	Introduction


This manual has been produced to guide you through the process of appointing members of the leadership group to your school.  It covers all you will need to do from the resignation of the existing headteacher/deputy headteacher/assistant headteacher to the commencement of your new headteacher/deputy headteacher/assistant headteacher.
 
The manual represents best practice and includes detailed advice about key parts of the process such as defining the person specification (selection criteria) and running the selection process.  You will also find copies of a range of model letters and helpful forms to record important information.
 
There is a range of expert support readily available from the Authority to guide you through the process.  These staff are identified in section ONE and will be very pleased to assist.
The selection of members of the leadership group are among the most important decisions a governing body will make. They are also among the most expensive. The recruitment process itself can be very costly in terms of time and money and the investment in induction and training for the new appointee adds to these costs. It is therefore extremely important to get the decision right. 
We hope that this manual will be very helpful in assisting you to make the right decision for your school.
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Essex County Council

Itis the County Gouncir's policy to require all applicants for employment to disclose any previous ‘unspent’
criminal convictions: In addition you are required to disclose any cautions which have not expired or any
pending prosecutions.

In addition, as the post for which you are applying is one that willgive you substantial unsupervised access
to children and young people it is coverad by The Rehabilitation of Offenders Act 1974 (Exceptions) Orders
from time to time enacted and in force. You ara therefore required to disclose ‘spent as well as ‘unspent’
criminal convictions, cautions and any pending prosecutions against you.

‘The information you provide (by completing the attached form) willbe treated as strctly confidential and vill
be considered only in relation to the post for which you are applying.

Disclosure of a conviction, caution or pending prosscution does not necesserily mean that you will not be
appointed; a person's suitabilty will be looked at as a whol in the light of al the information available, and
in accordance with the County Councifs policy on the employment of ex-offenders, a copy of which can be
obtained from the Council. A main consideration will be whether the offence is ane which would make a
person unsuitable to work in the capacity of the post applied for.

Aconviction includes

(2) 2 sentence of imprisonment, youth custody of in a young offenders institution;

(b) an absolute discharge, conditional discharge, bind over;

(c) a it person order, a supervision or care order, a probation order or community punishment order
or an approved school order arising from  criminal conviction;

(d) simple dismissal from the Armed Forces, cashiering, discharge with ignominy, dismissal with disgrace
or detention by the Armed Forces;

() detention by direction of the Home Secretary;
(f) remand centres, secure raining centres or in secure accommodation;
(0) & suspended sentence;

(n) afine or any other sentence not mentioned above.

PLEASE COMPLETE THE FORM OVERLEAF AND RETURN IT TO THE ADDRESS ON THE ATTACHED LETTER PRIOR TO INTERVIEW.
PSL 641N-6/2000
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Further information can be obtained from:
 
	National College for School Leadership
	www.ncsl.org.uk

	
	

	Safeguarding Children:  Safer Recruitment and Selection in education settings, DfES/1568/2005
	www.teachernet.gov.uk/childprotection

	
	

	Teachers Pay and Conditions Document
	www.teachernet.gov.uk/management/payandperformance/pay/

	
	

	National Standards for Headteachers, Department for Education and Skills.  Ref:  0083 2004
	www.publications.teachernet.gov.uk


	
	

	School Self Evaluation Form
	www.ofsted.gov.uk/schools/sef.cfm 

	
	

	HR Schools’ Team
	Email:  AllPDSSchoolshelpline@essex.gov.uk
Tel:  01245 436120

	
	

	Governor Services
	Tel:  01245 436318
Email:  gov.services@essex.gov.uk.

	
	

	School Improvement & Early Years Service (SIEYS) 
	Tel: (Contact Essex) 08457 430 430

	
	

	School Workforce Development Team
	Tel: 01245 436247 
Fax:  01245 436395
Email: john.parker@essex.gov.uk 

	
	

	Occupational Health 
	Tel:  01245 430696


Confidentiality
Leadership appointments are a matter for the governing body.  However, the appointment of a headteacher in particular may cause other staff, parents and pupils to feel anxious and uncertain about the future.  The governing body should:

· Keep interested parties informed about the steps being taken to recruit, as well as any interim arrangements
· Not share detailed information about the applicants or their performance in the selection process, although names of shortlisted candidates could be shared with staff
· Treat internal candidates the same as external ones and not be influenced by popular opinion.
Ways to consult and involve others are described in this document.
 
Equalities 
Recruitment is the area in which most discrimination occurs and therefore where employers are most vulnerable to claims. The procedures described in this document are designed to ensure an objective and fair process.
 
Do not:
· use discriminatory language, for example headmaster; 

· include irrelevant and selective questioning about childcare/domestic arrangements; 

· apply pre-employment checks selectively, for example asylum and immigration checks; 

· set inappropriate criteria for selection; for example age, unrealistic experience, a requirement to be a deputy headteacher to apply for headship; 

Do:

· treat all applicants equitably
· make reasonable adjustments, for example for disabled applicants, part-time workers, etc.
 
The governing body would need to respond to any claims of discrimination made by applicants and would be supported by the Authority only where it was satisfied that the school had acted reasonably and in accordance with the advice given.
 
Monitoring

Application forms should have monitoring forms attached which ask for details of applicants’ sex, disability and race.  Such forms must be removed prior to shortlisting and details recorded separately in accordance with monitoring procedures.  Where the School Workforce Development Team is providing administrative support this will be done for you.
Safeguarding Children 

This Document incorporates good practice and recommendations from the Bichard Inquiry Report (2004) and the DfES publication DfES/1568/2005 Safeguarding Children: Safer Recruitment and Selection in an Education Setting.
 
The safe recruitment of suitable staff in schools is the first step to safeguarding and promoting the welfare of children in education. 
The Governing Body must

· be committed to safeguarding and promoting the welfare of children and young people
· expect all staff and volunteers to share this commitment
· take all reasonable steps to ensure that unsuitable people are not appointed
· follow strict pre-employment and security checks on all applicants
· ensure that all staff are suitable to work with children
· include an appropriate recruitment statement highlighting the responsibility for promoting and safeguarding the welfare of children in recruitment literature.  An example statement, suggested by the DCSF, is as follows:
 
The Governing Body is committed to safeguarding and promoting the welfare of children and young people, and expects all staff and volunteers to share this commitment.  

At least one member of each selection panel should be trained in safe recruitment.  See also 1.4.5.

SECTION ONE
	Roles, Responsibilities and Sources of Support


	Key Actions
	√

	Notify the Authority of the Vacancy
	

	Appoint a Selection Panel
	

	Contact School Improvement Adviser (SIA), School Workforce Development Team and Diocese (if appropriate)
	

	Arrange training (if appropriate)
	


1.1
Governing Body responsibilities

1.1.1
Notifying the Authority
The Governing Body must: 

· notify the Authority of headteacher vacancies.  The School Workforce Recruitment Manager is the contact.  (In addition to being a legal requirement this will also enable the Authority to support the school through the recruitment process from the beginning).
· notify the Authority of the names of the shortlisted candidates (to give the Authority the opportunity to comment upon these (see section SEVEN))
1.1.2
Responsibility for making appointments
The governing body has responsibility for the recruitment of members of the leadership group, including arranging temporary cover for vacancies.

A governing body can delegate the process for the appointment of an assistant headteacher to the headteacher. 
1.1.3
Appointment of the selection panel 
The governing body is required to elect a selection panel consisting of at least three of its members (an odd number avoids the need for a casting vote) to undertake the entire recruitment process.  It is advisable to appoint 2 reserve members.

