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Your Organisational Change Checklist
When your School or Multi-Academy Trust is going through an organisational change, it’s helpful to have sight of all the stages involved. 
Track your progress with our easy-to-use checklist and stay on target to achieve a smooth transition. 

	Tasks
	Completed

	Send us a copy of your restructure/redundancy procedure
	

	Prepare a business case
	

	Draft job descriptions/job outlines 
	

	Finalise your financial position (any redundancy or pension costs)
	

	Arrange Governing Body/Trustee meeting to discuss 
	

	Receive approval of final draft
	

	Invite trade unions to the consultation launch (providing relevant documents)
	

	Arrange trade union representative briefing
	

	Launch consultation process with employees to discuss
	

	Close consultation period
	

	Arrange meeting for Governing Body/Trustee feedback and respond to employees
	

	In the event of redundancy: 

	Implement selection pool process with skills matrix
	

	Arrange redundancy selection interviews as needed
	

	Issue dismissal hearing invite letter
	

	Convene dismissal hearings
	

	Write to employees confirming role changes or notice of dismissal letter
	

	Implement the restructure
	

	Review new structure progress 
	



If you require any further advice and support with organisational change in your School or Multi-Academy Trust, please get in touch with us at services@epm.co.uk or 01480 431 993. 
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