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1.
INTRODUCTION
1.1 These procedures apply to all staff employed within the Bridgwater College Trust.  They have been developed in consultation with the recognised professional associations/trade unions. 
1.3
The Redundancy Procedure (see paragraph 5 below) takes due account of ACAS guidance relating to redundancy processes and arrangements for dismissal set out in the School Staffing (England) Regulations 2009.

2.
STATEMENT OF INTENT

2.1
The Trust aims to achieve staff stability wherever practicable and to avoid compulsory redundancies.  However, it is recognised that there will be occasions e.g., a significant reduction in pupil numbers or unexpected cuts in funding, when this is not possible.  Redundancy, whether compulsory or voluntary, incurs significant costs for the Trust and has a considerable personal and professional impact for the person being made redundant; redundancy must, therefore, be considered as an outcome of last resort when all other potential outcomes have been fully explored.

2.2
The purpose of the Redundancy Procedure is to ensure that an agreed consultative process is established to secure the best possible outcome in the full knowledge that this will not always be possible for all parties.  When a post is declared surplus to requirement by the Chief Executive/Board of Directors, the redundancy selection must be fair in terms of the process and reasons for redundancy.  The necessary consultations must be undertaken, where possible to identify alternatives to redundancy, offer alternative suitable employment to an ‘at risk’ employee and allow the employee reasonable time off to look for another position. Redeployment options must always be fully explored within the Trust.

3.
CAUSES OF REDUNDANCIES
3.1
Changes in staffing levels/composition may be considered by the Board of Directors/Local Governing Body:

(a)
to achieve economies to meet financial targets;

(b)
to achieve defined goals by the re-allocation of resources;
(c)
to meet the curricular needs of the Academies and their students;
3.2
Where such staffing changes result in a reduction or the elimination of the requirement for work of an employee or a group of employees undertaking the same or similar functions, then a redundancy situation exists in the Trust/Academy.
3.3
In addition, where the changes proposed result in the requirement for work of an employee or group of employees changing to such an extent that the employee or employees concerned are found not to possess the necessary skills or abilities to continue in that role, a redundancy situation also exists.

4.
AVOIDANCE OF REDUNDANCIES
4.1
The Chief Executive Officer/Headteachers/Chief Financial Officer/Chief   Operating Officer/Head of HR Services will:

· plan ahead and consider the numbers and skills of the workforce they will require in the future;

· consider the appropriate balance between permanent, fixed-term and temporary staffing options in order to ensure the most efficient and effective use of staffing resources and sufficient flexibility to minimise the likelihood or redundancy;

· proactively review vacancies when they arise, to assess whether vacancies provide an opportunity to achieve staffing reductions, without the need to make redundancies;

· consider possible transfer or redeployment within the Trust of existing staff as the first stage of the recruitment process when it is necessary to fill a specific post at a time when overall staffing reductions appear possible.

4.2 Where proposed strategies may result in staffing changes as outlined in paragraph 3, the Chief Executive Officer/Governing Body/ Board of Directors must, before formally invoking the redundancy procedure, consider all other options that are available to avoid redundancy.  These could include but are not limited to:-


(a)  
Restrictions on recruitment, e.g., freezing vacant posts or appointing new employees on fixed-term contracts.


(b)   
Reduction of overtime/additional hours.
(c) Retraining existing employees to enable transfer to other suitable employment within the Academy/Trust.
(d) Staff Redeployment within the Academy/Trust
5.
REDUNDANCY PROCEDURE (INCLUDING PROCEDURAL MEETINGS)
5.1
The Redundancy Procedure follows a timetable.  The minimum duration of the process is 41 school days.  This includes the appeal stage but excludes the notice period required under contract or by statute.


NB: 
Stage One – 12 school days



Stage Two – 6 school days 



Stage Three – 6 school days 



Stage Four (Appeal) – 17 school days 

Subject to the time available before notice of redundancy has to be given under contract or statute (if longer), the minimum periods for Stage One to Three may be increased at the Governing Body’s discretion.  The maximum for Stage Four is 27 school days unless both parties agree to a longer period.  Stage Four can be carried out during the notice period.
5.2
When the Chief Executive Officer /Governing Body/Board of Directors consider that reductions in staffing levels or changes in the staffing composition may be required (see paragraph 3 above), a meeting, extraordinary if necessary, of the full Governing Body/Board of Directors should be convened and a report presented outlining the issues. 
5.3
The Chief Executive Officer will decide the timetable to be followed, taking account of the dates fixed for the Initial Dismissal and Appeals Meetings (see Appendix A for model timetable). 
5.4
Based on the evidence presented by the Chief Executive Officer the Governing Body/ Board of Directors must consider whether to invoke the redundancy procedure.  If the procedure is invoked, the following decisions need to be made and minuted:-

(a) 
Confirm that the Governing Body/Board of Directors has adopted this 
Procedure being clear of the redundancy compensation applicable. 
(b)
Decide whether the initial decision to dismiss on grounds of redundancy will be taken by the Chief Executive Officer/Headteacher  alongside an appointed representative, if required, or a Governor/ Director Staff Dismissal Committee.
(c)
Determine the staff group(s) from within which the redundancies will be made, including any post(s) within this group(s) which is to be excluded for consideration for redundancy.


NB:
The staff group selected could be one or more of the following:– teaching, administrative and clerical, classroom support, technical, caretaking, cleaning, lunchtime supervision and crossing patrols.  Within a selected staff group some posts may be excluded but the Governing Body/Board of Directors should be circumspect in doing so.  At this stage the Governing Body/Board of Directors must not consider the respective merits of individuals but instead focus on the continuing need for a particular post in the staff structure.
(d)
Determine the estimated size of the reduction in each staff group expressed in terms of salary cost, full-time equivalent posts and/or weekly hours.
(e)
Confirm the selection criteria to be used, having regard to the following guidance.

NB:
The selection of the pool of employees at risk of redundancy should be based on the Trust/./Academy’s leadership and management, organisational, curriculum, pastoral and financial needs. The Chief Executive Officer will need to look at the staffing structure and decide those posts that are still required and those posts which might be deleted from the staffing structure. These posts and post-holders are at risk of redundancy and form the redundancy pool.



The following criteria should be applied to the selection of individual staff from the redundancy pool:

· Consideration will first be given to termination of fixed-term contracts that have been used in anticipation of the need for staffing reductions and under which employment has been for a period of less than 2 years. 

Note:
Fixed-term contract employees with continuous service of more than 2 years will have acquired additional statutory employment protection rights and should (unless their contract comes to an end for the reason it was originally established as fixed term) be subject to the following selection criteria. 

· Selection must be justified through a full and proper analysis of qualifications, skills, performance, contribution and expertise and potential savings from the redundancy pool.  This analysis should be undertaken in the light of an assessment of which employees in the pool are best able to make a continuing contribution to the Academy/Trust as set out in the Academy/Trust Development Plan and the Staffing Structure. Appendices D and E can be issued to staff for them to complete so they have opportunity to contribute to information on which the Chief Executive Officer/Headteacher will base their selection decision.