The full governing body must meet to elect the selection panel (the election of the selection panel cannot be delegated to a committee or determined on an ad hoc basis).

Constituency of the selection panel
The governing body should select a panel on the following basis:
· experience of making headship appointments 

· experience of recruitment and selection in other fields 

· participation in child protection training

· a gender balance 

· a representative cross section of governors 

· ability to be present at all stages of the process 

· full understanding of issues related to fairness and discrimination. 

 
For the purposes of recruiting a deputy or assistant headteacher, one of the panel members will be the headteacher.
Exclusions

· Outgoing headteacher - It is not advised that the outgoing headteacher takes an active role in any stage of the procedure to appoint their successor, although there is no specific legal bar to them doing so. They may be involved in advising on aspects of the documentation e.g. recruitment pack but however successful the headteacher may have been, the school may well be looking for a different type of person or skill set and over-reliance on the previous post-holder may make it difficult for governors to think objectively. Moreover the presence of a very well respected and liked outgoing headteacher would certainly be difficult for candidates during the selection process.

· Other staff - It is normally also advised that no other member of staff sits on the selection panel for a leadership appointment (other than the headteacher in the case of deputy and assistant headteacher appointments). There is no specific legal prohibition to staff being involved other than where it is considered that they have a pecuniary interest. It is certainly recommended that staff have the opportunity to meet the candidates and spend some time with them, for example over lunch.
1.2
Authority responsibilities

1.2.1
In Community and Voluntary Controlled Schools 
In the case of headteacher and deputy headteacher appointments, the Authority has the right to attend relevant meetings of the selection panel for the purpose of offering professional advice.  The governing body has a duty to consider the advice of the Authority before completing the process. (See 10.2).
 
1.2.2
In Foundation, Voluntary Aided and Trust Schools 
The Governing Body may have given advisory rights to the Authority in which case, its representative may attend relevant meetings of the selection panel for the purpose of giving advice.   In any case the school may invite the Authority to advise them, as may academies.
 
The Authority Representation is usually exercised by the School Improvement Advisor (SIA).
1.3
The Diocese
Faith Schools may afford advisory rights to, or otherwise invite, representatives from the Diocese to advise and support in the selection process.

1.4
Authority support

The following support is available from the Authority. Contact details are also listed at 1.4.8

	Support
	Provider
	Charges


1.4.1
The Recruitment Process
	Comprehensive advice on the entire recruitment process, including pay and pre-employment checks
	School Workforce Development Team
	Free 


1.4.2
Headship administration service
	All administration for appointing a new headteacher.  A full specification of the service provided is given at Appendix ONE
	School Workforce Development Team
	Price on application


1.4.3
Advertising

	Advising on all aspects of advertising, enabling the post to attract the widest and best quality field
	School Workforce Development Team
	Charges apply for placing advertisements.  Some assistance may be available (see Section FIVE)


1.4.4
Recruitment Pack
	Assistance with the content and design of recruitment materials
	School Workforce Development Team
	No charge


1.4.5
Safer Recruitment Training
	One member of the selection panel should have received on-line training in safer recruitment. 

	National College for School Leadership www.ncsl.org.uk
Education Safeguarding Service

01245 436744
	No charge


1.4.6
Recruitment Training
	‘Get a Head Start’ training.  To gain maximum benefit this should be arranged at the very beginning of the process.  Can be delivered in one or two sessions.
After training governors will be able to:
· Understand the role of the governing body in recruiting and selecting a Headteacher 
· Recognise the importance of the different stages in the process 

· Consider how the governing body will make the best possible appointment. 
	Governor Services
	Price on application


1.4.7
Psychometric testing (Occupation Personality Questionnaire OPQ)
	Personality inventories and/or ability tests can be run to provide the panel with detailed and structured additional information on each candidate against the person specification.  
	HR Schools’ Team
	Price on application


1.4.8
Contacts:
School Workforce Development Team, on telephone 01245 434039, fax 01245 436395 or email headships@essex.gov.uk
HR Schools’ Team on telephone 01245 436120, fax 01245 436393 or email ALLPDSSchoolshelpline@essex.gov.uk
 
Governor Services on telephone 01245 436372, fax 01245 492765 or email gov.services@essex.gov.uk
 
SECTION TWO
	Resignations & Covering the Vacancy


 
	Key Actions
	√

	Arrange cover for vacant post if necessary
	


2.1
Resignation dates 
Resignation dates are important because they will, to a certain extent, dictate the timescale for appointments.  When setting the timetable (see section THREE) it is advisable to plan for interviews to take place in time for staff to meet relevant resignation dates.
 
2.1.1
Headteachers
           The latest resignation dates for headteachers are as follows:
· 30 September for release at end of autumn term
· 31 January for release at end of spring term
· 30 April for release at end of summer term.
 
2.1.2
Other teaching staff
          The latest resignation dates for other teachers are as follows:
· 31 October for release at end of autumn term
· 28/29 February for release at end of spring term
· 31 May for release at end of summer term.
 
Exceptions may apply in cases of ill-health or other retirement.
2.2
Covering the vacancy

If it becomes apparent that it will not be possible to make an appointment to start before the outgoing employee leaves, acting arrangements need to be made.
 
It is usual that
· the deputy headteacher is asked to undertake the role of acting headteacher
· a senior member of staff is asked to undertake the role of acting deputy or assistant headteacher
This is a matter for the governing body to consider formally and agree. 

If no suitable persons can be identified, advice may be sought from the School Improvement Advisor (SIA) and/or School Workforce Development Team.
 
SECTION THREE
	Timescales


	Key Actions
	√

	Consider an appropriate timeframe (see also Appendix TWO)
	


An effective selection process takes time.  Below is an outline timetable for the selection process, beginning once the selection panel is in place (see 1.1.3).

A summary of the timescale/plan can be found at Appendix TWO.

A checklist for the process can be found at Appendix THREE.

3.1
Suggested Timeframe

	Action
	Reference
	Time
 

	Hold preliminary meeting of the selection panel

	Section FOUR
	2 weeks

	Recruitment pack prepared

	Section SIX
	2 weeks

	Place advertisement (nationally and locally)

	Section FIVE
	2 weeks

	Closing date

	Section SEVEN
	2 weeks from publication

	Shortlisting

	Section SEVEN
	Within 1 – 2 weeks of closing date

	Call for interview, request references

	Section SEVEN

Section EIGHT
	2 weeks from shortlisting

	Interviews

	Section NINE
	2 weeks from shortlisting (to allow the Authority to comment)

	Ratification of appointment

	Section TEN
	Immediately following interviews



 
SECTION FOUR
	Preliminary Meeting of the Selection Panel


	Key Actions
	√

	Agree timeframe
	

	Agree what the school is looking for in its new leader
	

	Consider the advert and recruitment pack (see Sections FIVE & SIX
	

	Determine the salary range (see 4.6)
	

	Start to complete checklist at Appendix THREE
	


4.1
The meeting

The Selection Panel should meet as soon as possible and a chairperson should be selected.
Community and voluntary controlled schools (and foundation and aided schools that have given advisory rights at their discretion) must invite a representative of the Authority (the SIA and School Workforce Development Team) to the preliminary meeting of the selection panel.  Other schools are also encouraged to seek similar support with the recruitment process.
The following should be discussed at this meeting:
4.2
The timetable
The first task of the selection panel is to determine the timetable for the appointment, working backwards from the preferred date of appointment (see Section THREE and FOUR). The process takes time and rushing an appointment or disregarding resignation dates may reduce the quality and quantity of the field.
Shortlisting and interview dates should have been agreed by the end of the meeting.
4.3
What the school requires from the new appointment
Time needs to be spent at this early stage determining what the school requires from its next Headteacher/Deputy/Assistant Headteacher as this will influence the rest of the recruitment process.   The Panel should consider:

· current and future needs
· skills and experience already in the leadership team
· the skills and experience needed

· whether it wishes to replicate the existing post holder or is seeking someone different to take the school forward 
· whether and how to seek the views of staff and other governors on the above issues

The School’s Self Evaluation/School Improvement Plan will be a valuable tool in this process.

