[bookmark: _GoBack]Schools’ Financial Support Panel: Request for financial assistance
All schools wishing to request financial assistance from the schools’ financial support panel are required to complete and return this form with supporting documents for consideration. All decisions will be made with reference to the panel’s terms of reference. 
We recommend that schools discuss this request for assistance with their HR provide before submission to ensure all relevant information is provided. 
The commentary in italics is to provide guidance on what to include in the various sections – please delete as you go through the form.  
	Section One: For completion by the school requesting assistance

	Name of school: 

	

	Contact name:

	

	Contact email: 

	

	Contact telephone:

	

	Please indicate the nature of the request below:

	
This section should give the nature of the request, which should be corroborated by the supporting statement below and relevant documentation.  


	Please set out your business case in relation to your request below, taking into account and addressing the criteria / minimum requirements as set out in the panel terms of reference. Please also list and explain the relevance of any documentation attached in support of your application:

	1. Background Information 

This section should give a clear introduction to the business case.
It should tell the reader how it is structured, who prepared it and who has supported on the development of the proposal. 

A brief overview of your school.  

2. Current Position  
This section provides a description of the existing situation within the school.
It should cover issues such as staffing costs and levels, expenditure, impact, etc. where relevant.  
The school should also inform the reader of what alternatives have been considered.

3. Financial Analysis

This section provides a financial overview of the situation.  
It should also include whether financial support has been available through some other means and whether the school has accessed this, and if so, how much has this resulted in.
This should also include the impact on the school’s finances if financial support is not provided.  

4. HR Analysis

This section provides a staffing overview and the impact on staff of continuing with the current position.  

5. Other considerations

This section provides the school an opportunity to add any other relevant information.  


	Documents attached to evidence business case:
(Please note: failure to attach appropriate documentation may result in a delay to your application request)    

	
Please list all documents relevant to the school’s request and include this as part of the submission.  
This may include:
· Payslips 
· Managing change rationale document 
· Budgetary information
· Etc. 
(Please note, this is not an exhaustive list and the documents will need to relate to the request.)  


	Signed:
 

	Date:
 




Please return your completed form to the schools human resources team. Forms may be scanned and returned by email to your HR Adviser. Should you have any queries regarding the panel and/or your application for assistance, please contact your HR Business Partner or HR Adviser. 

