[image: image1.png]AAA

MINISTRY OF EDUCATION
Te Tahuhu o te Matauranga





Surplus staffing report form – secondary only
This form is for the use of boards that have been advised that their Provisional Staffing Entitlement is 1.00 FTTE or more LESS than their current confirmed staffing entitlement.
Note:  If the reduction in staffing has been achieved by attrition or positions will be funded by the board there is no requirement to submit this form to the Ministry.
Further information
Further information on surplus staffing can be found in the Funding, Staffing and Allowances Handbook at www.minedu.govt.nz/resourcinghandbook. 

Advice regarding surplus staffing procedures should be sought from the New Zealand School Trustees Association (NZSTA) at:

Phone 
(04) 473 4955
Fax
(04) 473 4806

Email
admin@nzsta.org.nz


Sending the form
Your completed application form should be sent to the Resourcing Contact Centre:

Postal address:
PO Box 1666, Wellington 6011

Phone: 

(04) 463 8383

Fax: 

(04) 463 8374

	Section 1: School details

	School name:
	
	

	School MOE #:
	
	Phone:
	
	

	Contact email:
	
	

	
	
	


	Section 2: Staffing entitlement details

	Staffing reduction of:
	
	FTTE
	
	Salary units

	
	
	


	Section 3: Outcome of surplus staffing processes

	 FORMCHECKBOX 

	Position(s) identified as surplus. Please provide details in section 4 below.

	
	


	Section 4: Teachers identified as surplus

	If teachers have been identified as surplus, please advise whether they will be supernumerary, or are accessing the retraining, severance or long service payment provisions. 
All options are subject to the teacher(s) meeting the conditions for approval, contained in the relevant collective agreement. 
Note: For teachers covered by the Primary Teachers’ Collective Agreement, boards are required to seek the agreement of the Resourcing Division before the severance or long service payment provisions may be offered to the surplus teacher(s). 

If retraining has been selected, please attach full details of intended courses eg prospectus, copies of relevant pages from university calendar. Courses of retraining are required to be approved by the Ministry. Boards must get this approval before confirming access to the retraining option with the teacher(s).

If redeployment of the supernumerary teacher(s) to another school is selected, a formal agreement between both boards must be made and forwarded to the Resourcing Division.

	Teacher name
	MOE number
	Option
	FTTE
	Units
	MMA

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Please attach: 

· a copy of board minutes confirming the decision to declare staff surplus

· copies of all correspondence between the board and identified teacher(s).  

	
	
	


	Section 5: Certification

	This section needs to be completed by the principal and the chair of the board of trustees.

I certify that the information contained in this application form, to the best of my knowledge, is true and correct.

	Principal’s name:
	
	Date:
	
	

	Principal’s signature:
	
	
	
	

	Board chair’s name:
	
	Date:
	
	

	Board chair’s signature:
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