An exit interview with the outgoing employee may also assist the Panel in forming a view of the challenges facing the school.
4.4
The advertisement
The advertisement is the first document which needs to be produced and it is often necessary to agree wording at the first meeting (depending on overall timescales).  See section FIVE.  
4.5
Information for candidates - the recruitment pack

The selection panel needs to consider the information which will detail their vacancy and the school. This is a vital stage in the process which markets, or ‘sells,’ the school, defines the job you require to be done and the sort of person required to undertake it.  See Section SIX for guidance.


A model recruitment pack is attached to this manual for your information.
4.6
Determining the salary range
Salaries are determined by the school’s pay policy and the Teachers’ Pay and Conditions Document.  The Pay Committee should be consulted in order to ascertain the appropriate salary range (Individual School Range (ISR)) which can be offered.  The salary range offered, and the reasons for it, must be agreed by the full governing body.
· A headteachers ‘Individual School Range’ (ISR) consists of 7 points on the leadership scale.  A headteacher can be appointed up to the fourth point inclusive of that range. 

· The ISR is calculated based on the number of children on roll as recorded on the Pupil Level Annual School Census (PLASC) in January each year.
· A deputy/assistant headteacher ‘Individual Salary Range’ consists of 5 points on the leadership scale.
The School Workforce Development Team will be able to advise you on salary issues.
 
It is possible, in certain specific circumstances, to determine the exact salary once the preferred candidate has been chosen where there are particular recruitment issues.
SECTION FIVE
	Advertisements


When preparatory work in defining the post details has been completed, the next stage is to prepare the advertisement.  It is important that careful consideration is given to the wording and the size and impact of the advertisement in order to attract the attention of job seekers.  

5.1
Writing the advertisement
The wording of the advert is paramount.  The purpose of the advertisement is to inform potential candidates of the availability of the post, to provide key details about the school, and to present a positive image in order to interest candidates sufficiently to request further details, and to subsequently apply for the post.  Help with writing the advertisement is available from the School Workforce Development Team.
5.1.1 Include the following basic information: 

	Salary, Allowances and Benefits
	May include benefits such as opportunities for professional development.  Include information about relocation expenses and any other expenses which may be payable.

	
	

	School details
	Type, location, number on roll, age range etc.

	
	

	How to apply
	To whom, contact details etc

	
	

	Informal visits/ discussions
	The Selection Panel should decide who might talk to potential applicants and who might show them around if they wish to visit the school prior to application.  It may or may not be appropriate for the current postholder to undertake this role.

	
	

	Closing date
	Usually at least 2 weeks from the advert appearing.

	
	

	School’s safeguarding statement
	This is recommended but may be cost prohibitive.  In any case this statement (See Introduction: Safeguarding) must be included in the recruitment literature (see Section SIX).


5.1.2 Wording is limited, so be selective.  Avoid repetition, identify key points and use language which will attract the sort of person you are seeking.  Consider the following:

	Why the vacancy has arisen
	Indicating that the current post holder has been promoted may indicate that the school is successful and offers good opportunities for professional development.

	
	

	The person you are seeking
	Key skills, attributes, attitudes (see Sections FOUR & SIX).  Avoid big lists, focus on most important aspects.

	
	

	The school
	Identify Unique Selling Points (USPs).  What makes your school special, why should they want to work there?  May refer to its reputation, culture, facilities, location, achievements, quote OFSTED. 

	
	

	The job
	Again avoid long lists but include key aspects such as priorities for school improvement/development


5.2
When to advertise 
Careful consideration needs to be given as to when to advertise. You should bear in mind resignation dates for potential candidates (See Section 2.1) and also term and holiday dates. It would for example not be appropriate (and would also be a potential waste of money) to advertise at the end of a term, when an advert may not be seen by many potential applicants because of holiday arrangements.  The best time to advertise for headships is probably at the beginning of a term.  When fixing closing dates for responses, also consider the need to adhere to resignation dates for teachers and existing headteachers.
5.3
Where to advertise
Headteacher and deputy headteacher posts must be advertised nationally, usually in the Times Educational Supplement (TES).  The use of other national and local newspapers and other publications is not normally recommended except for specialised publications e.g. the church press.  It is also recommended that all advertisements are placed in Jobscene and all posts will automatically be placed on the Essex school jobs website at www.essexschoolsjobs.co.uk
5.4    Web Advertising 
The use of the web is becoming an important aspect in recruitment. All headteacher posts advertised in Jobscene are automatically placed free of charge on the Essex school jobs website at www.essexschoolsjobs.co.uk  The TES also arranges for all vacancies advertised in its publication to appear on their own website at www.tes.co.uk  The TES also offers schools the opportunity to enhance the web advertisement for which there is an additional charge.  It offers three packages, Gold, Silver and Bronze.  Information on the packages and associated costs can be obtained from the School Workforce Development Team.
5.5
Style of advertisement
Details of the cost and layout of various styles can be found in the School Advertising Scheme booklet, held at the school. 
You need to make sure your advert is seen by, and attracts, good candidates in a competitive setting.  Advice on appropriate styles may be obtained from the School Workforce Development Team.
	
	

	Use of senior style advert 
	Recommended for all headship posts as a minimum. Helps advert to stand out against other headteacher adverts that appear in the Times Educational Supplement (TES). 

	
	

	Use of a creative advert
	A creative advert is individually designed for each school, and is recommended in all cases where it is considered there might be difficulties in recruiting. This type of advert stands out in the TES and has proved to be successful in helping to fill a number of headteacher vacancies. TMP, the Authority’s advertising agency, is experienced in understanding the needs of individual schools and will prepare the advertisement for publication in the TES. If a creative advert is being used TMP will visit the school to discuss the contents of the advert.  

Please note that additional time is required to process creative adverts.

	
	

	Use of Essex logo
	Recommended that all school adverts contain the Essex logo (in addition to the school logo) as this helps identify where the school is located. 

	
	

	Web options
	You can now publish the job profile and further particulars on the www.essexschoolsjobs.co.uk website as attachments to your main advert.  Make sure you include in your advert the school’s website details (if it has one) as this will help applicants find out more about the school.  A link is also provided on each school advertisement to www.streetmap.co.uk which provides a map of the school locality.


5.6 Financial support

Financial support is available from the Authority to assist with the additional costs involved in producing the senior style and creative style adverts. In addition all headteacher adverts appear free in Jobscene, and on the various web sites.