In considering the above, the Chief Executive Officer needs to draw up a profile for each of the posts in the pool which are to be retained.  The Chief Executive Officer/Headteacher should then identify those employees who best match the profile of the posts in terms of qualifications, skills, performance, contribution and expertise in the context of the Academy/Trust Development Plan and the Staffing Structure - see example of profiles for teaching and support staff for teachers in Appendices D and E together with a Selection Profile (see Appendix F).

· Having applied the above criterion and assessed that “all other things are equal” the principle of 'last in, first out' (LIFO) will be applied as a criterion of last resort – (LIFO).



For the purpose of the criterion, LIFO applies to eligible continuous service.  If this is equal it would it apply to length of service within Local Government or other recognised body. 

Note: Care should be exercised in application of this criterion since it may indirectly discriminate on the basis of age or gender.

(f)
Determine the date for the Initial Dismissal Meeting.

(g)
Arrange the membership of an Appeals Committee (if there is not a standing Appeals Committee) and set a date for the Appeals Hearing.
NB:
The Appeals Committee will hear any appeals against selection(s) for redundancy made by the Chief Executive Officer/Headteacher/ Dismissal Committee.  When deciding the membership of the Dismissal or Appeals Committees, the following points should be borne in mind:


· Usually a minimum of three Governors/Directors must be selected for the committee who have not previously been involved in the process.

· Governors/Directors selected must not have any direct or indirect financial interest in the outcome (this will be relevant to governors who are closely related to members of staff at the Academy/Trust).

· The Dismissal or Appeals Committee should include either the Chair or the Vice Chair of Governors/Directors or Chair of Personnel Committee.
Wherever possible, meetings should be held during the day rather than in the evening because staff should not be expected to attend meetings outside their normal working hours.


(h)
Agree arrangements for staff obtaining individual information related to 


financial compensation.

FIRST STAGE
5.5
This stage needs to last for a period of at least 12 school days starting from the date of the working day immediately following the meeting of the full Governing Body/Board of Directors meeting at which the Procedure was invoked.

5.6
No later than 2 school days following the full Governing Body/Board of Directors meeting, the Chief Executive Officer/Headteacher should meet the staff group(s) to be affected by staffing reductions to commence consultations.  The Head of HR Services will inform the Academy’s professional association/ County trade union representatives about the decisions taken at the Governing Body/Board of Directors meeting before the staff meeting.

NB:
Throughout the Procedure there should be consultations with the recognised professional associations and trade unions.  The law requires employers to consult recognised trade unions about proposed redundancies before individual redundancies are announced.  The purpose of these consultations is to ensure that trades unions are aware of the reasons supporting the proposed redundancies, the procedure and the selection criteria, with a view to reaching agreement on these aspects.  The consultations also provide an opportunity to discuss whether there are alternatives to redundancy that will have the effect of reducing the numbers involved or mitigating the effect of the redundancies.  There is a legal duty on the Chief Executive Officer/Headteacher to consider and reply to any representations from trades unions and to give reasons for rejecting representations before proceeding further.

5.7
Inform all employees in unaffected staff groups that the Redundancy Procedure has been put into effect in the staff group(s) selected and offer the opportunity to consider a voluntary option, if applicable.
5.8
During the remainder of the First Stage the Chief Executive Officer/ Headteacher/appointed representative will:-

(a)
within 1 school day of the staff meeting send to all staff in the group(s) affected the confirmatory standard letter (see Appendix B together with the timetable for the process);




NB:
If any staff in the group(s) affected are absent, the letter should be sent to their home address and, if considered appropriate, delivered by hand by a senior member of staff.


(b)
meet with any members of staff (affected or unaffected staff group) who wish to have an individual consultation to enable them to give their views about the redundancy situation from a professional and/or personal perspective, discuss voluntary alternatives such as redeployment within the Academy/Trust, reduction in hours, job-sharing or voluntary redundancy or premature retirement, and any other suggestions or ideas they may have to avoid the need for staffing reductions or answer any questions the individual may wish to ask;



NB:
The content of any discussions should be recorded by the Chief Executive Officer/ Headteacher/appointed representative and will, if considered appropriate, be included in the report for the Initial Dismissal Meeting.  At the meeting the member of staff may be accompanied or represented by a professional association/County trade union representative or a work colleague.

(c)
begin to draft the report to be considered at the Initial Dismissal Meeting. The draft report will be issued to all staff in the redundancy pool; individual post holders should not be identified in the report at this stage; 


NB:
The structure of the report and the information required is set out in Appendix C. 


(d)
provide the information presented at the Governing Body/Board of Directors meeting to any academy representatives of the recognised professional associations/ trade unions; and

(e)
consult, as necessary, on the content of the report and the financial viability of approving volunteers for redundancy or premature retirement with key governors/ directors (e.g. Chair, Chairs of staff and finance committees), senior members of Academy/Trust staff).

5.9 The Head of HR Services will ensure that: 
(a) Within 2 school days of the Governing Body/Board of Director’s meeting arrange to inform, in writing, the County Secretaries of the recognised professional associations/trade unions that the Redundancy Procedure has been invoked and the other decisions taken by the Governing Body/Board of Directors.  A copy of the staff letter will be provided to them;
(b) make arrangements for staff who request financial compensation     information to be provided with this, and endeavour to provide it in a timely manner
(c) advise the Chief Executive Officer/Headteacher on the timetable for the Procedure and the drafting of the Chief Executive Officer/ Headteacher’s Report for the Initial Dismissal Meeting.
SECOND STAGE
5.10
On completion of the First Stage of the Procedure, the Second Stage will begin.  Where the timeframe permits, it is advised that time is allowed between the deadline for volunteers and the publishing of the draft report (normally 3 days) to enable the Chief Executive Officer/ Headteacher to consider any voluntary requests and how this may or may not achieve the required level of savings and whether compulsory redundancies are required.  It will need to be for a minimum period of 6 school days during which, the Chief Executive Officer/ Headteacher will:-


(a)
finalise the draft report for the Initial Dismissal Meeting;


(b)
arrange to send the draft report to the County Secretaries of the recognised professional associations/trade unions and invite them to comment on the Report, to the Chief Executive Officer/Headteacher, within 5 school days; 

(c)
issue the draft report to all staff in the group(s) being considered for redundancy and invite comments within 5 school days and where appropriate issue individual profiles for staff to complete, for example, in the event that compulsory redundancies are still required;

(d)
for those staff selected for the redundancy pool, ask them to comment on the professional/personal details about them contained in the report; and



NB:
The circulation of information (facts or opinion) about individual members of staff which are considered sensitive and confidential in nature should not be circulated to other members of staff in the Redundancy Pool.

