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Laurence Findlay
Corporate Director (Education and Social Care)

Education and Social Care

Fiona Michie

Business Support Administration Manager
High Street, Elgin, Moray, IV30 1BX
Telephone: 01343 563113

Email fiona. michie@moray. gov uk
www.moray.gov.uk

NAME
MORC Address 1

counci Address 2
Address 3
Address 4
Post Code

Dear

Subject Heading

Para 1

Para 2 etc
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Your Ref:

Our Ref:





	EDUCATION, COMMUNITIES & ORGANISATIONAL DEVELOPMENT



	DOCUMENT
	SUBJECT
	DATE

	LNCT 004-15
	Procedure for the Transfer of Excess Promoted Staff in Primary and Secondary Schools
	03/15


	Please address any enquiries to:
	Lindsey Stanley


	Telephone:
	(01343) 563141

	Email:
	lindsey.stanley@moray.gov.uk 


	Please find attached the Procedure for the Compulsory Transfer of Excess Teaching Staff.


	HISTORY OF CHANGES AND AMENDMENTS

	DOCUMENT
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	DATE

	LNCT 004-21
	· Job titles and Departments updated

· Section 2 – addition of 2.2

· Section 3 – addition in 3.4 – “…unless there are, in the view of the Business Support Team Manager or Head of Education, in consultation with the Head Teacher, …”

· Section 3 – addition of 3.4 and 3.5

· Section 5 – 5.1 change to “LNCT Joint Secretaries”

· Section 5 – addition in 5.4 “The Joint Secretaries of LNCT will be notified

· Section 5 – addition in 5.5 “…vacancy, the Joint Secretaries of LNCT will be notified and ….”

· Section 5 – 5.7 rewording of section and amendment to Head Teacher appointment procedure from Education Officer to Head of Service/QIM/QIO/Business Support Team Manager

· Section 5 – 5.9 removal of “whether or not they have previously applied for vacancies or have been unsuccessful at interview”

· Section 5 – 5.10 removal of “If an excess promoted post holder does not ever apply or” and “they will be deployed to the next available vacancy in the appropriate sector or subject area”,
· Appendix 1 – update with new staffing scales

· Appendix 2 – Updated flowchart

· Appendix 3 – 5 updated headed paper

· Appendix 6 – new addition
	02/21

	LNCT 004-15
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THE MORAY COUNCIL LOCAL NEGOTIATING COMMITTEE FOR TEACHERS

Procedure for the Transfer of Excess Promoted Staff in Primary and Secondary Schools 
May 2021
LNCT 004-21

1.
Introduction
1.1
In certain situations, the Education Department may need to consider the transfer of existing promoted staff within their employment.  This Agreement outlines the procedures for the transfer of surplus promoted teaching staff in both the primary and secondary sector, taking account of the requirement for parental involvement.
1.2
The introduction of the Scottish Schools (Parental Involvement) Act 2006 and the Parental Involvement in Head Teacher and Depute Head Teacher Appointments (Scotland) Regulations 2007 gives local authorities the powers to transfer surplus Head Teachers and Depute Head Teachers in circumstances such as school closures or mergers.

1.3
While the Act refers only to Head Teachers and Depute Head Teachers, in order to ensure a consistent approach to the management of surplus promoted teachers, these procedures will apply to all promoted teaching posts (Head Teachers, Depute Head Teachers and Principal Teachers).  
1.4
Consideration should be given to Promoted Post Holders holding a Roman Catholic qualification when transferring staff.
2.
Definition of Surplus
2.1 A promoted teaching post may be declared surplus for any of the following reasons
· Closure or mothballing of the school

· Amalgamation of two or more schools

· Where a falling school roll leads to a reduction in the number of promoted posts

· Where changes to management structure have occurred as a result of change management and/or changes to the linear formula.
2.2 
In some instances the Head Teacher may not wish to declare a promoted post surplus.  This should be after consultation with staff and in discussion with the Business Support Team Manager.  In such instances the post must be able to be fully funded from the school  budget.  Verification of this should be sought from the Accountant.  This post will not become subject to transfer arrangements.
3.
Transfer Arrangements and Criteria
3.1 Once excess has been identified all promoted post holders deemed to be in excess will be notified by email to their school account.  
3.2 Where there is more than one promoted post holder at the level identified as surplus, all promoted post holders at that level within the school or schools affected will be consulted to ascertain whether there is a volunteer for transfer.
3.3 If no volunteer is forthcoming, then the appropriate criteria will be applied in order to determine the excess post holder.  
3.4 If there is no immediate suitable vacancy, the Business Support Team Manager or equivalent will direct the surplus promoted member of staff to a temporary placement until a suitable permanent post becomes available.  Such a placement may be to any other teaching post or position within the authority.  If the temporary redeployment carries duties commensurate with the conserved salary, the application of cash conservation will commence at the date at which the transfer or cessation of temporary appointment takes effect. The temporary transfer of a surplus member of promoted staff should only take place where the vacancy is available for no less that a full school term.
3.5 Where, in the opinion of the Head of Education, a surplus promoted teacher unreasonably refuses on two occasions to accept proposed placements, then in accordance with the SNCT Handbook of Conditions of Service there shall be no entitlement to conservation of salary.  

