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What it means for you and the Governing Body
· The Governing Body should regularly consider the possibility of a change of leadership at the school – do they know how long their current headteacher plans to remain in post and do they know what his or her future plans are? They should initiate a conversation with the head, possibly as part of a performance management discussion, or as part of wider strategic discussions such as preparation of the school development plan.
· Have members of the governing body had recruitment training – including safer recruitment training?

ECC Governor Services offers training on headteacher recruitment, and the new NCSL Governors toolkit offers valuable advice, guidance and resources. 

At least one governor should have undertaken the NCSL on-line safer recruitment training and they should be appointed to the selection panel. Ensure that the governors have a copy of Safeguarding Children and Safer Recruitment in Education and follow its guidance. 
· When a head or deputy resigns, the Governing Body must appoint a selection panel of 3 – 5 governors who will manage the recruitment process. (See model agenda on the ECA website) They should also inform the Local Authority and/or Diocese who will support the Governors through the process. 

· Since April 2004, all first time headteachers must hold or be working towards the national Professional Qualification for Headteachers (NPQH). From 2009 all first time heads must have been awarded the NPQH before taking up a post. Serving and returning heads do not have to have the NPQH. 
· The recommendation of the Selection Panel must be ratified by the full Governing Body before an appointment is made – for both head and deputy appointments. (See model agenda on the ECA website)
Further information and references
Guide to the Law September 2008  
Chapter 10 (Staffing) Paragraphs 10 - 17 
National Standards for Headteachers  www.teachernet.gov.uk/publications and ECA website 
Resources within the NCSL Governors’ Toolkit   www.ncsl.org.uk/governortoolkit

· Recruiting headteachers – a planning guide for governors

· Recruiting headteachers and senior leaders – seven steps to success  
· Online skills audit questionnaire “What support do we need?”

· Recruitment Process 

· Template for Building a Job Description (also on the ECA website – documents and templates)
· ECC Guidance for Governors – Appointing a New Headteacher
School Teachers Pay and Conditions Document 2008     ECA website – documents and templates
Safeguarding Children and Safer Recruitment in Education www.teachernet.gov.uk/publications
Resources for Governors from National Governors Association   www.nga.org.uk
School Workforce Development Team

Email: john.parker@essex.gov.uk  Tel: 01245 436395
Occupational Health



Tel: 01245 430696
Thurrock Governor Support (and links to POPA Team)    Email: governors@thurrock.gov.uk Tel: 01375 652533
ECC Governor Services                                Email: gov.services@essexcc.gov.uk
Tel: 01245 436318

                                                         
This briefing paper is produced as a part as a series of guidance for clerks and reflects the best information available to the ECA.
Summary: Clerk’s Action


Ensure that the headteacher and a governor have undertaken Safer Recruitment training.


Consider including discussions on succession planning and leadership structure as a regular GB agenda item.


Inform the Local Authority (School Workforce Development Team or the School Improvement Adviser) and Diocese (where appropriate) that the head/deputy has resigned.


When a head/deputy resigns convene a full Governing Body meeting to appoint a Selection Panel.


Ensure that the GB considers arrangements for leadership in an interim period e.g. agreeing an Acting Head.


Let the governors know what resources and support are available. 


Ensure that the Governing Body considers the Individual School Range for a new appointment (this may be delegated to the Selection Panel).


Ensure that the Governing Body considers effective induction arrangements for a new headteacher.


Once the interview date is agreed, convene a full Governing Body meeting for that evening (or as soon as possible) to ratify the recommendation prior to appointment.














Appointing a New Headteacher or Deputy Headteacher





Introduction


Evidence shows that the quality of leadership is the single most important factor under the Governing Body’s control in determining the success of a school. Therefore, the decision relating to the appointment of the headteacher is the most important one they can make. There is no such thing as a perfect headteacher or school leader. Every school is different: what suits one school will not necessarily suit another; what suited the school in the past may not suit it well for the future. The responsibility for recruiting a headteacher is one that governors will (and should!) feel keenly, but the chances are that many governors will be selecting a headteacher for the first time. Even if some governors have been involved before in recruiting a headteacher, the school will have changed since they last performed the task and so have the demands placed on headteachers and schools. 





The Clerk does not play a direct role in the recruitment of a new headteacher or deputy – he or she is not, for example, part of the Selection Panel. However, the clerk can play a vital role in guiding the Governing Body,  ensuring that they are ready for the process and follow the necessary procedures to ensure the appointment process is properly and legally conducted.





The following stages are essential to ensure a successful appointment – hopefully, first time around:


Preparation 


This is the stage where governors plan how they are going to conduct the recruitment process and identify the people who will form the appointment panel – the headteacher will be on the panel for a deputy appointment. Governors will be supported by the School Improvement Adviser (not the SIP) and the School Workforce Development Team (ECC) who will offer a total of 2 days support, and (perhaps) an Educational Consultant if this additional support is bought in. It's also a good idea for the governors to prepare a contingency plan in case they cannot appoint before the post falls vacant.


Definition 


The definition stage involves clarifying the needs of the school, the job to be done and the person needed to do it.


Attraction 


The attraction stage is concerned with creating and communicating information about the school and the post to attract the right candidates in such numbers as to provide them with a real choice: creating the advertisement, the job description and person specification and an effective application pack.


Selection 


The selection stage is divided into two parts, shortlisting (choosing who to invite for interview) and interviewing (which may well involve other assessment techniques). Shortlisting is the process of deciding which applicants meet the person specification and calling them for interview. Reference are sought and considered from shortlisted candidates. The process might be restarted at this stage if not enough candidates are shortlisted – the panel should think very carefully before interviewing only one or two candidates – the School Improvement Adviser (SIA) will guide on this. The subsequent interview stage will involve a range of assessments to help the panel gain a rounded view of each candidate's strengths and weaknesses, and decide which candidate to appoint. The only compulsory element is a formal panel interview.


Appointment 


Once the governing body has ratified the decision of the appointment panel (for both Head and Deputy), they will need to make an offer of appointment to the chosen candidate and inform the unsuccessful applicants – the SIA can give professional feedback to unsuccessful candidates at all stages of the process.


In the case of a community, voluntary-controlled, community special or maintained nursery, the actual appointment is made by the local authority. In the case of a foundation, voluntary-aided or foundation special school, the school itself makes the appointment.


If, at this stage, the panel feels that they have not seen the right person the panel may have to take a decision not to appoint anyone and re-start the whole process. If this happens, the governors may wish to consider whether an alternative model of headship is appropriate for their school, such as a job-share or Executive Headship. 


Induction 


Successful recruitment processes do not end with the appointment decision. Governors have a responsibility for the induction of the new headteacher and this begins as soon as the appointment has been agreed.


A well-planned induction is critical for a successful recruitment process and to enable your new headteacher to get up to speed as quickly as possible. Your new head will feel well supported by the governing body and confident in taking up the reins if the Governing Body starts planning the induction early. 


The Chair of Governors should also make sure that the new head is kept informed and involved in any substantive decisions that occur between appointment and taking up post.


Evaluation 


An evaluation of the whole selection process in order to inform a second process or future senior leadership appointments.











PAGE  
1
ECA November 2008                                                                                                   Appointing a New Head or Deputy

