out any selection process, the most important consideration must 

be the long-term sustainability of the school and the need to maintain a high 
quality, balanced workforce with appropriate skills to meet the needs of pupils.   

 
8.3 Trade Union representatives and employees should be encouraged to ask 

questions, raise concerns, make comments or suggestions, and/or submit 
counter-proposals to the committee. The Committee must consider any 
counter-proposals with a view to reaching agreement on alternative ways of 
avoiding dismissals, reducing the number of employees to be dismissed and 
how to mitigate the effect of any dismissals. 

 
8.4 Employees must be notified of the feedback mechanisms which have been 

agreed, and any deadlines involved; and advised that comments can be made 
at meetings or by letter, email, etc. 

 
8.5 The school should keep a detailed note of all consultation meetings including 

any questions asked and responses provided. 
 
 
8.6 Throughout the consultation process, the school must take reasonable steps 

to ensure that employees who are absent due to sickness, maternity leave, 
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paternity leave, secondment or for any other reason are fully informed of and 
consulted about developments.  They should receive all of the information and 
have the same opportunities to comment as the other parties involved in the 
process have received. 

Opportunities for voluntary redundancy and access to redundancy 
estimates  

 
9.1 Where there is the potential for redundancies, applications for voluntary 

redundancy should be opened up and staff asked whether they would be 
interested in this. The decision to accept applications for voluntary redundancy 
and any subsequent approval, will be at the discretion of the school.  Advice 
should be given on the process for this and any affected staff should be given 
their redundancy estimates for them to consider whether they wish to pursue 
this option. 

Subsequent Consultation Meeting(s) 
 
10.1 Following the initial consultation meetings, all feedback received from Trade 

Union  representatives and/or affected employees must be collated and may 
be summarised.  If  counter-proposals have been put forward, the 
Nominations Committee must consider whether any  agreement can be 
reached on these.  In its response it should outline the consequences of 
adopting the counter-proposals and, if they are considered impractical to 
implement, explain the reasons why. Employees should be offered the 
opportunity to have individual consultation meetings should they wish. Support 
from your Human Resources Business Partner should be sought when 
conducting these meetings. Members of staff must be reminded of their right 
to be accompanied at individual consultation meetings by a Trade Union 
representative or work colleague. 

 
10.2 Consultation should consider ways of avoiding dismissals, reducing the 

numbers of employees to be dismissed and mitigating the consequences of 
the dismissals. All aspects of the proposals should be open for discussion 
including job descriptions, any proposed changes to terms and conditions and 
any selection process if applicable. 
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Close of Consultation 
 
11.1 It is not necessary for the parties to reach agreement for the consultation to be 

complete. As long as there has been genuine consultation with a view to 
reaching agreement and the school can demonstrate that it has listened and 
responded to any comments and counter-proposals and that all matters have 
been resolved as far as possible, it can end the consultation process. The 
consultation period should last for a minimum of ten days as discussed at 7.1. 
However there may be a need at some stage in the consultation process to 
provide additional time to consider the proposals. 

 
11.2 At the end of the consultation process, whether the school decides to pursue 

its original proposals or some modified version of those proposals, the school 
will provide the Trade Unions with details of the changes that will be 
implemented, together with a list of affected employees and a copy of the final 
structure where applicable. 

Voluntary Redundancy Decision and Notice Period 
 
12.1 The Committee can consider applications for Voluntary Redundancy at any 

suitable point in the process and will decide whether or not these will be 
accepted. If they are accepted then the employees contractual notice period 
will begin on that date and this will be confirmed in writing.  

 
12.2 Please note that the entitlement to contractual notice extends to all affected 

employees regardless of whether they are made redundant on a voluntary 
basis or a compulsory one.  

 
12.3 Employees can choose to waive their right to notice and leave early with the 

agreement of the school. Where this is the case it should be confirmed in 
writing and the implications of this made clear to the employee.  

 
12.4 Should the employee choose not to waive their right to notice the termination 

date of their employment will be the end of their contractual notice period. 
Ideally enough time should be factored in to the process to allow for the 
employee to work their notice if required.  

Assimilation Process 
 
13.1 The purpose of the Assimilation process is to provide a fair, transparent and 

efficient  process for placing existing employees into the new organisation 
structure, and identifying any possible redundancies. 
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13.2 Establishing Assimilation Categories 
 
 Employees’ assimilation rights are determined by examining the following 

factors:- 
 

 Comparison of the duties and responsibilities of each post in the new 
structure compared to those of each employee in their current substantive 
post (ignoring any temporary promotion or acting responsibilities). 