https://www.snct.org.uk/wiki/index.php?title=Part_2_Section_1
4.
Consultation with Parent Council
4.1
As an employer, the Moray Council is committed to safeguarding the continuous employment status of its staff and there will therefore be occasions when it is not appropriate to advertise a vacant post of HT/DHT.  In circumstances where it is necessary to redeploy a member of staff, the Council has a responsibility to ensure a suitable post is available to all appropriate contracted staff in a redeployment situation.

4.2
Whilst in terms of good practice, the Council will always consult with the relevant parent council, in a redeployment situation the Council will always have the ultimate decision making in respect of redeployment.  This practice is fully compliant with the terms of legislation relating to Parental Involvement in appointments of HT/DHT posts.

5.
Transfer Procedures

5.1
The LNCT Joint Secretaries will be advised when the Education Department first becomes aware of the need for the transfer of promoted staff.
5.2
While Head Teachers will have a preference for having an open and competitive process in appointing staff, the needs of the Education Department and its overall responsibility for workforce planning must take priority.

5.3
If a vacancy at the appropriate level is identified within the authority by the Business Support Team Manager the school will be notified of a possible transfer situation and the post will not be advertised.

5.4
All the appropriate excess promoted staff and their Head Teachers will be notified of the vacancy by email to their school address and requested to confirm their intentions.  The Joint Secretaries of LNCT will also be notified.
5.5
If no excess promoted post holder applies for the vacancy, the Joint Secretaries of LNCT will be notified and the post will be advertised in the normal way.  
5.6
If only one candidate applies for the vacancy, the transfer will be arranged by the Business Support Team Manager.  Both Head Teachers will be informed and a mutually agreeable date for transfer confirmed.  In cases where such a transfer results in a teaching vacancy the post will be advertised unless required for a compulsory transfer.

5.7
If more than one candidate applies for the post, the appointment process will be as follows:- 
· Head Teacher will be conducted by Head of Service/QIM/QIO/Business Support Team Manager and a peer Head Teacher.  
· Depute Head Teacher will be conducted by Education Officers/Business Support Team Manager, a peer DHT (if available) and the Head Teacher of the school concerned.  
· Principal Teacher Secondary will be conducted by Head Teacher, Depute Head Teacher and peer Principal Teacher if available
· Principal Teacher Primary will be conducted by Head Teacher, Depute Head Teacher and peer Principal Teacher/Education Officer (if available).  If no DHT in the school a peer Head Teacher or Education Officer must be used.
5.8
At interview there will not be the opportunity to make ‘no appointment’.

5.9
All excess promoted post holders will be notified again if further vacancies arise. 
5.10
If an excess promoted post holder is unsuccessful with applications for a vacancy, their conservation will run out after a period of three years and they will be placed at the top of the Teachers’ main grade scale.
5.11
If during the period of conservation
(i) a school roll at census goes back up

or

(ii) a promoted post holder retires or resigns in a school where an excess has been declared

the promoted post holder will receive a letter informing them that their promoted status has been restored.  If a promoted post holder declines the appointment, the period of conservation will terminate from the date of rejection.
5.12
Where no vacancy exists the teacher will be retained as an excess teacher (as detailed in 3.4) whilst options for voluntary retirement/severance are explored within the affected school in the first instance.

5.13
If a Principal Teacher vacancy is identified within the authority by the Business Support Team Manager appropriate excess Depute Head Teachers will also be notified of the vacancy.  If there are no excess Principal Teachers or none of the excess wish to be considered and only one excess Depute Head Teacher notes their interest, then they will be appointed to the vacancy.  Depute Head Teachers will not have any priority status in this regard.