(e)
on request, the Chief Executive Officer/Headteacher should meet with members of staff individually to receive and discuss their views.  Members of staff may be accompanied/represented by a professional association/County trade union representative or work colleague.  A note of the discussion should be retained.
THIRD STAGE
5.11
At the end of the Second Stage, the Third Stage will begin.  It will need to be for a minimum period of 6 school days during which the Chief Executive Officer/ Headteacher will:-


(a)
finalise the Report for the Initial Staff Dismissal Meeting, taking account of the consultations that have taken place and any further information received during the Second Stage including individual profiles;

(b)
issue the final Report to those members of staff in the Redundancy Pool identified for compulsory or voluntary redundancy together with a covering letter (see Appendix G) and, if there is to be a Staff Dismissal Committee meeting, also send the Report to the Committee members; 


(c)

arrange to send a copy of the report to the County Secretaries of the recognised professional associations/trade unions.

(d)
receive any written submissions from staff in the Redundancy Pool and and, if there is to be a Staff Dismissal Committee, to the Committee’s members; and
(e) 
Advise remaining staff they are no longer at risk.

5.12
The Initial Dismissal Meeting takes place at the end of the third stage.  The process to be followed is set out in Appendix H.

5.13
Following the Initial Dismissal Meeting, the Chief Executive Officer/ Headteacher should:-

(a) 
within 1 school day of the meeting, orally notify the decision taken at the meeting to those employees in the redundancy pool and those who had requested one of the voluntary options;

(b) 
within 2 school days of the meeting, issue a letter to all members of staff selected for compulsory redundancy, with a copy to their union, or accepted for one of the voluntary options (see Appendix I); and

(c) 
within 5 school days of the meeting, the draft notes of each of the meetings should be sent to the relevant staff selected for compulsory redundancy and to those whose request for one of the voluntary options have been refused.  Amendments will be considered and final notes produced prior to any Appeals Hearing.




NB:
Any information in the notes about individual members of staff which are considered to be sensitive and confidential in nature should not be circulated to other members of staff in the Redundancy Pool.

FOURTH STAGE (APPEAL)
5.14
In the event of an appeal being lodged, the Chief Executive Officer/ Headteacher, or Clerk to Governors will inform the Appeals Committee and arrange a meeting to take place no earlier than 5 school days and no later than 15 school days after the date the appeal is received.  The date of the appeal may be later than 15 school days if both parties agree.

5.15
The Appeals Hearing will be conducted in accordance with the process set out in the Trust’s Appeals Procedure. 

5.16
The Appeal Committee’s decision and the minutes of the hearing will be notified, in writing, to all parties within 5 school days.

 APPENDIX A

REDUNDANCY PROCEDURE - TIMETABLE
This timetable indicates the number of working days within which each part of the Redundancy Procedure must be completed if redundancies of teaching staff or support staff are to be effected properly.  The process must be completed by the deadline for giving the minimum notice under contract or statute (this ranges from 1 to 12 weeks dependent on the employee’s length of continuous service) whichever is the longer.  In the Summer Term (for redundancy wef 31 August) this would be 31 May for teaching staff and 8 June for those support staff who have the maximum 12 weeks’ notice under statute.
It should be noted that the Redundancy Procedure may be halted at any time when the financial / staffing situation changes, e.g., when a member of staff resigns from a post during the consultation period.

NB:
Wherever practicable the process should commence as early as possible subject to appropriate and clear information being available, for example firm budget figures.  
	
	
	

	Having considered all possible options to achieve the required organisational changes, Chief Executive Headteacher/ Board of Directors/ Governors Committee decide that staff redundancies may be needed. (Paragraph  4)
	
	
	

	As soon as practicable



	
	

	
	
	

	(
FIRST STAGE

	
	

	Full Governing Body /Directors Board meeting

· consider the report from the Chief Executive Officer /Headteacher
· adopt current redundancy procedure (if the Trust/GB has not previously done so) and invoke procedure.

· delegate power of dismissal to the Chief Executive Headteacher/ Headteacher otherwise establish Governors/Directors Staff Dismissal Committee.

· determine staff groups to be considered for redundancy

· determine the anticipated scale of reductions needed

· decide the selection criteria

· establish Appeals Committee and date of the Initial Dismissal and Appeals meetings.

 (Paragraph 5.3)
	
	

	(
Maximum 2 school days
	
	


	Chief Executive Officer/Headteacher informs school based staff representatives, & union/associations representing staff groups affected.

Chief Executive Officer/Headteacher meets with staff groups affected

· informs and explains Governing Body/ Board of Director’s decision

· asks for volunteers

· issues model letter – Appendix B

(Paragraph 5.5)

Chief Executive Officer/Headteacher uses initial report presented to governors/directors to prepare draft report for the Dismissal Meeting (paragraphs 5.8 and 5.9)
	
	

	(
Minimum 10 school days
	
	


	SECOND STAGE 

	
	

	Deadline for volunteers

All staff within the redundancy pool are given the Chief Executive Officer/Headteacher’s  draft report for the Initial Dismissal Meeting for information and comment

Copy of draft report sent to unions.  (Paragraph 5.10)
	
	

	(
Minimum 5 school days

	
	

	Staff and unions’ comments on draft report received by Chief Executive Officer/ Headteacher 

(Paragraph 5.10)
	
	

	(
Minimum 1 school day
	
	

	THIRD STAGE 

	
	

	Having considered all options to avoid redundancies where they are still potentially required Chief Executive Officer/ Headteacher’s final report sent to staff in Redundancy Pool identified for CR or VR only along with invite letter to initial dismissal meeting and invite written submissions from staff., A copy is also sent to unions/ associations affected.  (Paragraph 5.11(d).
	
	    

	(
Minimum 3 school days

	
	

	Written submissions from staff received by Chief Executive Officer/Headteacher (Paragraph 5.8C).
	
	

	(
Minimum 3 school days

	
	

	Initial Dismissal meeting

Allowing a minimum of 30 minutes for each person identified for VR or CR

(Paragraph 5.12)
	
	

	(
Maximum 2 school days

	
	

	 Staff informed orally of decision by Chief Executive Officer/Headteacher (within 1 school day) 

Letter confirming decision sent by Chief Executive Officer/ Headteacher (within 2 school days).
	
	

	(
Maximum 10 school days

	
	

	FOURTH STAGE

	
	
	

	Deadline for Appeals (Paragraph 5.14)
	
	

	(
Minimum 5 school days and maximum of 15 school days unless both parties agree to a longer period.


	
	



	Governor / Director Staff Dismissal Appeals Hearing

(Paragraph 6.15)
	
	

	(
Maximum 1 school day

	
	

	Staff informed orally of decision by Chief Executive Officer/ Headteacher

	
	

	(
Maximum 4 school days

	
	


	Letter confirming decision sent by Chair of Appeals Committee. If appeal not upheld, termination of employment confirmed.
	
