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ATTACHMENT 1

Date:

(School Letterhead)

LETTER TO STAFF

Subject:
Potential Redundancy Situation
Dear..................

The purpose of this notice is to inform all staff that (school) is facing a potential redundancy situation this year.

This has been caused by (        ).

At this stage, it would appear that staff numbers will have to reduce by (     ); or as a result of changes to the curriculum a reduction in (area, e.g., geography) of (number, e.g., 2.0) is necessary.

Included in the alternatives that the school will be investigating are 

the following :

a) What efforts can be made to re-deploy existing staff within the school;

b) Staffing requirements in all other schools under the authority of the present employer;

c) The possibilities of employment in neighbouring schools;

d) Any additional funding that may be available; and

e) Retraining possibilities

f) Indications by staff that they are willing to make a voluntary offer to be declared redundant.

Under the Victorian Catholic Education Multi Employer Agreement 2008 there is a requirement to consult with you about this situation.  Attached is an information pro forma with your details held by the school. Please check this information and amend if necessary.  Please complete your staffing intention.  You are invited to add any comment you may care to add and pastoral concerns or other considerations.  On completion, please sign and return by   (date).  You are also invited to discuss any matter with me which you feel pertaining to the resolution of the situation.  Please contact my Secretary if you wish to make an appointment by    (Date:...............).

If you are contemplating taking Long Service Leave, Leave Without Pay or Parental Leave, or a reduction in your hours of employment next year,  please let me know as soon as possible.

A further factor which is relevant to our consideration is whether staff are likely to be leaving the school at the end of this year or whether some staff are intending to apply for positions elsewhere.  I would appreciate your advice to me in writing by the end of next week as to your employment intentions for next year.  If it is clear that sufficient staff are likely not to be returning to the school in (Year) this will overcome the need to proceed further with the redundancy procedures.  Any advice given to me about your intentions or desires will not be used as a criterion for determining who is to be made redundant if that becomes a necessary part of the process. If you intend to resign or take leave you would need to advise me formally and separately. Of course, if any member of staff wants help or advice about finding another position I will be happy to assist.

Furthermore, you may indicate on the Attachment 3 that you are willing to make a voluntary offer to be declared redundant.  It is important that I indicate to you that a willingness to make a voluntary offer to be declared redundant may or may not be taken into account as a factor in the Step 3 redundancy meeting.  The criteria for deciding the position declared redundant will be in conformity with those outlined in Step 3 of the procedures.  I must advise you that:-


(i)
you should seek advice before indicating a willingness to make a voluntary offer to be declared redundant and


(ii)
should this offer be accepted in order to overcome the problem and subsequently the redundancy can be avoided by other means, then the acceptance of the offer may be withdrawn.
For your information and perusal I have attached the C.E.C.V. Redundancy Procedures. The Procedures set out the approach that will be followed by this school.

I ask for your co-operation and support.
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