ACTION PLAN  

(Name of new school)
Lead Officers:

Area Education Officer 

Email:
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OVERVIEW OF THE KEY MILESTONES:

	
	Kent School Organisation Committee considered and approved the proposal to amalgamate both schools from (date)



	
	Temporary Governing Body established 



	
	Process for appointing Headteacher to take place 



	
	Period in which the Temporary Governing Body will be active to progress all the key activities associated with the amalgamation



	
	schools to close 



	
	new school to open 



	
	Permanent governing body to be established



	
	OTHER KEY TASKS/ACTIVITIES AS APPROPRIATE



	
	


GOVERNORS
	TASK
	WHEN
	RESPONSIBLE
	LIAISON WITH
	COMPLETED

	1. Establish Temporary Governing Body:

· Early preparations
· Advertise for Headteacher
· Agree committee structure

· Set meetings

	
	
	
	

	2. Full Governing Body Meeting:

· Elect Chairman of TGB

· Set dates committee meetings

· Elect Chairman for each Committee
· Agree which LEA officers need to be present
· Outline admissions arrangements
· Discuss staffing structure
· Budget Information

	
	
	
	

	3. Full Governing Body Meeting:

· Outline schools ethos and vision

· Outline general curriculum aims

· Outline approach to SEN, Sex Education and Religious Worship.

· Agree staffing structure/ adverts/recruitment packs


	
	
	
	


	TASK
	WHEN
	RESPONSIBLE
	LIAISON WITH
	COMPLETED

	4. Full Governing Body Meeting:

· Update from Committees
· Agree school contracts
· Agree school name/logo/uniform
· Agree school prospectus

	
	
	
	

	5. Full Governing Body Meeting:

· Update from Committees

· Agree School Policies

	
	
	
	

	6. Event for prospective parents:


	
	
	
	

	7. Dissolve existing governing bodies:

· Close-down of funds

· Governor support database adjusted


	
	
	
	

	8. Election of new school Governing Body:

· Identify vacancies and arrange LEA appointments 

· Inform parents of new governor structure via newsletter 

· Establish Instrument of Government 


	
	
	
	

	9. Dissolve the Temporary Governing Body:
· Notify all governors 


	
	
	
	


INFORMATION & COMMUNICATION

	TASK
	WHEN
	RESPONSIBLE
	LIAISON WITH
	COMPLETED

	1. Advertise for applications to # year:


	
	
	
	

	2. Vision statement for new school
	
	
	
	

	3. Develop a marketing strategy:

· Ensuring it is in line with admissions arrangements –Image/aims of the school

· Community role
· Relationship with other primaries

	
	
	
	

	4. Agree school name:

· Governors to recommend in liaison with the Diocese if applicable

· Director (Operations) & Cabinet Member to consider
 
	
	
	
	

	5. Agree Uniform:

· Order uniform
· arrange for uniform to be sold

	
	
	
	

	6. Agree logo
	
	
	
	

	7. New School sign:


	
	
	
	


	TASK
	WHEN
	RESPONSIBLE
	LIAISON WITH
	COMPLETED

	8. Develop a School Prospectus:

Clarify key information: 

· Name of school

· Term and school times.

· Charging policies

· Admissions

· Values/ethos

· Curriculum aims/organisation

· SEN policy

· Sex Education policy

· Religious Education

· Curriculum complaints

· Sport

	
	
	
	

	9. Prepare new stationery:


	
	
	
	

	10. Notify utility service providers


	
	
	
	

	11. Notify Courier Service:


	
	
	
	

	12.Notify changes to all staff

     sections


	
	
	
	


STAFFING

	TASK
	WHEN
	RESPONSIBLE
	LIAISON WITH
	COMPLETED

	1. Advertise for new Headteacher:

2. 
	
	
	
	

	3. Headteacher Shortlisting:

4. 
	
	
	
	

	3. Headteacher Interviews:

4. 
	
	
	
	

	4. Headteacher contract


	
	
	
	

	5. Appoint new Headteacher

6. 
	