	


APPENDIX B

STANDARD LETTER TO FOLLOW-UP STAFF MEETING - (see Paragraph 5.8)
Dear Colleague

I am writing to inform all staff in the (                 ) staff group about the meeting held today, the purpose of which was to inform you that the Governing Body/Board of Directors has decided to implement its procedure for dealing with redundancies, to explain the reasons for that decision and to seek volunteers in order to avoid compulsory redundancies. It is the priority of the Trust, to identify redeployment opportunities with the Trust for staff at risk of redundancy.
The reasons for needing to reduce staffing in the (               ) staff group are as follows:

The following posts from within the staff group should be excluded from consideration (                      ).  The reasons for their exclusion are that (                  ).  

The Governors/Directors would wish to effect staff reductions no later than (                 ).  The Initial Dismissal Meeting, at which decisions will be made regarding selection for redundancy, will be conducted by myself (or the Governors /Directors Dismissal Meeting), will be held on (                      ).   
The Redundancy Procedure follows the model provided by the Local Authority (LA) which has been the subject of detailed consultation with all the recognised trades unions and professional associations. 
It is a fundamental aim of this procedure that compulsory redundancies should be avoided wherever possible and that redundancy, whether compulsory or voluntary, is a last resort and will only be implemented when all alternatives have been fully considered and found to be inconsistent with the ongoing needs of the Academy/Trust.  I am asking all staff, therefore, to consider whether they would be prepared to volunteer for one of the following options:

1.
Voluntary redeployment to a suitable vacant post within the Academy/Trust if possible. 
2.
A job share arrangement with a colleague.
3.
A reduction in working hours.

4.
Voluntary redundancy.

5.
Voluntary premature retirement in the interests of the efficiency of the service.  

1.
Voluntary redeployment - staff would either need the appropriate skills for a role or reasonably be expected to be able to acquire these skills in a reasonable time frame.
2.
Job share - any such arrangement would be subject to a job share agreement as agreed by the Governing Body/Board of Directors.
3.
Reduction in Hours - it may be possible to achieve all or part of the savings by some staff agreeing to reduce their hours of work.  If you are willing to consider this option please indicate, in writing, what level of reduction you would be prepared to consider.  By doing this you will not be committing yourself to anything at this stage.

4.
Voluntary redundancy - this option is available to all staff with 2 years' or more continuous service with the Trust, a local council or related employer, at the date of redundancy for whom a redundancy compensation payment would be made.

5.
Voluntary premature retirement - this option is available only to staff aged 55 or over subject to a minimum amount of pensionable employment at the date the redundancy is required (teachers need at least 2 years and support staff need at least 3 months). 

In accordance with the Redundancy Procedure you now have 10 school days from the date of this letter to decide whether you wish to apply as a volunteer for one of the above options, and or highlight other alternative options that may reduce the need for redundancies.  If you decide to volunteer, please let me know in writing within the timescale (applications submitted after this deadline will still be considered at the Initial Dismissal Meeting).  The suitability of any volunteer will be considered by myself and there can be no guarantee that volunteers will be accepted.  If your request is refused, I will give you the reasons.

I will be available to see you, together with your union representative or work colleague if you wish, throughout the period the Redundancy Procedure is in operation in order to answer any questions you may have or to provide additional information.

The Trust has informed the representatives of the recognised trades unions and professional associations. These are – ATL, NASUWT, NUT, Voice, NAHT, ASCL, Unison, GMB, UNITE.  I would advise you to contact your County union representative before making any decision to volunteer for one of the above options.  If you are a member of a professional association or trade union other than one of these, please let me know so I can provide them with the same consultation rights.

A copy of the Trust’s redundancy procedure is available in the staff room and includes information about the calculation of financial packages, including ‘ready reckoners’ for redundancy compensation payments and examples 
If you wish to verify your financial position with regard to redundancy payments and/or pension benefits you should contact XXX who will request an estimate from the HR Advisory Team on your behalf.  If you would like a redundancy/pension estimate please do so as soon as possible to enable the figures to be processed. 
Yours sincerely

Executive Headteacher /Headteacher

 APPENDIX C

STRUCTURE AND CONTENT OF THE REDUNDANCY REPORT FOR THE INITIAL DISMISSAL MEETING

The following headings should be used giving as much detail as is appropriate.

1.
Introduction 

· reasons for staffing reductions;
· scale of problem e.g. if budget led, details of the projected deficit;
· dates and decisions of Governors/Directors Committees taken prior to full Governing Body/Directors meeting.

2.
Governing Body/Directors decision

· redundancy procedure invoked;
· Chief Executive Officer/Headteacher or Governors/Directors Staff Dismissal Committee to decide redundancies;
· staff groups identified, including any posts excluded from consideration and why;
· size of savings needed in each group;
· selection criteria to be used;
· dates agreed for Initial Dismissal and Appeals meetings.

3.
Consultations

· date when staff affected informed;
· letter issued to staff with deadline for voluntary options (append letter – Appendix B);
· informed professional associations/unions.
4.
Possibilities for avoiding compulsory redundancies (group by group)

· non-renewal of fixed-term contracts; 

· volunteers for voluntary redundancy;
· volunteers for premature retirement;
· volunteers for reductions in hours, including job-shares;
· natural wastage (e.g.) resignations;
· views on, and any proposals resulting from, these possibilities;
· redeployment opportunities across the Trust
5.
Compulsory redundancies (if still needed)

· state scale of reduction needed in the staff group;
· select “pool” by using criteria in paragraph 5.3(e).  Individuals should only be named in the final report.  
6.
Redundancy selection within “pool”

· state criteria used for redundancy selection and explain how this criteria should be applied to achieve the required reduction in staff while, at the same time, enabling continuing operational needs to be met;
· summarise factual information about each member of staff – employment history, grade, current duties, qualifications, skills and expertise (include information provided by staff);
· analyse the operational effects of losing each member of staff, identifying how their duties, responsibilities and specialisms would be covered, who would cover and at what, if any, additional financial cost (use and attach Appendices E, F and G).  Confirmation that the post-holder, who will assume these responsibilities, has been informed and where appropriate has agreed to do so;
· preliminary proposals of identified posts.
 APPENDIX D
PROFORMA FOR PERSONAL PROFILE OF TEACHING STAFF

NAME OF TEACHER ………………………………………………………….…..………..

TYPE OF CONTRACT (Permanent/Temporary/Full Time/Part Time)...…………………………
Role(s) you wish to be considered for …………………………………………………….

………………………………………………………………………………………………….

