Step 1 - Getting Started
	Month
	Date
	Action
	Comments

	Headteachers should keep copies of all correspondence and record the date it was distributed
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	5 - 30

September
	Gather information

· the regulations, guidance
· key school documents
	

	
	
	
	
	Arrange for a full governing body meeting to formally confirm the review of staffing can proceed
	

	
	
	
	
	Prepare awareness briefings for:-
· staff 

· governors
	Awareness briefing with notes can be downloaded from www.swamwac.org 

	
	
	
	
	Prepare proposal for governing body meeting

· Proposal to start the review

· An outline of, and timescale for, the process
	

	
	
	
	
	Hold awareness briefings for:-
· staff

· governors
	

	
	
	
	
	Ensure that adequate accommodation and time can be made available for discussions between staff and trade unions
	

	
	
	
	By 30 September 
	Take proposal to full governing body meeting.
At full governing body meeting :-
· formal confirmation to proceed with review

· approve the process and timescale

· elect/nominate sub group
	Following the full governing body meeting the GB can delegate the link with the headteacher to a subgroup, existing or newly formed

	
	
	
	19 – 30

September
	Draft the broad objectives and principles the school is seeking to achieve
	

	
	
	
	19 September

- 15 October

By 15th Oct

(But after full governing body meeting)
	Write, on behalf of the governing body, to staff and recognised trade unions to advise them of:-
· the purpose and scope of the review

· to whom queries about the process should  be sent

· the timescale of the process

· the dates by which written responses will be required, (staff & trade unions minimum of 4 weeks to comment)

· the arrangements for meetings to be held with staff and trade unions

· invite the trade unions to nominate the person to whom initial contact should be made
	Sample letters/memos will be circulated by the LEA



	
	
	
	19 September

- 30 October
	Circulate and discuss the broad objectives and principles  -  staff and governors
	

	
	
	
	19 September

- 5 November
	Consider the broad objectives and principles, key information and data, and responses from staff and governors  
	

	
	
	
	30 September

- 30 November
	Review and analyse information and data

· School documentation including:-
key principles

school Development Plan

pupil performance data

future priorities – curriculum, teaching and   

                             learning, 

3 year predicted role and budget projection

existing job descriptions

· Statutory requirements including:-
staffing level requirements

Teachers Pay and Conditions 2005

National Agreement

· Other:-
Locally agreed support staff gradings and job descriptions  
	LEA can support by providing 

3 year pupil and budget projections

Pay statutory requirements and guidance can be downloaded from

www.teachernet.gov.uk
Staffing Review statutory requirements and guidance can be downloaded from

www.learning.wales.gov.uk
Support staff gradings and job descriptions can be obtained from personnel department


September  2005    
                          
                                                               www.swamwac.org
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