 Current level/grade within the relevant part of the organisation. This is to 
preserve the employee’s status and to ensure fairness in the assimilation 
process. 

 Relevant experience, skills and competencies.  

 The comparison of duties and responsibilities of the new posts in the new 
structure to current employees in their existing substantive posts should 
be based upon a significant proportion of duties and responsibilities listed 
in the new job description being the same as those in the employee’s 
existing substantive post using the assimilation categories outlined in 
appendix B. 

 
13.3 The outcome of the assimilation process will be to assign to all posts in the 

new structure an Assimilation Category A, B, C or D. Once assimilation 
categories have been assigned, it is intended to open up any vacant or new 
posts. Please note that when advertising new  vacancies these will be ring 
fenced for internal candidates first. 

  
13.4 An employee may be assimilated to the same level in the new organisation 

structure as the level they work at in the old structure, but that does not 
necessarily mean at the same grade, as a level may span several grades. An 
employee may be assimilated at a level below their existing level, but this may 
only occur if it does not unfairly displace an employee who works at that lower 
level. 

  
13.5 If an employee is assimilated to a lower level graded post, the Trustees will 

exercise its discretion as to whether to apply the Local Authority’s Pay 
Protection Agreement for support staff, in full, part or not at all.  This will be 
detailed in the Business Case at the start of the consultation. For teaching 
staff, the appropriate pay protection arrangements as outlined in the School 
Teachers Pay and Conditions Document that is in place at the time will be 
applied. 

 
13.6 Where an employee cannot be assimilated at their current level or to the level 

below and there are no vacant or new posts to apply for, the employee is 
displaced and will be placed at risk of redundancy. 

 
13.7 However, where a level-by-level approach is not necessary, or appropriate, an 

alternative  approach can be determined through consultation between 
management and trade union representatives, according to the circumstances. 
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13.8 The Assimilation process involves management and trade union 
representatives meeting to agree assimilation categories, wherever possible, 
to move employees from the “old” structure to the “new” structure, identify any 
displaced employees and deal with issues and problems that arise on a joint 
basis. A template list of employees with all relevant details and assimilation 
consideration will be produced. 

 
13.9  Implementation of Assigned Assimilation Categories 
 
 Following the Assimilation Meeting(s), employees will be notified in writing of 

their proposed assimilation rights. 
 
13.10  Where a selection process is required to assimilate employees into posts this 

will be put in place as soon as practicable. This will normally be undertaken by 
‘limited competition exercise’ which must be relevant and appropriate to the 
post being selected for, but there may be circumstances where 
other/additional selection processes may be more appropriate. 

 
 Notify employees who have been assimilated and make arrangements for 

them to receive confirmation of their assimilation. 

Right of Appeal against Assimilation Category 

 
14.1 Employees should be informed of their right of appeal against the assimilation 

category they have been allocated. This should be exercised in writing by 
setting out the reasons for the appeal, to the Chair of the Committee within 5 
working days of notification of their assimilation  rights. This may need to 
be extended for a short period to allow absent employees to respond. The 
Appeal form can be found at appendix D. 

 
14.2 Appeal hearings should be arranged as soon as possible. The Appeal 

procedure and format of the hearing is detailed in appendix C. 
 
14.3 Notification of Assimilation Decisions 
 
 When assimilation categories have been assigned and any relevant appeal 

hearings completed, the following should then take place:- 
 
 Direct Assimilations 
 
  Inform those employees who have directly been assimilated into posts in the 

new structure and confirm in writing. Arrangements should be made to issue 
the appropriate contractual documentation. 
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Displaced Employees  

 
 Notify displaced employees that they will be at risk of redundancy. Where 

possible, the school will take all reasonable measures to highlight to the 
members of staff, possible job opportunities. This may be in liaison with other 
schools or by providing affected staff with appropriate vacancy bulletins. 

Redundancy Nomination Meeting (to be held within 3 working days 
of the Limited Selection Competition Process) 

 
15.1 Once the assimilation process has been completed employees who are 

displaced as a result of being unsuccessful in the selection process or their 
post is no longer available in the new structure should be nominated for 
dismissal by reason of redundancy. This is subject to discussion with those 
employees and consideration of any representations they put forward.  

 
15.2 Affected employees will not be eligible to attend the meeting but one trade 

union representative (full time convenor) on behalf of all trade unions can 
attend this meeting as an observer.  