5.14
If a Depute Head Teacher vacancy is identified with the authority by the Business Support Team Manager appropriate excess Head Teachers will also be notified of the vacancy.  If there are no excess Depute Head Teachers or none of the excess wish to be considered and only one excess Head Teacher notes their interest, then the excess Head Teacher will be appointed to the vacancy.  Head Teachers will not have any priority status in this regard.
5.15
A teacher who transfers on a voluntary or compulsory basis will be entitled to claim travelling expenses in accordance with SNCT guidelines for up to four years.

https://www.snct.org.uk/wiki/index.php?title=Part_4
Appendix 1
Transfer of Depute Head Teachers 
In Primary Schools, Depute Head Teachers are allocated based on the following school roll:

Without an enhanced provision

0 - 159

0

160 - 279

1

280 - 379
2

380 - 600

3

With an enhanced provision
0 – 144

0

145 – 249

1

250 – 379

2

380 – 600

3

Transfer of Principal Teacher Primary

In Primary Schools, Principal Teachers are allocated on the following school roll:

Without an enhanced provision

0 – 119

0

120 – 600

1

With an enhanced provision (not including PT ASN/SFL)

0 – 99

0

100 – 144

1

145 - 

0 (refer to DHT scale)

Appendix 2

Guidelines for Transfer Programmed for Promoted Staff
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No Vacancies Available
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Laurence Findlay
Corporate Director (Education and Social Care)

Education and Social Care

Fiona Michie

Business Support Administration Manager
High Street, Elgin, Moray, IV30 1BX
Telephone: 01343 563113

Email fiona. michie@moray. gov uk
www.moray.gov.uk

NAME
MORC Address 1
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Address 3
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Post Code

Dear
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Para 2 etc
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Your Ref:

Our Ref:





	EDUCATION, COMMUNITIES & ORGANISATIONAL DEVELOPMENT
Lindsey Stanley

Business Support Team Manager

Moray Council

Elgin Moray IV30 1BX

Telephone: 01343 563141

	PRIVATE & CONFIDENTIAL


	email: lindsey.stanley@moray.gov.uk 
Website: www.moray.gov.uk

Your reference: 
Our reference:  LS/LMG




Date
Dear 

Excess *
Following scrutiny of roll of X School as detailed in the September census, the school is no longer entitled to *.
Given your length of service you are now deemed excess as a * and will therefore be subject to 3 years cash conservation as per agreed Conditions of Service.  This will be with effect from X date following which you will be designated a main grade teacher with your conserved salary in the appropriate sector or subject area.  In the meantime, you will be considered for transfer to an appropriate vacancy in another school as and when such an opportunity arises.  This situation will pertain during the period of conservation only.

Unreasonable refusal

Where, in the opinion of the Head of Education, a surplus promoted teacher unreasonably refuses on two occasions to accept proposed permanent placements, then in accordance with the SNCT Handbook of Conditions of Service there shall be no further entitlement to conservation of salary.

I appreciate that this may not be welcome news, but I can assure you that the transfer process will be handled supportively and sensitively.

Yours sincerely
Lindsey Stanley
Business Support Team Manager 

Enc:  
Procedure for the Transfer of Excess Promoted Teaching Staff in Primary and 

Secondary Schools

Cc 
Head Teacher


QIM/O (if appropriate)
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Laurence Findlay
Corporate Director (Education and Social Care)

Education and Social Care

Fiona Michie

Business Support Administration Manager
High Street, Elgin, Moray, IV30 1BX
Telephone: 01343 563113

Email fiona. michie@moray. gov uk
www.moray.gov.uk

NAME
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counci Address 2
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Dear
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Para 2 etc
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Your Ref:

Our Ref:





	EDUCATION, COMMUNITIES & ORGANISATIONAL DEVELOPMENT
Lindsey Stanley

Business Support Team Manager

Moray Council

Elgin Moray IV30 1BX

Telephone: 01343 563141

	PRIVATE & CONFIDENTIAL


	email: lindsey.stanley@moray.gov.uk 
Website: www.moray.gov.uk

Your reference: 
Our reference:  LS/LMG




Date
Dear 

Vacancy for *
A vacancy has arisen at X School for a * with a proposed starting date of X.

As a * who is currently excess within the authority, I am writing to inform you of this vacancy in order that you can confirm whether or not you wish to apply.

Please return by email your decision to Lindsey Stanley, Business Support Team Manager by 12.00 noon on X by copying and completing the section below.

I, …………. confirm that I wish/do not wish (delete as appropriate) to the apply for the post of * at X. 

Interviews, if required, will be held on X date at X venue.

If you require further information with regard to the above vacancy please contact X Head Teacher at X School.