	
	
	

	6. Keep all staff fully informed as appropriate


	
	
	
	

	7. Agree a staff structure

· Initiate recruitment posts where appropriate


	
	
	
	

	8. Preparation of individual staff profiles


	
	
	
	


CONTRACTS/UTILITIES

	TASK
	WHEN
	RESPONSIBLE
	LIAISON WITH
	COMPLETED

	1. Close-down of contracts for existing schools:

· Make arrangements for ending all contracts associated with existing schools


	
	
	
	

	2. Establish contracts for new school:

· Building maintenance

· Grounds maintenance

· Cleaning

· School meals
· Photocopier 
· Phone 
· Security

	
	
	
	

	3. Transport:

· Consider safe routes to school

· School Travel Plan 


	
	
	
	


PUPILS

	TASK
	WHEN
	RESPONSIBLE
	LIAISON WITH
	COMPLETED

	1. Update roll forecasts:


	
	
	
	

	2.  Ensure ongoing support for

· Transferring/new SEN pupils:


	
	
	
	

	2. Order curriculum equipment

3. 
	
	
	
	

	4. Establishment of new curriculum

Prepare curriculum policies:


	
	
	
	

	5. Outline curriculum aims & organisation of classes:


	
	
	
	

	6. Outline policies:

· SEN, Sex Education

· Religious Education


	
	
	
	


BUILDING RELATED ISSUES

	TASK
	WHEN
	RESPONSIBLE
	LIAISON WITH
	COMPLETED

	1. Building works:

· Planning & execution - if applicable
	
	
	
	

	4.   Buildings Insurance:

	
	
	
	

	5. Maintenance & Servicing arrangements:


	
	
	
	

	6.   Write policies:

· H&S

· Fire procedure

· Medical care

· Visitors in school

· School security 

    
	
	
	
	

	7. Audit of assets - handover reports
· Draw-up inventory of items 

· Identify valuable items 

· Identify items not owned by either school

· Identify items of interest to County Archivist


	
	
	
	

	8. Order any new furniture:


	
	
	
	


	TASK
	WHEN
	RESPONSIBLE
	LIAISON WITH
	COMPLETED

	9. Site management/security

· Ensure all electrical items are PAT tested

· Check insurance arrangements 

· Liaise with other users of the site 


	
	
	
	

	10. Close-down of the (school 1)

· Redirection of mail 

· Message on answer machine 

· Ensure return of staff keys

· Arrange final disconnection 

· Transfer of phone/fax

· Arrange final meter readings (all utilities)

· Notify Estates of location of meters, stop taps, etc. 


	
	
	
	

	11. Close-down of the (school 2)

· Redirection of mail 

· Message on answer machine 

· Ensure return of staff keys

· Arrange final disconnection 

· Transfer of phone/fax

· Arrange final meter readings (all utilities)

· Notify Estates of location of meters, stop taps, etc. 

12. 
	
	
	
	

	13. Transition 

· Arrange packing up of all furniture, resources & equipment 

· Quote to be obtained from removal firms 

· Skips to be organised for rubbish 

· Moving date to confirmed with the temporary governing body

	
	
	
	

	14. Hand-over of keys
· Headteacher to hand-over the keys 


	
	
	
	


FINANCE ISSUES

	TASK
	WHEN
	RESPONSIBLE
	LIAISON WITH
	COMPLETED

	1. Capital expenditure:

· Check/confirm financial analysis with costs

· Ascertain levels required from reorganisation fund for equipment, support etc.
	
	
	
	

	2. New School DfES number:
· Inform EIS


	
	
	
	

	3. Reorganisation Fund:

· Discuss a release date for the £#

· arrangements for payment of Clerk and any meeting venue costs


	
	
	
	

	4. Establish new school  bank account:

· Establish financial handling protocols


	
	
	
	

	5.  New School Budget:

· agree budget

· Provide model budget(s)

· Establish bank account

· Establish financial handling protocols


	
	
	
	


	TASK
	WHEN
	RESPONSIBLE
	LIAISON WITH
	COMPLETED

	6. Manage 'close-down' of existing school budgets: 
· Payment of invoices 

· Staff salaries 

· Transfer of financial records 

· Inventory/termination of contracts/leases

· Archiving of financial records, as necessary

· Closure of bank accounts/change of signatures

· Reconciliation 

· Transfer of IT financial systems to Education Finance Office

· Payment of final services bills 


	
	
	
	

	7. Devise/implement:

· Financial Policy

· Charging Policy

	
	
	
	


KCC Officers involved in project:
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