5.7
Contacts
To discuss any issue concerning the advertising of posts in a school and for financial and other support which can be offered to help a school fill a post, please call:

John Parker, School Workforce Recruitment Manager, Essex County Council
Tel: 01245 436247.  Email: john.parker@essex.gov.uk
SECTION SIX
	The Recruitment Pack


	Key Actions
	√

	Write the Job Description
	

	Write the Person Specification
	

	Determine other information to be provided to candidates
	


Safe Recruitment Statement
The DCSF recommends that the school has an explicit Safe Recruitment Statement, which reflects its commitment to safeguarding and promoting the welfare of children.  An example statement, suggested by the DCSF, is as follows: 

The Governing Body is committed to safeguarding and promoting the welfare of children and young people, and expects all staff and volunteers to share this commitment.

This statement should be included in:

· Publicity materials 

· Recruitment websites 

· Advertisements 

· Recruitment packs 

· Person Specifications 

· Job Descriptions 

· Competency frameworks

· Induction training 

The school should make all efforts to ensure that the statement appears in the above.  However, it is recognised that advertising in certain publications is likely to be cost prohibitive and in such situations the school should ensure that this statement appears clearly in all other recruitment pack materials.  

6.1
Quality not Quantity

In addition to a quality advertisement, it is important that the recruitment pack is also attractive and informative.

The recruitment pack should expand the core information included in the advert and should consist of:

· a job description

· a person specification

· further particulars about the school and its locality

· information about required pre-employment checks

· information about the application process and timescale

· information about support available from the Authority to a new headteacher.

While a lot of information needs to be covered, it is advisable to consider the way in which it is presented, for example:
· Keep the pack as slim as possible. Too much information can be off-putting and is unnecessary.

· Ensure the content of the pack and the way it is presented is of a high quality

· Include web links rather than printed material wherever possible. e.g. links to OFSTED reports, school’s website.
A model recruitment pack is included as an example.  This includes all of the standard information listed in this section.  Help and advice with compiling the recruitment pack is available from the School Workforce Development Team.
6.2
Job Description
The selection panel should review the job description for the relevant post and update it as necessary.
· The general professional duties of members of the leadership group are defined in legislation, within the Teachers’ Pay and Conditions Document.
· Schools should include particular duties, for example a teaching commitment, involvement with local consortia or other groups etc, which individual schools will want to include.
· Job descriptions should be sufficiently flexible to allow for natural development and individual flair, whilst addressing the needs of the school.
· The job description should include the school’s recruitment statement for safeguarding children.
Over a period of time, it is likely that governors will want to review the job description as the school’s requirements change. 
Example job descriptions for a headteacher and deputy/assistant headteacher are available in the recruitment pack.  Authority advisers will be able to assist you with the preparation of these documents.
  
6.3
Person Specification
The person specification is the key document in the recruitment process.  While the job description describes what the employee will do, the person specification describes the type of person you are looking for to do the job.
 
The person specification gives the candidates something upon which they can structure their application; provides a tool for shortlisting and selection and a basis for formulating questions at interview and helps to ensure equality and fairness in the process.
· Employers will rarely be looking for an exact replica of the outgoing postholder and it is important to think carefully about the skills, qualifications, knowledge and attributes that the successful candidate will possess
· Refer to the National Standards for Headteachers (www.ncsl.org.uk/publications), which describe many of the attributes required of a headteacher, but tailor these to the school’s specific requirements.
· Requirements should be realistic.  For example, it may not be necessary to have been a deputy headteacher to become a headteacher as candidates may have had other relevant management experience
· Requirements should be precise: that is, you will need to measure candidates against these criteria at each stage of the process.
  
All those appointed to a headship are required to hold or be ‘working towards’ the National Professional Qualification for Headteachers (NPQH) at the time of the interview. ‘Working towards’ means that they have been accepted by the NCSL on to the programme. This requirement does not apply to serving head teachers, either in the maintained sector or at an independent school, in the UK or abroad, who were appointed prior to 1st April 2004.
From 1 April 2009 those appointed to their first headships must hold the NPQH.

A template for a person specification is included in the recruitment pack.  Authority advisers will be able to assist you with the preparation of this document.
6.4
Further particulars

This is information about the school, its population, facilities etc. and about the locality. This may include: 
· a covering letter from the chair of governors/chair of panel; 

· a general statement about the school’s philosophy; 

· details of the buildings, facilities and location; 

· information about staffing levels and structure; 

· information about the role of the governing body and any community links; 

· information about admissions and catchment area; 

· a summary of the curriculum policy; 

· current priorities; 

· information about the financial position of the school; 

· performance results; 

· the nature of pupil intake; 

· annual report; 

· prospectus;
· parent association/community links; 
· details of the local area, including a map.

If any of the above information is available on the school’s website, candidates can be referred to the website to obtain the relevant information.
The following standard information should also be included:
· Recruitment and selection policy statement (see recruitment pack) 
· Safe recruitment policy statement (see section ONE)

· Pay details
· Relocation Expenses payable– The Authority has now agreed to fund all relocation expenses of headteachers moving into the County (provided they meet the distance criteria). Full details of the Essex Relocation scheme may be obtained from the School Workforce Development Team on 01245 436835.
 
6.5
Information about required pre-employment checks
Candidates must be sent a copy of the County Council/School’s recruitment and selection policy statement, a copy of which can be found in the recruitment pack.  A copy of the school’s full recruitment policy should be available to applicants on request.
 
Candidates should also be informed of other checks which may be carried out.
More detailed information about Criminal Records Bureau and other pre-employment checks can be found at Section EIGHT.
6.6
Information about the application process and timescale
The recruitment pack must make it clear to candidates how they should apply, to whom and by when.  It is also helpful at this stage to indicate the timing of short-listing and interviews so that applicants can plan for these.

An application form should be used in all cases.  Foundation and aided schools may use their own or the standard Essex County Council schools’ form.

An online application form is available for use by schools that wish to offer the facility.

SECTION SEVEN
	From placing the advertisement to shortlisting


 
	Key Actions
	√

	Decide who will send out and receive application forms
	

	Circulate application forms to Panel in advance of shortlisting meeting
	

	Hold shortlisting meeting
	

	Send details of shortlisted candidates to Authority
	

	Invite candidates to interview
	


7.1
Preparing for issue and return of application forms
You will need to decide whether the governing body will deal with the administration of the recruitment process or whether the School Workforce Development Team should be asked to assist (see Appendix ONE - this service is normally only available for headship appointments).
The process involves copying supporting materials, sending out and receiving applications, distributing copies of the forms to the panel, notifying successful candidates of the selection arrangements, requesting references and writing to all candidates when the selection has been made.
 
It is strongly recommended that the selection process is not managed by the school office, particularly where there are internal candidates.
7.2
Sending out and receiving applications
It is advisable to:
· keep a record of to whom packs have been sent and the date 

· date stamp received applications 

· keep returned applications in a confidential and secure place. 

 
7.3
Shortlisting
The date for shortlisting must be arranged in advance.
7.3.1
Preparation
Each member of the selection panel, including the adviser, should receive a copy of each application form (minus the monitoring form – see introduction) and any attachments as soon as possible after the closing date and in advance of the shortlisting meeting.  This enables the panel to read and consider every application and ensures efficient use of time at the shortlisting meeting.  The reserve panel member(s) should also receive a copy for information.  Where the School Workforce Development Team is undertaking the administration this will be done for you.
 
7.3.2
Criteria
The criteria that will be used for shortlisting, and ultimately selection, should be stated in the person specification (see Section 6.3).  The panel should evaluate each application in turn against the criteria in order to determine the shortlist.  No other criteria should be used and shortlisting should be carried out fairly, objectively and without prejudice.  The panel should note, for each candidate, their reasons for shortlisting, or not.  A form for this purpose is at Appendix FOUR.  You may be asked for feedback by unsuccessful candidates. 
 