Telephone:

Email:

Yours sincerely

Lindsey Stanley
Business Support Team Manager
Cc 
Head Teacher (current)

Head Teacher (vacancy)


QIM/O (if appropriate)
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Laurence Findlay
Corporate Director (Education and Social Care)

Education and Social Care

Fiona Michie

Business Support Administration Manager
High Street, Elgin, Moray, IV30 1BX
Telephone: 01343 563113

Email fiona. michie@moray. gov uk
www.moray.gov.uk

NAME
MORC Address 1

counci Address 2
Address 3
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Post Code

Dear

Subject Heading

Para 1

Para 2 etc
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Your Ref:

Our Ref:





	EDUCATION, COMMUNITIES & ORGANISATIONAL DEVELOPMENT
Lindsey Stanley

Business Support Team Manager

Moray Council

Elgin Moray IV30 1BX

Telephone: 01343 563141

	PRIVATE & CONFIDENTIAL


	email: lindsey.stanley@moray.gov.uk 
Website: www.moray.gov.uk

Your reference: 
Our reference:  LS/LMG




Date
Dear 

Excess *
Following scrutiny of the roll at X School as detailed in the September census, the school is once again entitled to *.
As a result you are no longer deemed to be excess and are now as of X date reinstated as * on Salary Point * undertaking duties as agreed with your Head Teacher.

Your name will be removed from the list of conserved promoted post holders.  
Yours sincerely,

Lindsey Stanley
Business Support Team Manager 

Cc 
Head Teacher (X School)

Head Teacher (current)


QIM/O (if appropriate)
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Laurence Findlay
Corporate Director (Education and Social Care)

Education and Social Care

Fiona Michie

Business Support Administration Manager
High Street, Elgin, Moray, IV30 1BX
Telephone: 01343 563113

Email fiona. michie@moray. gov uk
www.moray.gov.uk
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Laurence Fin 2014 Corpor. Document2 . | | €28 Tnbox - Fiona... || § §  Admin 2 o .

Your Ref:
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	EDUCATION, COMMUNITIES & ORGANISATIONAL DEVELOPMENT
Lindsey Stanley

Business Support Team Manager

Moray Council

Elgin Moray IV30 1BX

Telephone: 01343 563141

	PRIVATE & CONFIDENTIAL


	email: lindsey.stanley@moray.gov.uk 
Website: www.moray.gov.uk

Your reference: 
Our reference:  LS/LMG



Date

Dear 

Excess *

Having been offered and been deemed to have unreasonably refused 2 vacancies and in line with the Moray Council Procedure for the Transfer of Excess Promoted Teaching Staff in Primary and 

Secondary Schools and the SNCT Handbook of Conditions of Service there shall be no further entitlement to conservation of salary and you will now be moved to the main grade teacher scale at point X from Y.

Your name will be removed from the list of conserved promoted post holders.  

Yours sincerely,

Lindsey Stanley

Business Support Team Manager 

Cc 
Head Teacher


QIM/O (if appropriate)

Enc:  
Procedure for the Transfer of Excess Promoted Teaching Staff in Primary and 

Secondary Schools

Appendix 6

This policy should be read in connection with the following policies:-

	001-15
	School Closure Staffing Policy (Teaching Staff)

	002-15
	Change Management Staffing Policy (Teaching Staff)

	
	

	
	


Census for staff and pupils – September each year


Change management


School Closure or Amalgamation





Excess promoted post holder will be contacted when further vacancy arises within the 3 years


Any excess promoted post holder who unreasonably refuses a placement on 2 occasions will revert to teacher main grade salary





Unsuccessful candidate will be contacted when further vacancy arises within the 3 years





Successful candidate appointed to the vacant post





If more than one excess promoted post holder applies a competitive interview will be held





If only one excess promoted post holder applies, they will be appointed to the vacant post





Excess promoted post holder does not wish to be considered for the vacancy - name will be held on excess spreadsheet





Excess promoted post holder wishes to be considered for the vacancy and completes and returns by email





All appropriate staff on excess spreadsheet notified – Appendix 3





Promoted Post vacancy available








Promoted Post Holder’s date of notification entered onto spreadsheet – 3 year cash conservation starts 








Promoted Post Holder identified as excess notified of position as well as Head Teacher of school or QIO (if appropriate)





Surplus Promoted Post identified





If no vacancies arises within 3 years of cash conservation, or any excess promoted post holder unreasonably refuses a placement on 2 occasions, they will revert to teacher main grade salary and deployed to the next available sector or subject vacancy








Promoted post holder will be contacted if there are further vacancies within the 3 years





May be deployed to a temporary, suitable placement commensurate with salary 





No vacancy





Promoted Post Holder’s date of notification entered onto spreadsheet – three year cash conservation starts 








Promoted Post Holder identified as excess notified of position as well as Head Teacher of school or QIO (if appropriate)





Surplus Promoted Post identified





Census for staff and pupils – September each year


Change management


School Closure or Amalgamation
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