	Length of eligible continuous service 

	

	Relevant

Qualifications


	
	
	

	
	
	
	

	Point on Teachers’ Pay Spine
	
	Leadership group


	

	Number and type of additional payment:-

TLR

Recruitment & Retention

Special Education
	
	Leading Practitioner
	

	Teaching skills, contribution, performance and expertise


	

	Paid Responsibilities


	

	This section is for the Chief Executive Officer/Headteacher to complete

	Total potential savings associated with this post (



	

	Effect on the current provision and the development of the Academy/Trust if this teacher was to be made redundant



	Leadership and Management


	

	Curricular


	

	Pastoral


	

	Other


	


 APPENDIX E
PROFORMA FOR PERSONAL PROFILE OF SUPPORT STAFF 
NAME OF SUPPORT STAFF …………………………………………………………..…
TYPE OF CONTRACT (Permanent/Temporary/Full Time/Part Time) …………………………
Role(s) you wish to be considered for …………………………………………………….

………………………………………………………………………………………………….

	Length of eligible continuous service 


	

	Relevant

Qualifications


	
	SALARY GRADE


	

	
	
	
	

	Skills, performance, contribution and expertise


	

	Current Duties


	

	Additional contribution to the school

within contractual requirements


	

	This section is for the Chief Executive Officer/Headteacher to complete

	Total potential savings associated with this post

	

	Effect on the current provision and the development of the Academy if this member of support staff was to be made redundant.  (Please leave blank if not appropriate).

	Supporting Pupils’ Learning

Activities
	

	Preparation of 

Materials and

Equipment
	

	Management

of staff


	

	Management

of Physical Resources
	

	Financial 

Management


	

	Governors’

Activities


	

	Administrative,Clerical, Typing and Reception Services

	

	Supervision of Pupils
	

	Other


	


 APPENDIX F
SELECTION PROFILE

	Essential Requirements of the post

	
	
	
	
	
	
	Curriculum Expertise
	Specific Quals
	Pastoral Expertise

	Employee 1
	
	
	
	
	
	
	
	

	Employee 2
	
	
	
	
	
	
	
	

	Employee 3
	
	
	
	
	
	
	
	

	Employee 4
	
	
	
	
	
	
	
	

	Employee 5
	
	
	
	
	
	
	
	

	Employee 6
	
	
	
	
	
	
	
	


Note: The headings of this Selection Profile matrix should be completed by inserting the essential requirements of the post. Each employee should then be objectively assessed against those requirements

 APPENDIX G
EXEMPLAR LETTER TO INVITE ALL EMPLOYEES IN THE REDUNDANCY POOL TO THE INITIAL DISMISSAL MEETING
Dear

Redundancy Initial Dismissal Meeting

You are invited to attend the Dismissal meeting at place on date at time.  The purpose of the meeting will be to allow me to consider fully (the possibility that since you are in the redundancy pool, your post as name of post could be declared redundant) or (your request for redundancy/premature retirement/reduction in hours/redeployment) with effect from date.  The background to this proposal is set out in the attached report.

The meeting provides you with the opportunity to make any points that you consider appropriate prior to a decision being taken by myself.   At this meeting you have the right to be accompanied by a Professional Association/County Trade Union representative or a work colleague.

Also present at the meeting will be:  List those who will attend.
I should be grateful if you would let me know by XXX whether you will be attending the meeting.  Whether or not you attend, you have the right to submit any points you wish to make, in writing, to me.  This should be submitted no later than date (no later than 2 school days before the meeting).

You will already have had access to the Trust's Redundancy Procedure.  If, however, you would like your own individual copy please do not hesitate to contact me.

Yours sincerely

Chief Executive Officer/Headteacher
APPENDIX H
TRUST'S REDUNDANCY PROCEDURE - PROCESS TO BE FOLLOWED AT THE INITIAL DISMISSAL MEETING 
1.
Introduction
1.1
The purpose of the Initial Dismissal meeting is to decide:-  

(a)
whether to terminate fixed term contracts as part of the overall staffing reductions; .

(b)
the acceptability of staff who have applied for one of the voluntary options;
(c)
compulsory redundancies.

1.2
These decisions will be made by the Chief Executive Officer/ Headteacher taking account of any written and oral representations made by staff. 

1.3
The meeting will be chaired by the Chief Executive Officer/Headteacher.  They may be advised by the Head of HR Services
1.4
The Chief Executive Officer/Headteacher will arrange for a note to be taken, normally by a member of the Academy’s staff who is not part of the Redundancy Pool.

2.
Process
2.1
The Meeting is convened and the Chief Executive Officer/Headteacher ensures that each employee in the pool has received all of the relevant papers and had the opportunity to consult throughout the process.

2.2
The purpose of the meeting within the overall redundancy procedure should be clarified along with the process to be followed during the course of the meeting.

2.3
The Chief Executive Officer/Headteacher should introduce all those present at the meeting and explain their role.

2.4
The Chief Executive Officer/ Headteacher should then receive separately individual representations from those employees in the pool who wish to make them (see paragraph 3 below).  

2.5
The Chief Executive Officer/ Headteacher and their advisor may, if necessary, seek clarification of certain points from the employee.

2.6
Having received all of the oral representations, the Chief Executive Officer/ Headteacher and their Adviser will then move on to consider the Chief Executive Officer/ Headteacher’s report in detail alongside employees' written and/or oral representations.

2.7
The Chief Executive Officer/Headteacher, having reached a decision, will notify the decision to those staff affected in accordance with the Redundancy Procedure's requirements.

3.
Purpose of Written and/or Oral Presentation
3.1
The content of the written submission and oral presentations are for the employee to decide.  The intention is to enable the employee to support his/her request for one of the voluntary options or to challenge any proposal which may result in his/her dismissal.  The challenge could be on procedural grounds and/or on the grounds that the reasons put forward to justify the proposal are in some way(s) flawed. For example, the use of selection criteria not included in the Procedure, unreasonable application of the selection criteria, a decision not based on fact or sound evidence/opinion and/or a decision not having taken account of relevant factors.

3.2
An oral presentation, or written representation, is optional and those employees in the redundancy pool who choose not to attend the meeting or make a written representation should not suffer any detriment as a result.

3.3
Oral presentations are made prior to any detailed consideration being given to the Chief Executive Officer/ Headteacher’s report.  It will then be a matter of choice for the individual employee whether they wish to remain in the building until a decision has been reached or to leave.

3.4
It is important to realise that the oral presentation is not an interview.  Points of clarification may be raised by the Chief Executive Officer/ Headteacher and the Adviser.  Care should be taken to avoid the employee making, or the Chief Executive Officer/Headteacher seeking, promises about what the employee will do, i.e. if they were not to be selected for redundancy.

 APPENDIX I
EXEMPLAR LETTER TO CONFIRM COMPULSORY/VOLUNTARY REDUNDANCY/PREMATURE RETIREMENT DISMISSAL
Dear

Redundancy Dismissal Meeting
I am writing to confirm the outcome of the meeting held in place on date to consider my proposal(s) to declare a post in your staff group  redundant/ to accept your request for voluntary redundancy/ premature retirement with effect from date of termination. Also present were name those present.  You were represented by name of representative. I explained the circumstances leading to my proposals and the case for redundancy which were set out in the report sent to you with the invitation to the meeting.  