 
 Following the meeting, the chair of the Committee must write a letter to each 

employee who has been nominated for redundancy.  The letter should: 
 

 explain why the School is proposing to dismiss the employee, giving 
details, if relevant, of the criteria used to recommend their nomination for 
redundancy and the basis on which they have been selected;  

 

 enclose copies of any documentation upon which the Committee relied on, 
in reaching its conclusions e.g. anonymised scores following the limited 
selection process;  

 

 advise that if the employee wishes to lodge an appeal to the Appeals 
Committee, he or she may do so either in writing, or in person at a 
redundancy appeal meeting, or both; Where meeting dates have not been 
previously agreed timeframes will be set. 

 

 remind the employee of the right to be accompanied at the redundancy 
appeal meeting by a Trade Union representative or work colleague; 

 

 propose a date, place and time for a redundancy appeal meeting and ask 
the employee to confirm his or her attendance; and  

 

 advise that any written representations must be received by the clerk to 
the Trustees at least five working days before the date of the redundancy 
appeal meeting.   
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Redundancy Appeal Meeting (to be held within 10 working days of 
the Redundancy Nomination Meeting) 
 
16.1 The purpose of a redundancy appeal meeting is to provide employees with an 

opportunity to present information they deem relevant in an attempt to 
persuade the Appeal Committee that they should not be dismissed and/or 
consider any proposals put forward as an alternative to dismissal in the case 
of the individual. 

 
16.2 The following people may attend a Redundancy Appeal meeting: 
 

 Chair of the Committee and the clerk; 
 

 HR to advise the Appeal Panel; 
 

 The Head of School/Headteacher/Executive Headteacher and/or another 
senior manager as a witness and/or in an advisory capacity if appropriate; 
and 

 

 the employee concerned and his or her Trade Union representative or 
work colleague 

 
 At the Redundancy Appeal meeting (procedure included at Appendix C), the 

Appeal Committee will: 
 
 hear and consider representations from, or on behalf of, the employee 

concerned; and 
 
 after hearing any representations, determine whether the outcome from 

the redundancy nomination meeting is upheld and the employee is 
dismissed from their post by reason of redundancy. 

 
16.3 If new evidence is brought which all parties have not had time to consider, the 

chair of the Committee may decide to adjourn the Redundancy Appeal 
meeting. This must be rearranged within 5 working days of the original 
Redundancy Appeal Meeting. 

 
16.4 If the employee confirms they do not wish to have a Redundancy Appeal 

meeting, the decision from the redundancy nomination meeting will be final 
and confirmed to the employee as below. There is no further right of appeal 
against this decision. 

Notification of Decision 
 
17.1 Following the Redundancy Appeal meeting the chair of the Appeal Committee 

will write to the employee concerned notifying him or her of the Appeal 
Committee’s decision.  If the decision is that he or she should be dismissed on 
the grounds of redundancy, the letter will state the grounds for the dismissal 
and explain that there is no further right of appeal 
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Alternative Employment 
 
18.1 Where an employee’s post is declared redundant while he/she is absent on 

maternity, adoption or shared parental leave, the school is required to offer 
he/she any suitable alternative employment that is available in preference to 
any other employee who is similarly affected by the redundancy situation but 
who is not absent on maternity leave, adoption leave or shared parental leave. 
It is for the school to determine whether a post is a suitable alternative, giving 
consideration to all relevant terms and conditions of employment. 

 
18.2 Where an employee unreasonably refuses an offer of suitable alternative 

employment they will not be entitled to a redundancy payment.  
 
18.3 The provisions of the Redundancy Pay (Continuity of Employment in Local 

Government) (Modification) Order 1999 should be noted as they may apply in 
certain cases. Where an employee who is made redundant takes up a job with 
another employer covered by the Order within 4 weeks of the end of the old 
employment they will not be entitled to a redundancy payment. The employee 
retains his/her continuity of employment. 

 
18.4 Where an employee is placed in alternative employment, which involves a 

different type of work or is on different terms from their previous employment, 
they are entitled to a four week trial period. This may be extended by 
agreement between the school and the employee to take account of 
reasonable training needs. An employee undertaking a trial period whilst under 
contractual notice of redundancy has the right to declare the trial unsuccessful 
by terminating it. If this happens the employee will be treated as having been 
dismissed when the original contract ended by reason of redundancy. 

