
Good Practise Checklist

This checklist is only a summary of the key points in the guidance. It must be used in conjunction with the full guidance. Headteachers are advised especially to be aware that the review may raise issues of employment law, on which they should seek expert guidance as necessary.

Practical Considerations
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Meetings of the governing body should be organised to approve draft and final staffing structure and related implementation plans.

As part of the review Headteachers will need to assess the progress the school has made on implementing the contractual changes for teachers and the wider remodelling agenda and address any outstanding issues.

Disseminating information

The draft revised structure and implementation plan should be communicated clearly to all staff and recognised unions.

Copies of all documents submitted to the governing body along with the draft structure and implementation plan should also be provided to staff and recognisable trade unions.

The timescales and process for written representations/submissions on the draft structure should be communicated to staff and recognisable trade unions.

The final staffing structure and associated implementation plan should be communicated clearly to all staff and recognisable trade unions.

Involving Interested Parties

In defining the restructuring vision for the school, all stakeholders’ opinions should be taken properly into account.

The review should address whole school staffing structures.

All recognised staff trade unions should be invited to identify a contact who will receive
correspondence and information from the school regarding the review/restructuring process.

Headteachers should also bear in mind that individual staff and recognised unions will require adequate accommodation and time to discuss and consult upon the implications of the review.

Discussion and consultation

All staff and the recognised trade unions should be given the opportunity to engage in discussion and consultation at the appropriate stages of the review.

Consultation processes should not place unreasonable workload pressures on school staff.

Headteachers and governing bodies should give due consideration for results of the consultation process.


Where necessary, there should be further discussion to clarify outcomes.

Open, fair and transparent management of the process.

The review should be conducted in an open, fair and transparent manner at all stages.

Consultation periods within the review process should be agreed with staff and trade unions and clearly communicated to all parties.

The consultation timescale should be based on working days. It should not include weekends or school holidays.

The governing body should be kept fully informed of the preparation for the review and of all subsequent progress.

There should be openness and clarity about the role of the governing body in approving the draft structure and implementation plan.

The final presentation to the governing body should include the main outcomes of the consultation process, including formal written submissions from the recognised unions or others. The headteacher should advise on any amendments proposed as a result of the consultation, any proposals not incorporated and the reasons why. 
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