Any anomalies/discrepancies or unexplained gaps in employment identified through the application form should be noted and where the applicant is shortlisted, should be discussed at interview.
 
7.3.3
Numbers
The Panel should think carefully about a reasonable number of candidates to shortlist. Four or five would be a reasonable number in most cases, but sometimes the Panel may wish to shortlist more applicants with a view to reducing the number at the end of the first day of selection. (See Section NINE). 
7.3.4
Right of Authority to receive and comment on headship shortlists 
Under current legislation, the Authority is required to comment on all shortlists for headteacher vacancies.  Where the panel is being advised by an officer of the Authority, he or she will deal with this process.  Where you have chosen not to be advised by an officer of the Authority, you should contact the School Workforce Development Team immediately after shortlisting.  The Authority then has 14 days in which to comment.  The Panel is required to respond to any concerns raised by the Authority in relation to the shortlist.
 
7.4
Inviting candidates to interview
7.4.1
Notifying candidates
You should normally leave at least 14 days between invitation and interview to allow for pre-employment procedures to take place (see Sections THREE & EIGHT). 
Once the shortlist has been agreed, the shortlisted candidates should be notified as soon as possible. If the School Workforce Development Team’s administrative service is purchased, this will be done for you.  It is preferable to notify candidates by telephone in the first instance (but be cautious about leaving messages at work places to respect confidentiality – if using the ECC application form, the applicant will state whether contact can be made at their workplace) to ensure that candidates have maximum notice. 
 
Invitations should always be confirmed in writing. The letter should include:
· full details of the selection process (timetable, venue(s)/maps, details of activities, presentation topic and so on) 

· medical questionnaire (see Section 8.2) 

· self-declaration criminal records form (SD2) (see Section 8.3.1) 

· interview expenses form (if applicable) (see Section 11.7) 

At this stage it is not necessary to write to non-shortlisted applicants.  It is common practice for such candidates to be notified once the recruitment process has finished and an outcome is known.
7.4.2
Pre-employment check information
The invitation letter must also highlight the need for identity to be checked at interview and instruct candidates to bring with them documentary evidence that will satisfy the CRB and the Asylum & Immigration requirements (further details can be found in Section EIGHT). 
 
As well as providing documentation to meet the requirements of the CRB it is also a requirement for teachers to provide evidence of their registration with the General Teaching Council for England (GTC(E)).  It is a legal requirement for all qualified teachers to be registered with the GTC(E) (see Section 8.5).  The candidate will also need to provide evidence of the NPQH or acceptance on the course as well as any other relevant qualifications as stated on their application form.
 
In line with equal opportunities and disability discrimination legislation, it is recommended that all shortlisted candidates are asked in the invitation to interview letter whether they have any particular requirements, or if there is a need to make any particular arrangements in order for them to attend the interview.
  
A model invitation letter can be found at Appendix FIVE.
 
7.5
Keeping the Governing Body informed
The panel may wish to keep the governing body updated on progress and also to share key recruitment documentation with them.  This will help them to understand and appreciate the procedure, especially as they will be required to approve the appointment of the selection panel’s recommended candidate (see 10.4).
 
SECTION EIGHT
	Pre-employment Checks


	Key Actions
	√

	Ensure effective processes are in place for the completion by candidates and subsequent processing of pre-employment checks
	


Pre-employment checks, as the name suggests, should be completed prior to making an offer of appointment. Where they are not complete, conditional offers should be made.  (See Section ELEVEN).  Further information can also be found in the School’s Recruitment Policy.
 
8.1
Requesting References

References should be sought immediately after shortlisting to ensure maximum time to secure their return prior to the selection day(s).  If the School Workforce Development Team’s administrative service is purchased, this will be done for you.
8.1.1
Referees
In order to comply with the DCSF guidance on safer recruitment, applicants should be requested to provide referees in line with the following guidance: 

· Existing headteachers or acting headteachers currently employed in a community or voluntary controlled school are required to provide: 

· One reference from the Chair of Governors of their current school

· One reference from the Authority
· One reference from their previous employer if employed by them within the last 5 years.
· Existing headteachers or acting headteachers currently employed in a foundation or voluntary aided school are required to provide: 

· One reference from the Chair of Governors of their current school 

· One reference from their previous employer if employed by them within the last 5 years, otherwise one from another professional. 

· Existing deputy headteachers and others currently employed in any school, are required to provide: 

· One reference from their current headteacher

· One reference from their previous employer if employed by them within the last 5 years, otherwise one from another professional.
· In the case of applicants for headships in Catholic schools, one reference from their parish priest or the priest of the parish where they worship regularly.
8.1.2
Information requested from referees
A copy of the person specification should be sent to all referees and they should be specifically asked to comment on the candidate’s suitability for the post.
References must be in writing and specific to the job applied for – ‘open’ references or ‘testimonials’ are not acceptable.  It is not appropriate to accept references from relatives or from people writing solely in the capacity of friends.  Only references from a trusted authoritative source will be acceptable.
 
Reference requests will specifically ask:
 
· about the referee’s relationship with the candidate
· whether the referee is satisfied that the candidate has the ability and is suitable to undertake the job in question
· whether the referee is completely satisfied that the candidate is suitable to work with children, and, if not, for specific details of the concerns and the reasons why the referee believes the person might be unsuitable.
 
The referee should be reminded that they have a responsibility to ensure that the reference is accurate and does not contain any material misstatement or omission and any relevant factual content of the reference may be discussed with the applicant.
Referees will also be asked to confirm details of: 
 
· the applicant’s current post, salary and sickness record; 
· performance history and conduct; 
· any disciplinary procedures in which the disciplinary sanction is current; 
· any disciplinary procedures involving issues related to the safety and welfare of children, including any in which the disciplinary sanction has expired, and the outcome of those; and, 
· details of any allegations or concerns that have been raised that relate to the safety and welfare of children or behaviour towards children, and the outcome of those concerns 

8.1.3
Handling & Using References 
On receipt, references should be checked to ensure that all specific questions have been answered satisfactorily.  If all questions have not been answered satisfactorily or the reference is vague or unspecific, the referee should be contacted and asked to provide written answers or amplification as appropriate.  

It is recommended that the references are returned to, and held by, the chair of the panel and not copied to all members. It is further recommended that the references are referred to only when received for all candidates and this may be prior to the interviews or afterwards. References will be compared to the details contained within the application form to ensure that the information provided is consistent.  Any discrepancies need to be taken up with the applicant at interview. 
Where all references are available after the interviews, they provide a final check that there is nothing that should alter the panel’s decision.  Where they are all available at an earlier stage, the panel may use the information contained therein to inform some of the questioning at interview.  However, this needs to be handled carefully.
 
Any information about past disciplinary action or allegations should be considered in the circumstances of the individual case.  Cases in which an issue was satisfactorily resolved some time ago, or an allegation was determined to be unfounded or did not require formal disciplinary sanctions, and in which no further issues have been raised, are not likely to cause concern.  Matters that are more likely to give cause for concern are more serious or recent concerns or issues, issues that were not resolved satisfactorily, or a history of repeated concerns or allegations over time. 

References are confidential and must not be shared with the candidate without the express permission of the author. Probing questions may be asked in areas referred to in the reference but direct mention of the content of the reference should be avoided.
 