Continuous Service Start Date for Multiple Post Holders 

  
19.1 Please note that in cases of multiple employment (where the employee has 

more than one  post) with the Council or in a school and they are only 
being made redundant from one post; the continuous service start date that 
will be used for the purposes of calculating the  redundancy payment will be 
the start date of the post that is being made redundant. School should inform 
the employee that it is their responsibility to check that their date of continuous 
service is correct as any redundancy payment will be based on the information 
that is  held on payroll. 

Redundancy Payments and Pension Benefits 
 

20.1 Redundancy payments and pension benefits will be paid in accordance with 
the School’s Discretionary Compensation Policy and the Local Government 
Scheme Regulations and Teacher Pension Schemes in existence at the date 
of the employee’s employment. 
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Appendix A 
Proposed Timeline for Restructure  

 

Stage  A Action to be taken T Timeframe Person Responsible 

 Notify Unions of 
Potential 
Restructure Propose 
a date for the 
consultation meeting 
– ideally giving unions 
at least one weeks’ 
notice. Where 
possible all relevant 
documents should be 
sent to the Trade 
Unions. 

Dependant on when 
information is 
received) 
 

 
  

 Notify Staff of 
Consultation 
Meeting Time and 
Date 
 

(Dependant on when 
information is 
received) 

 
 
 

Stage 1 Consultation 
Meeting with Trade 
Unions  
Discuss proposals 
and give out JDs. 
Discuss the selection 
criteria for 
assimilation. 
See if TU have any 
other 
recommendations or 
feedback. Agree how 
feedback will be given  

THIS MEETING 
STARTS 
CONSULTATION 
PROCESS 

 
 

Stage 1 Consultation 
meeting with Staff 
Discuss proposals 
and give out JDs and 
proposed structure. 
Agree the selection 
criteria and discuss 
assimilation 
categories of staff. 
See if staff have any 
other 
recommendations or 
feedback. Agree how 
feedback will be given  

THIS MEETING 
STARTS 
CONSULTATION 
PROCESS 
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Stage 
2/3 

Subsequent or Final 
Consultation 
meeting  
Seek agreement on 
the proposal (this 
may be possible at 
Stage 2 but depends 
on feedback and any 
alternatives 
proposed) 

Propose that this 
takes place  

 
 

Stage 4 Assimilate Staff 
across  
Agree assimilation 
categories and move 
staff from old 
structure to new 
structure, identifying 
displaced staff. 
 
Following above 
meeting, notify staff of 
Assimilation category. 
 

 (Try and add on 
after the above if 
possible with unions) 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

Stage 5 Limited Competition 
Selection Process 
 
 

 
 
 
 
 

HR to draft, Chair of 
committee to sign 

Stage 6 Redundancy 
Nomination meeting  
 
Send outcome of 
redundancy 
nominations meetings  
 
 
 

Within 3 working 
days of the limited 
competition process 
 
 
 

TU rep, nominated 
Trustees, HR 
Representative, 
management and Clerk 
taking notes. 
 
HR to draft, Chair of 
committee to sign 

Stage 7 Redundancy Appeal 
(if necessary) 
 
Give verbal outcome 
to employee and then 
confirm in writing to 
the employee within 3 
working days. 
 
 
 

Within 10 working 
days of the 
redundancy 
nomination 

TU reps, employee 
Trustees Committee, HR 
Representative  
management and Clerk 
taking notes. 
 
HR to draft, Chair of 
committee to sign 
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Appendix B 
 

Assimilation Categories for Posts 
 
Category A 
The job(s) is considered to be directly similar in tasks, duties and responsibilities to 
post(s) in the previous structure. The grade and reporting relationship may be 
different, but it is obvious that a post holder(s) can be identified as being available for 
assimilation to the post(s) on the basis of the key tasks, duties and responsibilities of 
the former post. The only course of action is for the member of staff to be directly 
assimilated (slotted in) to the new structure. 
 
Where there are more members of staff available for assimilation than (Category A) in 
the new structure and all such members of staff (assimilees) are considered “suitable” 
then a “limited competition selection” procedure will apply. 
 
Category B 
The job(s) is considered to be broadly similar in tasks, duties and responsibilities to a 
post(s) in the previous structure, though the grade and reporting relationship may be 
different. There may be one or more members of staff who can be identified as being 
available for assimilation to this post(s). The course of action is to assimilate (slot in) 
the member(s) of staff whose present key tasks, duties and responsibilities are most 
similar to the new job, or where there is more than one member of staff who is 
available for a particular post, to have a “limited competition selection” procedure. 
 
