[image: image1.png]Human Resources

Department of Education and \

Early Childhood Development
d




[image: image1.png]

This form is to be completed at the commencement of the consultation process where a school has a potential excess staff situation.  A separate form should be completed each time consultation commences about a potential excess situation.  Information in relation to the management of excess staff situations is available at: http://www.education.vic.gov.au/hrweb/workm/excess/exsprocSCH.htm
Further information and advice is available from Schools Recruitment Unit on 1800 641 943.
	School details

	School Name:
	Region:

	
	Anticipated excess:
(.(( (EFT)


	Part A - (To be completed where the appropriate union has a sub-branch at the school)

	Name of union(s) with coverage of affected staff:  ……………………………………………………………………

	Total EFT of anticipated excess:
	(.(( (EFT)

	Anticipated date that any staff would be named in excess:
	Date:

	The following details have been provided to the union sub-branch(es) at the school (please tick ():

(
the reasons an employee is likely to be excess;

(
the school's workforce plan, including details of the school's preferred staffing profile;

(
the details of the employee(s) likely to be affected

(
where changes in the staffing structure are proposed the projected student enrolments, the number and classification of employees affected and the number and classification of the employees expected to be required for the performance of any continuing function. 
Note
Details must be provided to the sub-branch at least ONE WEEK before discussions commence.

	Date the above details were provided to the sub-branch:
	Date:


	Part B - (To be completed where the appropriate union does not have a sub-branch at the school)

	Name of union(s) with coverage of affected staff:  ……………………………………………………………………

	Date it is proposed to commence consultation:
(Consultation cannot commence until ONE WEEK after the relevant union is notified.)
	Date:


	Principal’s signature

	Principal’s signature:
	Date:


	Please email/fax completed form to:

	Email this form to the Schools Recruitment mailbox (from the EduMail address book) or fax this form to the Schools Recruitment Unit on (03) 9637 3418.
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