An example reference request is contained at Appendix SIX.
8.2
Medical Clearance
Candidates are required to satisfy the school as to their physical fitness for the post. All candidates should be asked to complete and return in a sealed envelope the medical questionnaire prior to the interview date. The forms should be sent to the occupational health centre in advance of the interviews and a phone call made to the centre for confirmation of medical clearance on the successful candidate. Where the School Workforce Development Team’s administration service is purchased, this will be done for you.
 
It is the statutory responsibility of employers to satisfy themselves that individuals have the appropriate level of physical and mental fitness before an offer of appointment is made.
The Occupational Health Centre can be contacted on 01245 430696. 
 
8.3
Criminal Records
 
8.3.1
Self-Declarations
All positions in schools are excepted from the provisions of the Rehabilitation of Offenders Act 1974 and all applicants should therefore be asked to declare any convictions, cautions or bind-overs which they have incurred, including any that would be regarded as ‘spent’ under the Act in other circumstances.
 
Shortlisted candidates should be required to complete a self-declaration of criminal convictions form (SD2) and return this to the chair of the selection panel prior to interview.  Any declarations should be discussed with the candidate.  The declaration of convictions, cautions or pending cases will not necessarily be a bar to employment but should be considered in accordance with the school’s policy on the Employment of Ex-offenders.  Advice on individual cases may be provided by the HR Schools’ Team.
 
A copy of form SD2 is enclosed at Appendix SEVEN.
Where the School Workforce Development Team’s administration service is purchased, a SD2 form will be sent to the candidate and returned to the Team.
 
8.3.2
Criminal Records Disclosure
The Criminal Records Bureau (CRB) is an executive agency of the Home Office set up to exercise the powers and fulfil the responsibilities of the Secretary of State under the Police Act 1997.  It enables organisations to obtain criminal record information about prospective employees and volunteers by accessing information from the Police National Computer, Department of Health records, Department for Children, Schools and Families records and local police information. 

Such information is provided to assist the employer in assessing the individual’s suitability for a particular position and will be provided in the form of a ‘Disclosure’. There are currently two levels of disclosure provided by the CRB, standard and enhanced. 

The School Staffing (England) (Amendment) Regulations 2006 and the School Staffing (England) (Amendment) (No 2) Regulations 2006 make it mandatory for CRB enhanced disclosures to be obtained on all newly appointed school staff.

Any existing employee who has not had a CRB disclosure through Essex in the last 2 years; and/or has had a break in service of more than 3 months; and/or does not have a disclosure of the correct level (i.e. enhanced, working with children), should obtain a new CRB disclosure.
If it is possible to accept a previous CRB disclosure, the Authority’s Disclosure Unit recommends that the school verify the CRB disclosure.  To verify the CRB disclosure, the school will need to request the permission of the preferred candidate.  The details of the disclosure should then be sent to the Disclosure Unit to be verified.  Verification allows the school to have access to any additional information contained within the disclosure.
N.B If a CRB check is not required all the other recommended and mandatory pre-employment checks must still be carried out, including List 99. 

Process for CRB Check
· The school will request all candidates to bring the proof of identity documents to interview; these are required as evidence for the CRB check.
· The school will arrange for someone at interview to verify and copy the original documents required for the CRB check.
· The school will send a blank CRB disclosure form to the preferred candidate after interview and will ask for it to be completed and returned to the chair of the panel/headteacher by return.

· The verification part of the disclosure form will be completed by the person who completed the verification of information at the interview stage.  Completed CRB forms must be accompanied by a validation sheet and documentary evidence sheet, and then sent to the disclosure unit for countersigning, logging and despatch to the Disclosure Unit.
· On receipt of the CRB disclosure, the Disclosure Unit will advise the chair of the panel/headteacher of the outcome in writing.
· If the disclosure requires further discussion the Disclosure Unit/School Workforce Development Team will contact the school to discuss.
The typical time scale for receipt of a disclosure is 6-8 weeks.  
Further information and forms relating to the verification process can be found in the school’s recruitment policy.

8.3.3
List 99/The List
Employers are required by the Education (Restriction of Employment) Regulations 2000 to check List 99.  List 99 is a confidential document maintained by the DCSF, which contains the names, dates of birth, National Insurance numbers and in the case of teachers, the teacher reference number, of people whose employment in relevant employment has been barred or restricted by the Secretary of State.  It is an offence for relevant employers to knowingly appoint someone to a post from which they have been barred.   List 99 checks must be undertaken for all staff. 

Teachers cannot be registered with the General Teaching Council for England if they are barred from teaching because they are on List 99.
When undertaking a CRB disclosure through the Authority, The List and indices will also be checked.  The List and indices is a confidential document, maintained and compiled by Essex County Council, which contains the details of people whose previous employment history gave cause for concern.  The following provides a summary of its content: 
· The List - a list of persons considered unsuitable for working with children or vulnerable adults

· Index A - a list of individuals where the Authority has been notified by other agencies that an individual is unsuitable for working with children and/or vulnerable adults

· Index B - a list of former employees whose previous employment history may give cause for concern

· Index C - a list of former volunteers or agency staff whose previous working involvement with the Authority may give cause for concern.
List 99 is checked along with The List as part of a CRB check.
 
The School Workforce Development Team will discuss the implications of any positive disclosures with the chair of the selection panel.
8.3.4
Additional Checks on Overseas Candidates 
If a teacher from overseas applies for a leadership post at your school, please contact John Parker, School Workforce Recruitment Manager, on 01245 436247 for further advice.
8.4
Asylum and Immigration Act 1996 
Under Section 8 of the Asylum and Immigration Act 1996 the school is required to ensure that all employees have leave to enter and remain in the UK and are not subject to a condition precluding them from taking up employment. It is a criminal offence to employ a person who does not have permission to be and to work in the UK.   Candidates are therefore required to bring with them to interview one of the following original documents:
 
· British birth certificate or passport 

· European Economic Area passport or identity document 

· Passport or travel document endorsed to show that the holder is entitled to work in the UK (work permit) 
· Certificate of registration or naturalisation as a British citizen. 

 
Further guidance on the documentary evidence required for Asylum and Immigration purposes can be found in the school’s recruitment policy.
 
8.5
General Teaching Council for England Registration
All qualified teachers are required to be registered with the General Teaching
Council for England (GTC(E)) and proof of this should be obtained from candidates. Alternatively, checks can be made with the GTC(E) directly by telephoning 0870 0010308 or faxing 0121 345 0100.
 
8.6
Verification of qualifications
As well as verifying Qualified Teacher Status, the school should always verify that the candidate has obtained any academic or professional qualifications claimed in their application (which are relevant to the post) by asking to see the relevant certificate or diploma, or a letter of confirmation from the awarding institution.  If original documents are not available, a properly certified copy will be required. A photocopy must be taken and retained on the personal file.
SECTION NINE
	Planning and running the selection day(s)


 
	Key Actions
	√

	Run the selection day(s)
	


9.1
The format of the day
The first decision is what format you want the selection process to take:
· Consider a one or two day process (depends on the type of selection tools used (see 9.3) and the number of candidates shortlisted)
· Available resources, e.g. for overnight accommodation/evening meals
· Appropriate venue; this may be outside the school, for at least part of the time e.g. is there a suitable waiting room?
· Consider the needs of the candidate: is there enough time between stages of the selection process but not too much waiting time?
 