You responded to the report and the proposals it contained by stating that include the key points made by the employee or his/her representative in support of their position.

I have considered fully the points that you have made in the context of the requirements of the Academy/Trust (Insert Management Response), 

My conclusion is that I believe it to be in the Academy/Trust's operational and financial interests to declare your post of post title redundant/ accept your request for voluntary redundancy/ premature retirement and, therefore, I have decided to terminate your employment as the post-holder with effect from date of termination.

In accordance with the Trust's Redundancy Procedure and your statutory rights, you do have the right to appeal against my decision.  If you decide to appeal you should write to the Clerk to the Governors/ Directors within 10 school days of receipt of this letter i.e. by date.  You should also state the reasons for your appeal.  The appeal will be heard by a Governors/Directors Appeal Committee whose decision will be final. ** only include this paragraph if post made compulsory redundant  

I will endeavour to secure your redeployment to a suitable alternative post within the Academy/Trust.  
May I conclude by saying how very sorry I am to have had to make this decision and to thank you for your services to the Academy/Trust.  I wish you every success in the future.

Yours sincerely

Chief Executive Officer/Headteacher
 APPENDIX J
THE STAFF REDEPLOYMENT PROGRAMME (see Paragraph 4)
4.
SALARY SAFEGUARDING
4.1
For Teaching Staff
(a)
Salary safeguarding (including pay increases and increments) will be in accordance with the Trust pay policy.  This safeguarding is subject to the employee not unreasonably refusing an alternative post within the Trust, within a reasonable travelling distance at a grade equivalent to his/her safeguarded salary level. This will be considered on a case-by-case basis.
4.2 
For Support Staff
(a)
Employees, in the event of redeployment to a post within the Academy/Trust graded lower than the previous post, receive salary safeguarding limited to one grade above the post to which they have been redeployed.

(b)
Salary safeguarding (including pay increases and increments) will be in accordance with the Trust pay policy will continue for a period of 3 years.  This safeguarding is subject to the employee not unreasonably refusing an alternative post within the Trust, within a reasonable travelling distance at a grade equivalent to his/her safeguarded salary level. This will be considered on a case-by-case basis.
APPENDIX K
FINANCIAL COMPENSATION PACKAGES 

1.
REDUNDANCY COMPENSATION PAYMENTS
1.1
To qualify for a statutory redundancy payment under the Employment Rights Act 1996 an employee must, at the date on which his/her employment is terminated, have continuous service with the Trust, (or continuous service with a recognised body, which includes other Academies, maintained schools or local government service) of two years or more.  Such payments are based on the employee's age, length of continuous service and weekly rate of pay at the date on which notice of redundancy is given. 

1.2
Voluntary Redundancy – The compensation payments for those who have expressed an interest in and accepted voluntary redundancy is calculated as follows: actual weekly salary multiplied by the number of weeks’ entitlement under the statutory redundancy formula. There is a cap of 30 weeks’ of normal weekly pay. 

1.3
In line with the Trust Pension Discretions Policy, employees who are paid a compensation payment above their statutory redundancy entitlement, and who are members of the Local Government Pension Scheme, are given the option of converting any compensation payment over and above the statutory redundancy entitlement into additional pension. The maximum additional pension that can be purchased will be that specified in the Pensions Regulations, which will be 
increased each April under Pensions Increase Orders.  

Note: Employees considering this option are responsible for seeking guidance from Peninsula Pensions on how this affects their benefits.
1.4
Compulsory Redundancy – The compensation payments for those whose employment is terminated on the grounds of compulsory redundancy is up to the statutory maximum weekly pay, calculated as follows: actual weekly salary up to the statutory maximum weekly pay multiplied by the number of weeks’ entitlement under the statutory redundancy formula. This is capped at 30 weeks of statutory weekly pay.  
1.5
In line with the Trust Pension Discretions Policy, where employees are paid compensation above their statutory redundancy entitlement, the employees, who are members of the Local Government Pension Scheme, are given the option of converting the compensation payment over and above the statutory redundancy entitlement into additional pension  The maximum additional pension that can be purchased will be that specified in the Pensions Regulations, which will be increased each April under Pensions Increase Orders.  


Note: 
Employees considering this option are responsible for seeking guidance from Peninsula Pensions on how this affects their benefits.

1.6
A Ready Reckoner for redundancy compensation payments for staff is attached to this appendix.

2.
EARLY RETIREMENT ON GROUNDS OF REDUNDANCY
2.1
For a member of staff in the Teachers Pension Scheme to qualify for pension benefits, he/she needs to have reached the age 55 with at least 2 years pensionable employment at the date of redundancy.  Alternatively, 5 years of pensionable employment as at the date of redundancy completed at any time is sufficient to qualify. In addition to pensionable employment, certain other types of service may count towards the qualifying period.  In each of these scenarios the teacher must have obtained the Governing Body's approval for the payment of such benefits.  

2.2
For a member of staff in the Local Government Scheme to qualify automatically for pension benefits, he/she must have reached the age of 55 with at least 3 months’ pensionable employment at the date of redundancy.  

2.3
Examples of the financial packages available are provided later in this appendix.

3.
RE-EMPLOYMENT
3.1
An employee's entitlement to a redundancy compensation payment is conditional on the employee not accepting an offer of new regular employment with another Academy, maintained school, local council or a related local government employer before the date of redundancy. However this is only where the new employment starts within the four-week period immediately following the date of redundancy.  An employee would disentitle themselves to the redundancy compensation payment if all of the following circumstances applied:

(a)
the new employment is regular full or part time, i.e. not casual; 


(b)
the new employer is another Academy, local council or related local government employer;


(c)
the offer of the new employment is made before the date of redundancy; and


(d)
the employee starts work in the new post within four weeks following the date the redundancy took effect.

External spreadsheet for school staff.


[image: image1.emf]Redundancy  Calculation Table.xls


 APPENDIX K (continued)
EXAMPLES OF FINANCIAL PACKAGES FOR REDUNDANCY FOR STAFF
EXAMPLE 1 (Voluntary or Compulsory Redundancy) – weekly salary is less than statutory maximum of £475 (as at 6th April 2015)

A member of staff aged 42 with 12 years continuous service and earning £12,000 per annum at the date of redundancy.  A redundancy compensation payment is payable equivalent to 12.5 weeks' salary (see table)

£12,000* x 7/365  x 12.5 weeks  = £2,877 (free of deductions).

*
for part-time staff this figure is the actual gross earnings per annum.

EXAMPLE 2 (Voluntary Redundancy)
A member of staff aged 48, with 26 years continuous service (maximum of 20 years counted for this purpose) and earning £35,000 per annum at the date of redundancy.  A redundancy compensation payment is payable equivalent to 23.5 weeks salary (see table)

£35,000* x 7/365 x 23.5 weeks = £15,774 (free of deductions).