Category C 
The job(s) is now changed in emphasis by task, duty, responsibility or grade from a 
job or jobs in the previous structure (e.g. by attachment of extra responsibilities, 
mergers, change in emphasis, reallocation of duties).  The course of action is as 
follows: 
 
a) Where only one member of staff is identified as being suitable on the basis of 

his/her key task, duties and responsibilities of a former post – to be assimilated 
directly. 

b) Where more than one member of staff can be identified as performing part of 
the constituent tasks/duties and responsibilities, then “limited competition” 
should take place and particular members of staff identified as available for 
selection. 

c) Where no member of staff is available, this post becomes open to other 
members of staff elsewhere who are affected by structural changes. 

 
Category D 
The job(s) has been created to reflect a new direction or function.  The course of 
action is as follows: 
 

 Internal advertising indicating the key requirements of the post. 

 Every possible consideration to be given to those members of staff who 
are 
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 Displaced / affected from elsewhere with suitable experience, 
qualifications and abilities. 

 
Advice must be obtained from HR on those employees on temporary/fixed term 
contracts or secondment arrangements to ensure that any assimilation rights in 
such cases are determined correctly.  
 
The general rule is as follows:- 
 
Secondments 
 
Employees on secondment have assimilation rights to their substantive post in their 
substantive service area. They do not have assimilation rights in the services 
area/post that they have been seconded to. 
 
Fixed Term Contract Employees 
 
These employees may need to be included in the assimilation process like any other 
employee, however their rights may be determined or affected by the reason for the 
contract being temporary/fixed term and HR Advice should be sought. 
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Appendix C 
 
Procedure for Appeals against Assimilation Categories or Redundancy 
Nomination 
 
An appeal against an assimilation category or redundancy nomination will be 
considered by a Panel consisting of 3 Trustees none of whom will have been 
involved in making the original decision 
 
Employees have the right to be represented at the hearing by a Trade Union 
Representative or fellow employee. 
 
 This Panel will be chaired by one of the Trustees. 
 
 The format of the hearing will be as follows: 
 
1. The Appellant will be asked to state the grounds of his/her appeal. 
 
2. Management’s representative will be given the opportunity to ask relevant 

questions. 
 
3. Management’s representative will be asked to state the grounds on which their 

decision was based. 
 
4. The Appellant will be given the opportunity to ask relevant questions. 
 
5. The Panel will ask any questions they may have of both parties. 
 
6.  Both parties will be asked to withdraw to enable the Panel to reach a decision. 
 
7. Both parties will be notified of the Panel’s decision as soon as possible 

(normally within 24 hours). The decision will be confirmed in writing within 5 
days. 

 
 This is the final level of appeal. 
  



            
              T: 01274 436644   W:pact-hr.co.uk               Copyright © 2016 PACT HR 

 21 
 

Appendix D 
Appeal against Assimilation Category Form 
 

Name  

Post Title  

School  

My representative is    

 

 

Name of Trade Union  

I wish to appeal against the Assimilation Category  on the following grounds (tick as 
appropriate) 

  
My role varies significantly from the generic  grade profile for the level to 
which I have been assimilated 

 

  There has been a failure in the process leading to me being assimilated 
incorrectly. 

 

  
Additionally I believe that I have assimilation rights to another post in the 
structure 

 

 

  
Any Other Reason (Please Explain Below) 

 
 

Date  

Please return completed forms to:    

(Insert name of person making decision / the Chair of the Trustees for Nurture Academies 
Board of Trustees) 

This form should be returned within 10 working days of your receipt of the attached 
letter. 
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Appendix E 
Appeal against Redundancy Nomination Form 
 

Name  

Post Title  

School  

My representative is    

 

 

Name of Trade Union  

I wish to appeal against the Redundancy Nomination  on the following grounds (tick 
as appropriate) 

  The committee has failed to follow the correct procedure 

 

  The committee has applied the selection criteria incorrectly 

 

 

  
The selection criteria are discriminatory for the reasons outlined below 

 
 

 

  Any Other Reason (Please Explain Below) 

 
 

Signature of Applicant (person 
raising appeal) 

 

Date  

Please return completed forms to:    

(Insert name of person making decision / the Chair of the Trustees for Nurture Academies 
Trust Board of Trustees) 

This form should be returned within 10 working days of your receipt of the attached 
letter. 
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Appendix F 
How is a Redundancy Payment Calculated? 
 
