SOUTHWARK SCHOOLS HR TEMPLATE:
SETTLEMENT AGREEMENT REQUEST FORM

COMPLETING THIS FORM

Please note the following instances where a settlement agreement should not be used:

· Where it is considered to be a reward for failure – e.g. gross misconduct or poor performance – unless the legal assessment determines that there is potentially a risk of successful litigation or an HR assessment of the time and cost to conclude the HR process 
· Safeguarding allegations – where the employer agrees not to pursue disciplinary action and both the employee and employer agree a form of words to be used in any future reference
· Ill health cases where ill health retirement has not been considered as an option 
· Investigations which are ongoing, or where allegations have been identified, but not fully explored. 
· Investigations that have been completed, prior to formal action being taken. 

Please complete this form and return to:
… 

SECTION 1
	SCHOOL

	School name

	

	School type 

	

	School address 

	

	EMPLOYEE DETAILS

	Employee name

	

	Employee address

	

	Employee Job title

	

	Date of birth and age at time of termination date
	

	Start date at school

	

	Continuous service date

	

	Type of contract 

	

	Contractual notice period 

	

	Grade & gross salary per annum
	




	CASE DETAILS

	
Please demonstrate in your business case the following:
· Is the proposed payment in the school / local authority interests?
· Is the payment justified, based on a legal assessment of the school / local authority of successfully defending the case at employment tribunal?  
· Are the legal costs associated with the employment tribunal process likely to be significant?

	School context
(information on the school)  
	

	Background details including status of relevant internal process (disciplinary/ grievance/ capability/ redundancy etc) and dispute to be settled
	

	Business case, including potential employment law issues
	



SECTION 2: LEGAL ASSESSMENT 

	Legal assessment of case
	

	Recommendation 
	

	Completed by and role:
	

	Date: 
	



SECTION 3: EDUCATIONAL ASSESSMENT

	Educational assessment
	

	Recommendation 
	

	Completed by and role:
	

	Date: 
	




SECTION 4: 
	SAFEGUARDING

	This section is to be completed for safeguarding cases where a settlement agreement is being considered.  

	Is this a safeguarding case?
	Y / N

	LADO comment
(the Local Authority Designated Officer (LADO) to complete this section)
	



SECTION 5: DIRECTOR’S APPROVAL
	Grounds for seeking mutual termination
	

	Contractual element and value of payment
	

	Non-contractual value of payment 
	

	Optional payments
	


	Recommendation as to whether to proceed with the settlement agreement 

	

	Completed by

	

	Date

		

	Reviewed by 

	

	Date

	




Approved / Not approved * delete as appropriate


Signed: ………………………………………………………… 	 
Director of Children Services  


SECTION 6: LEGAL INSTRUCTION TO PROGRESS SETTLEMENT AGREEMENT 

	FURTHER EMPLOYEE DETAILS

	Pension scheme member
	

	Instructing Officer 
	

	Contact information for school
	

	Referral made to external body e.g. Teaching Agency, DBS?
	

	Contractual Notice Period
	

	Proposed last day of service
	

	Special leave / Gardening leave?
	

	Copy Contract enclosed (Y/N)?
	

	COMPENSATION

	Termination Payment for loss of office comprising e.g. x months salary
	

	Amount of payment tax free 
(sum in excess of £30,000 subject to tax deduction and basic rate) 
	

	Amount of payment subject to tax 

	

	Pay in lieu of notice comprising e.g. x months / weeks subject to tax and NI etc
	

	Pension payments enabled
Abated/unabated?
	

	s.31 payment
	

	Other contractual payments (eg accrued untaken leave, overtime, expenses)
	

	Any deductions  to be made (eg historical salary overpayments, loans repayments, after school club debts, excess leave taken etc)
	

	Agreed reference to be provided 
(if yes please include below)
	

	
REFERENCE WORDING (to be provided by school and reviewed by HRBP)

	

	LEAVING STATEMENT (as part of this settlement)  

	

	OTHER COSTS AND REPRESENTATION

	Trade union representative or Solicitor’s name and contact details  if known 
	

	Chair of governors name and contact details
	

	Legal fee contribution £400+ VAT

	Legal fees for employee to receive advice on the settlement agreement of up to £400 plus VAT

	Outplacement incl. value (£)
	

	Other consequential costs 
	

	ARRANGEMENTS BEFORE TERMINATION DATE

	Return property (please itemise or request ‘general statement’)
	

	Lease car (please state make, model, registration number and the  early termination fee (£) if it is to be waived 
	

	CHARGING DETAILS

	Charge to name and contact details
	

	Case allocated to ( Legal to complete)
	