9.2
Planning and communicating the detail
The selection process is not only an opportunity for you to assess candidates, but for them to assess you. A well-organised, hospitable and professional process will make candidates want to work in your school, so:
· plan carefully 

· ensure candidates have all the necessary information including a timetable and maps 

· ensure candidates are aware of facilities available for presentations (OHP, Powerpoint etc) 

· where a two day process is planned, you will need to make provision for candidates who may need to stay overnight. Plan arrangements for travel where split venues are used 

· establish a realistic timetable of events, allowing time for assessment and reflection after each activity. You will also need to allow time for feedback to the panel from other groups and time at the end of the interviews to make the final and overall assessments 

 
See Appendices EIGHT and NINE for example timetables/letters for selection day(s).
9.3 Selection tools

It is widely accepted that where a variety of selection tools are used, the appointment is likely to have greater validity. An interview alone for example, gives very little opportunity for the panel to actually to get to know the candidates. 
 
A range of information will already be available e.g. the application form, references and selection tools should be used to elicit different information.  There is no need to ask interview questions on areas that are covered by a presentation topic.
In considering the available tools governors should:

· Determine how each of the tools will be assessed and how the information will be used in the decision making process
· Ensure that candidates are made aware in advance of what they can expect; there should be no surprises
· Ensure that candidates are aware to what degree the activities contribute to the decision-making process; for example, will staff give feedback to the panel after their informal meeting with the candidates?
Set out below are a range of tools and processes that you may wish to choose from as part of your selection process.  Your SIA or the School Workforce Development Team will be able to assist and advise you in selection methods.  Please note that there may be an additional charge for some of these activities.
9.3.1
Interview
· formal interview carried out by the panel
· carousel/panel interviews e.g. another group of governors have a brief interview with candidates on a specific aspect, for example financial management, teaching and learning, curriculum 
9.3.2
Presentation
· candidates make a presentation to the panel on a specific topic
· explores candidates’ knowledge on the subject and gives an insight into their communication and presentation skills and the degree to which they are able to summarise and encapsulate key issues
 
9.3.3
In-tray exercise
· asking candidates to prioritise a number of example pieces of work which they might typically be presented with
· provides information about thinking styles, the degree to which candidates delegate appropriately, etc.
 
9.3.4
Personnel case study
· candidates summarise how they would deal with a given scenario, e.g. a case of lack of capability or misconduct
· provides an insight into the candidates’ approach to staffing matters and people management as well as their knowledge of relevant policies and procedures
 
9.3.5
Budget/data analysis
· candidates analyse and comment upon a real or imaginary budget or other data 
· demonstrate analytical skills, knowledge and ability to problem solve
 
9.3.6
Group discussion/exercise
· The panel or others observe candidates discussing a chosen topic as a group
· gives an indication of communication skills, team working and persuasion
· thought needs to be given to the way in which objective and meaningful information can be deduced from this exercise and some specialist help may be required
 
9.3.7
OPQ (Occupation Personality Questionnaire)
· provides information on candidates’ preferred style in areas such as leadership, problem solving and personal management
· OPQ must be carried out by a trained and qualified person (see Section 1.4.7)
9.3.8
Pupil interaction
· candidates take an assembly, teach a group of children or meet with the school council
· thought needs to be given to moderating the groups and ensuring that those observing and assessing are ‘qualified’ to make a reasonable assessment of performance
· candidates should be supervised at all times and must not be left alone with pupils.
9.4
On the day

Arrange for candidates to be met, ensure refreshments are available throughout the day and that there are suitable waiting facilities. 
Undertake pre-employment checks (see Section EIGHT).

Explain the format of the day, including facilities e.g. Health & Safety.
9.5
At interview
9.5.1
Introductions
At interview the chair of the interviewing panel should:
 
· explain the interview structure, including the fact that the panel will be making notes during the process 
· explain when the candidate can ask questions 
· close the interview and explain the next stage i.e. when the candidate will be notified of whether they have been successful 

 
The chair will also be responsible for overseeing the discussion in the decision-making process to ensure that only relevant, justified points are considered and that these are supported by evidence.
 
It is important to keep the interviews to time.  Interviews invariably take longer than expected so it is important to allow sufficient time for each candidate. Extended interviews are often counter-productive for both the candidate and the panel. 
9.5.2
Questions
In addition to exploring the candidate’s aptitudes, knowledge and understanding against the job requirements the questioning should explore their suitability to work with children, for example:
· motivation to work with children and young people 
· ability to form and maintain appropriate relationships and personal boundaries with children and young people 
· emotional resilience in working with challenging behaviours; and, attitudes to use of authority and maintaining discipline 
· any gaps in employment history.  If there are any, a satisfactory explanation should be sought. 

· previous experience of working with children, especially the age group relevant to the job  
· the candidate’s understanding of child protection issues 

The types of questions to ask:
· open/probing questions:  these cannot be answered with a simple yes or no.  They ask the candidate to provide information and usually begin How, When, What, Why…? 

· closed questions:  these are useful for establishing facts and require a yes or no answer  
· summarising/reflective questions:  these questions are used to sum up what the candidate has said to check understanding 

  
The types of question to avoid:
· hypothetical questions:  these allow the candidate to speculate how they would deal with a hypothetical situation along the lines of “what would you do if…”  It is better to ask for examples of how they have dealt with similar situations 

· multiple questions:  these are two or more questions rolled into one.  This will confuse the candidate who may only answer a certain part of the question
· leading questions:  these give clues to the answer you want and the candidate will try and fit your expectations 

  
Example questions can be provided by the SIA.
 
9.5.3
Records
Appendix TEN provides a model interview form which can be used to keep a record of interview questions and answers which in turn should be used to make a decision about whether or not to appoint. 
It is best practice for each member of the selection panel to record their assessment of each candidate after each activity.
It should be remembered that applicants are entitled to have access to all interview notes made (about themselves) which must be retained as part of the record of the interview.  It is important therefore to make notes legible, accurate and relevant and to avoid making personal comments on the interview notes.  All interview notes must be retained for 6 months, after which they should be destroyed.  
9.6
Feedback

The panel will need to ensure they receive feedback from other groups/individuals who have been involved in the selection process.  This may be other governors, the SIA, the OPQ assessor, other staff or in some cases pupils.  A composite assessment should be compiled at the end of the process.  The panel should also record their response to any representations made by advisers from the Authority. 
 
Where a two-day selection is taking place and a large number of applicants
have been shortlisted, the Panel may wish to reduce the shortlist to four or five for the second day.
 SECTION TEN
	Selecting the right candidate


	Key Actions
	√

	Select candidate
	

	Get appointment ratified by Governing Body
	


10.1
Making the decision
Assessments should be made against the criteria laid down in the person specification. This method is likely to maximise objectivity. It is accepted that any recruitment process inevitably involves a degree of subjective assessment; after all, you are seeking someone who is right for your school and much of this will be to do with style and personality. However, the panel will be required formally to record the reasons for their decision and may be called upon to give an explanation for or feedback on their decision. (See Section 11.6).  A reason such as "they just weren’t right for this school" may well leave the governors vulnerable to equalities claims. It is actually very rare for there not to be any difference between candidates when assessed against the criteria.
 
In community and voluntary controlled schools, the SIA will be able to provide you with professional advice at the decision making stage.  This is also possible in foundation and voluntary aided schools where advisory rights have been given to the Authority.

You should refer to the references received to clarify the decision you have made.
 