*
for part-time staff this figure is the actual gross earnings per annum.

EXAMPLE 3 (Compulsory Redundancy)
The same member of staff aged 48 with 26 years' continuous service (maximum of 20 years counted for this purpose) with a full-time equivalent salary of £35,000 per annum who is made compulsorily redundant. There is a statutory weekly upper limit of £475 per week (as at 6th April 2015)

£475.00 x 23.5 weeks = £11,162.50 (free of deductions).

*
for part-time staff this figure is the actual gross earnings per annum.

Any redundancy payment under the amount of £30,000 will be free of deductions.
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				Appendix 8

						REDUNDANCY		READY RECKONER

				YEARS SERVICE		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		19		20 +		YEARS SERVICE

						STAT RED		STAT RED		STAT RED		STAT RED		STAT RED		STAT RED		STAT RED		STAT RED		STAT RED		STAT RED		STAT RED		STAT RED		STAT RED		STAT RED		STAT RED		STAT RED		STAT RED		STAT RED		STAT RED

				Age																																								Age

						STAT RED		STAT RED		STAT RED		STAT RED		STAT RED		STAT RED		STAT RED		STAT RED		STAT RED		STAT RED		STAT RED		STAT RED		STAT RED		STAT RED		STAT RED		STAT RED		STAT RED		STAT RED		STAT RED

				20		1.0		1.0		1.0		1		-																												Max		20

				21		1.0		1.5		1.5		1.5		1.5		-																												21

				22		1.0		1.5		2.0		2		2.0		2.0		-																										22

				23		1.5		2.0		2.5		3		3.0		3.0		3.0		-																								23

				24		2.0		2.5		3.0		3.5		4.0		4.0		4.0		4.0		-																						24

				25		2.0		3.0		3.5		4		4.5		5.0		5.0		5.0		5.0		-																				25

				26		2.0		3.0		4.0		4.5		5.0		5.5		6.0		6.0		6.0		6.0		-																		26

				27		2.0		3.0		4.0		5		5.5		6.0		6.5		7.0		7.0		7.0		7.0		-																27

				28		2.0		3.0		4.0		5		6.0		6.5		7.0		7.5		8.0		8.0		8.0		8.0		-														28

				29		2.0		3.0		4.0		5		6.0		7.0		7.5		8.0		8.5		9.0		9.0		9.0		9.0		-												29

				30		2.0		3.0		4.0		5		6.0		7.0		8.0		8.5		9.0		9.5		10.0		10.0		10.0		10.0		-										30

				31		2.0		3.0		4.0		5		6.0		7.0		8.0		9.0		9.5		10.0		10.5		11.0		11.0		11.0		11.0		-								31

				32		2.0		3.0		4.0		5		6.0		7.0		8.0		9.0		10.0		10.5		11.0		11.5		12.0		12.0		12.0		12.0		-						32

				33		2.0		3.0		4.0		5		6.0		7.0		8.0		9.0		10.0		11.0		11.5		12.0		12.5		13.0		13.0		13.0		13.0		-				33

				34		2.0		3.0		4.0		5		6.0		7.0		8.0		9.0		10.0		11.0		12.0		12.5		13.0		13.5		14.0		14.0		14.0		14.0		-		34

				35		2.0		3.0		4.0		5		6.0		7.0		8.0		9.0		10.0		11.0		12.0		13.0		13.5		14.0		14.5		15.0		15.0		15.0		15.0		35

				36		2.0		3.0		4.0		5		6.0		7.0		8.0		9.0		10.0		11.0		12.0		13.0		14.0		14.5		15.0		15.5		16.0		16.0		16.0		36

				37		2.0		3.0		4.0		5		6.0		7.0		8.0		9.0		10.0		11.0		12.0		13.0		14.0		15.0		15.5		16.0		16.5		17.0		17.0		37

				38		2.0		3.0		4.0		5		6.0		7.0		8.0		9.0		10.0		11.0		12.0		13.0		14.0		15.0		16.0		16.5		17.0		17.5		18.0		38

				39		2.0		3.0		4.0		5		6.0		7.0		8.0		9.0		10.0		11.0		12.0		13.0		14.0		15.0		16.0		17.0		17.5		18.0		18.5		39

				40		2.0		3.0		4.0		5		6.0		7.0		8.0		9.0		10.0		11.0		12.0		13.0		14.0		15.0		16.0		17.0		18.0		18.5		19.0		40

				41		2.0		3.0		4.0		5		6.0		7.0		8.0		9.0		10.0		11.0		12.0		13.0		14.0		15.0		16.0		17.0		18.0		19.0		19.5		41

				42		2.5		3.5		4.5		5.5		6.5		7.5		8.5		9.5		10.5		11.5		12.5		13.5		14.5		15.5		16.5		17.5		18.5		19.5		20.5		42

				43		3.0		4.0		5.0		6		7.0		8.0		9.0		10.0		11.0		12.0		13.0		14.0		15.0		16.0		17.0		18.0		19.0		20.0		21.0		43

				44		3.0		4.5		5.5		6.5		7.5		8.5		9.5		10.5		11.5		12.5		13.5		14.5		15.5		16.5		17.5		18.5		19.5		20.5		21.5		44

				45		3.0		4.5		6.0		7		8.0		9.0		10.0		11.0		12.0		13.0		14.0		15.0		16.0		17.0		18.0		19.0		20.0		21.0		22.0		45

				46		3.0		4.5		6.0		7.5		8.5		9.5		10.5		11.5		12.5		13.5		14.5		15.5		16.5		17.5		18.5		19.5		20.5		21.5		22.5		46

				47		3.0		4.5		6.0		7.5		9.0		10.0		11.0		12.0		13.0		14.0		15.0		16.0		17.0		18.0		19.0		20.0		21.0		22.0		23.0		47

				48		3.0		4.5		6.0		7.5		9.0		10.5		11.5		12.5		13.5		14.5		15.5		16.5		17.5		18.5		19.5		20.5		21.5		22.5		23.5		48

				49		3.0		4.5		6.0		7.5		9.0		10.5		12.0		13.0		14.0		15.0		16.0		17.0		18.0		19.0		20.0		21.0		22.0		23.0		24.0		49

				50		3.0		4.5		6.0		7.5		9.0		10.5		12.0		13.5		14.5		15.5		16.5		17.5		18.5		19.5		20.5		21.5		22.5		23.5		24.5		50

				51		3.0		4.5		6.0		7.5		9.0		10.5		12.0		13.5		15.0		16.0		17.0		18.0		19.0		20.0		21.0		22.0		23.0		24.0		25.0		51

				52		3.0		4.5		6.0		7.5		9.0		10.5		12.0		13.5		15.0		16.5		17.5		18.5		19.5		20.5		21.5		22.5		23.5		24.5		25.5		52