Section 162 of the Employment Rights Act 1996 sets out how a redundancy payment 
is calculated: 
 
This would start with determining the period, ending with the relevant date, during 
which the employee has been continuously employed. 
 
From this the number of complete year’s employment would be calculated. The 
appropriate amounts would then be calculated based on the following: 
 
One and a half weeks’ pay for each year of employment in which the employee was 
aged 41 or over; 
 
One weeks’ pay for each year of employment in which the employee was aged 
between 22 and 40; and 
 
half a week’s pay for each year of employment up to the age of 21. 
 
Redundancy payments and pension benefits will be paid in accordance with the 
School’s Discretionary Compensation Policy and the Local Government Scheme 
Regulations and Teacher Pension Schemes in existence at the date of the 
employee’s employment. 
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Appendix G 
Contact Details for Teaching Trade Unions 

 

Name of 
Representative 

Name of 
Union 

Contact Details Contact Number 

Adrian Cogill NAHT adriancogill@blueyonder.co.uk 07914818782 

Alison Hill NUT alison@bradfordnut.org 07581221782 

Anthony Smith ASCL asclleedsbradford@gmail.com 07841348192 

Cherry Ridgway ASCL Cherry.ridgway@ascl.org.uk 07779996347 

Irene Docherty NASUWT irene.docherty@nasuwt.net 07789374748 

John Howarth NUT johnhowarth@bradfordnut.org 01274 414664 

Tom Bright ATL tbright@atl.org.uk 07768598209 

Mark Fieldhouse UNITE  0113 2364830 

 

Contact Details for Non Teaching Unions 
 

Name of 
Representative 

Name of 
Union 

Contact Details Contact 
Number 

Linda Crowther UNISON secretary@unison-bradford.org.uk 07866802827 

Lynda Andrews UNISON childrens@unison-bradford.org.uk 07805582857 

Donna 
Willoughby 

UNISON education@unison-bradford.org.uk 07811409164 

David Wright UNISON adults@unison-bradford.org.uk 07980694507 

Julie Horbury UNISON Environment.sport@unison-
bradford.org.uk 

07792243544 

Andy Wilkinson UNISON Regeneration.culture@unison-
bradford.org.uk 

07966865143 

Gary Nesbitt GMB Gary.nesbitt@bradford.gov.uk 07930245114 

Ben Cain GMB Benjamin.cain@bradford.gov.uk 07943503515 

Toby Rackham GMB Toby.rackham@bradford.gov.uk 07930245243 
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Appendix H 
Template Equality Impact Assessment 

 

Department:  Completed by (lead):  Date of initial assessment:  
Revision Dates:  

Area to be assessed: (i.e. name of decision)  
 

Is this an existing or  a new decision i.e. a proposed restructure 
 

What evidence has been used to inform the decision? (please list only)  
 
 

 

1. Describe the aims, objectives or purpose of the decision and who is intended to 
benefit.  

The Public Sector 
Equality Duty 
requires the 
school to have 
“due regard” to 
the need to:-  
 
(1) eliminate 
unlawful 
discrimination, 
harassment and 
victimisation;  
(2) advance equality 
of opportunity 
between different 
groups; and  
(3) foster good 
relations between 
different groups  

2. What is the level 
of impact on each 
group/ protected 
characteristics in 
terms of the three 
aims of the duty?  
Please indicate high 
(H) medium (M), low 
(L), no effect (N) for 
each.  

3. Identify the risk 
or positive effect 
that could result 
for each of the 
group/protected 
characteristics?  
 

4. If there is a 
disproportionately 
negative impact what 
mitigating factors 
have you 
considered?  
 

P
ro

te
c

te
d

 c
h

a
ra

c
te

ri
s
ti

c
s

 

Age    

Disability    

Gender 
Reassignment 

   

Marriage and 
Civil 
Partnership 

   

Race    

Religion / 
Belief 

   

Pregnancy 
and maternity  

   

Sexual 
Orientation  
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Sex    

5. Has there been any consultation/engagement with the 
appropriate group of employees with protected 
characteristics? 

YES NO  

6. What action(s) will you take to reduce any disproportionately negative impact, if 
any?  

7. Based on the information in 
sections 2 to   6, does this decision 
need to proceed to a more Detailed 
Impact Assessment? (recommended 
if one or more group with protected 
characteristics  are highly impacted  
under section 2)  

YES  NO  

Assessor signature:  Approved by:  Date approved:  
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