				53		3.0		4.5		6.0		7.5		9.0		10.5		12.0		13.5		15.0		16.5		18.0		19.0		20.0		21.0		22.0		23.0		24.0		25.0		26.0		53

				54		3.0		4.5		6.0		7.5		9.0		10.5		12.0		13.5		15.0		16.5		18.0		19.5		20.5		21.5		22.5		23.5		24.5		25.5		26.5		54

				55		3.0		4.5		6.0		7.5		9.0		10.5		12.0		13.5		15.0		16.5		18.0		19.5		21.0		22.0		23.0		24.0		25.0		26.0		27.0		55

				56		3.0		4.5		6.0		7.5		9.0		10.5		12.0		13.5		15.0		16.5		18.0		19.5		21.0		22.5		23.5		24.5		25.5		26.5		27.5		56

				57		3.0		4.5		6.0		7.5		9.0		10.5		12.0		13.5		15.0		16.5		18.0		19.5		21.0		22.5		24.0		25.0		26.0		27.0		28.0		57

				58		3.0		4.5		6.0		7.5		9.0		10.5		12.0		13.5		15.0		16.5		18.0		19.5		21.0		22.5		24.0		25.5		26.5		27.5		28.5		58

				59		3.0		4.5		6.0		7.5		9.0		10.5		12.0		13.5		15.0		16.5		18.0		19.5		21.0		22.5		24.0		25.5		27.0		28.0		29.0		59

				60		3.0		4.5		6.0		7.5		9.0		10.5		12.0		13.5		15.0		16.5		18.0		19.5		21.0		22.5		24.0		25.5		27.0		28.5		29.5		60

				61		3.0		4.5		6.0		7.5		9.0		10.5		12.0		13.5		15.0		16.5		18.0		19.5		21.0		22.5		24.0		25.5		27.0		28.5		30.0		61

				62		3.0		4.5		6.0		7.5		9.0		10.5		12.0		13.5		15.0		16.5		18.0		19.5		21.0		22.5		24.0		25.5		27.0		28.5		30.0		62

				63		3.0		4.5		6.0		7.5		9.0		10.5		12.0		13.5		15.0		16.5		18.0		19.5		21.0		22.5		24.0		25.5		27.0		28.5		30.0		63

				64		3.0		4.5		6.0		7.5		9.0		10.5		12.0		13.5		15.0		16.5		18.0		19.5		21.0		22.5		24.0		25.5		27.0		28.5		30.0		64

				YEARS SERVICE
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				Statutory Redundancy Ready Reckoner

				Service (Years)

						2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		19		20

				Age

				20		1		1		1		1		-

				21		1		1½		1½		1 ½		1 ½		-

				22		1		1½		2		2		2		2		-

				23		1½		2		2½		3		3		3		3		-

				24		2		2½		3		3½		4		4		4		4		-

				25		2		3		3½		4		4½		5		5		5		5		-

				26		2		3		4		4½		5		5½		6		6		6		6		-

				27		2		3		4		5		5½		6		6½		7		7		7		7		-

				28		2		3		4		5		6		6½		7		7½		8		8		8		8		-

				29		2		3		4		5		6		7		7½		8		8½		9		9		9		9		-

				30		2		3		4		5		6		7		8		8½		9		9½		10		10		10		10		-

				31		2		3		4		5		6		7		8		9		9½		10		10½		11		11		11		11		-

				32		2		3		4		5		6		7		8		9		10		10½		11		11½		12		12		12		12		-

				33		2		3		4		5		6		7		8		9		10		11		11½		12		12½		13		13		13		13		-

				34		2		3		4		5		6		7		8		9		10		11		12		12½		13		13½		14		14		14		14		-

				35		2		3		4		5		6		7		8		9		10		11		12		13		13½		14		14½		15		15		15		15

				36		2		3		4		5		6		7		8		9		10		11		12		13		14		14½		15		15½		16		16		16

				37		2		3		4		5		6		7		8		9		10		11		12		13		14		15		15½		16		16½		17		17

				38		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		16½		17		17½		18

				39		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		17½		18		18½

				40		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		18½		19

				41		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		19		19½

				42		2½		3½		4½		5½		6½		7½		8½		9½		10½		11½		12½		13½		14½		15½		16½		17½		18½		19½		20½

				43		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		19		20		21

				44		3		4½		5½		6½		7½		8½		9½		10½		11½		12½		13½		14½		15½		16½		17½		18½		19½		20½		21½

				45		3		4½		6		7		8		9		10		11		12		13		14		15		16		17		18		19		20		21		22

				46		3		4½		6		7½		8½		9½		10½		11½		12½		13½		14½		15½		16½		17½		18½		19½		20½		21½		22½

				47		3		4½		6		7½		9		10		11		12		13		14		15		16		17		18		19		20		21		22		23

				48		3		4½		6		7½		9		10½		11½		12½		13½		14½		15½		16½		17½		18½		19½		20½		21½		22½		23½

				49		3		4½		6		7½		9		10½		12		13		14		15		16		17		18		19		20		21		22		23		24

				50		3		4½		6		7½		9		10½		12		13½		14½		15½		16½		17½		18½		19½		20½		21½		22½		23½		24½

				51		3		4½		6		7½		9		10½		12		13½		15		16		17		18		19		20		21		22		23		24		25

				52		3		4½		6		7½		9		10½		12		13½		15		16½		17½		18½		19½		20½		21½		22½		23½		24½		25½

				53		3		4½		6		7½		9		10½		12		13½		15		16½		18		19		20		21		22		23		24		25		26

				54		3		4½		6		7½		9		10½		12		13½		15		16½		18		19½		20½		21½		22½		23½		24½		25½		26½

				55		3		4½		6		7½		9		10½		12		13½		15		16½		18		19½		21		22		23		24		25		26		27

				56		3		4½		6		7½		9		10½		12		13½		15		16½		18		19½		21		22½		23½		24½		25½		26½		27½

				57		3		4½		6		7½		9		10½		12		13½		15		16½		18		19½		21		22½		24		25		26		27		28

				58		3		4½		6		7½		9		10½		12		13½		15		16½		18		19½		21		22½		24		25½		26½		27½		28½

				59		3		4½		6		7½		9		10½		12		13½		15		16½		18		19½		21		22½		24		25½		27		28		29

				60		3		4½		6		7½		9		10½		12		13½		15		16½		18		19½		21		22½		24		25½		27		28½		29½

				61		3		4½		6		7½		9		10½		12		13½		15		16½		18		19½		21		22½		24		25½		27		28½		30

				62		3		4½		6		7½		9		10½		12		13½		15		16½		18		19½		21		22½		24		25½		27		28½		30

				63		3		4½		6		7½		9		10½		12		13½		15		16½		18		19½		21		22½		24		25½		27		28½		30

				64		3		4½		6		7½		9		10½		12		13½		15		16½		18		19½		21		22½		24		25½		27		28½		30