In certain cases, the panel may consider that a second candidate meets the criteria and would be prepared to recommend their appointment to the governing body if the first choice candidate declines the offer. 
10.2
Contested decisions
Sometimes a selection panel will have difficulty in reaching agreement.  A majority decision is acceptable, but of course the final decision must be ratified by the full governing body (see Section 10.3). Your SIA and other officers, where involved, will be happy to assist you in finding a way through any divergence of views. Occasionally and where they consider it appropriate, your SIA will make it clear if they consider it inappropriate to offer the post to a particular candidate and if necessary they will formally record these objections. Formal comment may also have been made following shortlisting and this will also need to be addressed. 
 
While the Authority cannot prevent appointment (other than where the applicant does not meet certain qualifications, for example health in a community or controlled school), the governing body can be asked to provide written reasons for disregarding the Authority’s comments in relation to headteacher appointments.
 
You should also bear in mind that you are not obliged to make an appointment if you do not feel that any of the candidates meet your criteria. Making the right appointment is of paramount importance. 
10.3
Ratification by the full governing body
In the case of both headteacher and deputy headteacher appointments, under current legislation, it is a statutory requirement for the full governing body (must be quorate) to ‘approve the recommendation’ of the selection panel that their chosen candidate be appointed.  It is anticipated that the chair of the selection panel will briefly summarise their deliberations, reminding governors of the selection criteria and giving a summary of the selected candidate.  The governors may of course ask questions about the process.
 
The governors should also be asked to approve the reserve selection, if one has been made, to avoid further delays if the original candidate declines the offer.  It is usual for the meeting to be arranged on the evening of the last day of the selection process, to avoid delays in offering the post.  Formal notice of the meeting and an agenda must be issued.
 
If necessary the governing body may also, at this meeting, agree an alteration to the pay range. (See Section 4.6).
 
If you do not have a candidate to recommend to the full governing body for appointment, a ratification meeting does not need to be held.  (See Section 11.4).
SECTION ELEVEN
	After the decision has been made


 
	Key Actions
	√

	Offer the position
	

	Notify unsuccessful candidates
	

	Arrange for issue of employment contract
	

	Offer feedback to all applicants
	

	Arrange induction of new employee
	


11.1
Offering the job
Candidates will not normally be asked to wait for the decision, but should be contacted by telephone as soon as possible after the ratification meeting.  Where all pre-employment checks have been satisfactorily completed the offer can be made. Where pre-employment checks are outstanding, offers should be conditional upon these checks.
 
The verbal offer of employment constitutes a contract in law so it is essential that the right offer is made (that is, conditional if necessary).
 
See model letter in Appendix ELEVEN.
 
In agreement with the new headteacher, the governing body should make arrangements to notify staff and parents.

11.2
Where the candidate does not accept the post
Where the chosen candidate declines the offer and a second candidate has been approved by the full governing body, the second offer may be made.
 
Where there is no second selection, then refer to Section 11.4.
 
11.3
Issuing the contract of employment
 
11.3.1
Headteacher appointments
Where the School Workforce Development Team has undertaken the administration and the Authority normally issues contracts on behalf of the school, the contract of employment will be prepared by HR as soon as confirmation of the appointment and subsequent pre-employment checks are received.
 
Two copies of the contract will be sent to the Chair of Governors/Chair of Panel for their approval and forwarding onto the successful candidate.

11.3.2
Other appointments
For other appointments, contracts should be produced/requested in the normal way.
 
Contracts and terms and conditions should always be issued within eight weeks of the individual commencing employment.
 
11.4
Decision not to appoint
Where it has been decided not to make an appointment, the governing body will need to decide whether to look again at the existing applications with a view to drawing up a further shortlist or whether to re-advertise. The SIA or School Workforce Development Team will be able to advise on this matter.
 
If you do not appoint and decide to re-advertise and use the School Workforce Development Team’s administration service again, there will be an additional charge for this.
 
11.5
Notifying unsuccessful candidates
The chair of the selection panel should contact all unsuccessful candidates who attended for interview of the outcome, usually by telephone immediately after the chosen candidate has accepted the post.
 
All other applicants should be advised by the governing body of its decision.
Where the School Workforce Development Team’s administration service is purchased, this will be done for you. An example letter is in Appendix TWELVE.
11.6
Debriefing candidates
 
11.6.1
The successful candidate
It is useful to arrange some time with the successful candidate to feed back on the qualities they demonstrated during the selection process. In particular, they should be clear about those areas that the selection panel found were particular strengths and those in which the governing body is keen to encourage further development.
 
You will probably also want to discuss lead-in arrangements with the successful candidate and plan visits and meetings leading up to them taking up their position.
 
11.6.2
Unsuccessful applicants/candidates
All applicants should be offered the opportunity to receive feedback about their application and/or participation in the selection process. In the case of headteacher appointment, the SIA will normally offer to provide this feedback on behalf of the governing body. For other appointments, the chair of the selection panel should undertake this task. Many will not want this immediately; they should be given a contact number for use at a later date and offered either a telephone or face-to-face dialogue.
 
Feedback should focus on their application and/or performance during the selection process. It should be positive and constructive, and make reference to the applicant’s/candidate’s strengths. You may offer advice about areas in which they might consider further development.
11.7
Interview expenses
It is usual to pay interview expenses to candidates attending for interviews.  A form for claiming such expenses should be sent to applicants called to interview. You will need to be clear about what can be claimed, for example overnight expenses.
 
Interview expense claim forms should be processed at the school.  The successful candidate’s claim is not normally processed until they take up their appointment. Candidates who were offered but refused the appointment are not normally reimbursed their expenses.
A copy of the claim form and guidance notes are available in the school’s recruitment policy.
 
11.8
Storing recruitment paperwork
The following documentation should be filed confidentially for a period of six months, in order for the governing body to be able to respond to any issues arising in retrospect, which could include claims under equal opportunities legislation:
· copy of the recruitment pack, including job description and person specification 

· original application forms 

· references 

· interview/selection notes of the panel 

· any other documentation that formed part of the selection process. 

 
Arrangements should be made for the confidential disposal of surplus papers.
 
For the successful candidate, the school will retain the following information which will make up part of the personal file:
 
· Application form 

· Proof of identity 

· Proof of academic qualifications 

· Certificate of good conduct (if applicable) 

· Evidence of medical clearance (from the Occupational Health Centre) 

· Evidence of the CRB enhanced disclosure
· Evidence of NPQH 

· Evidence of GTC(E) registration. 

11.9 Induction 
Once an employee commences work it is important to initiate an effective induction process which will mean that new staff are clear about their job and feel secure about what they should be doing. They should be informed about the aims and values of the school and how they can contribute to its mission. 
Anyone who is new to a job will have some gaps in their knowledge and skills, which will need to be identified and supported.  If their training and development needs are taken into account and they are well supported with clear information they will quickly get ‘up to speed’ and begin to make a real contribution to the role. 
If induction is poorly planned and executed a new member of staff will take longer to learn the job and to become effective, make more mistakes than necessary and become disillusioned with the job and the school.
It is important to ensure that induction training for all new staff includes training on safeguarding children that will enable them to fulfil their responsibilities in respect of child protection effectively, and that suitable refresher training to keep staff knowledge and skills up to date is also available.   It is also important to ensure the employee has a good understanding of acceptable and appropriate conduct with pupils, and is made aware of the schools confidentiality and code of conduct policies.
 
First time headteachers can register and access the new headteacher induction programme as part of the National College of School Leadership:  www.ncsl.org.uk. 
 
 
 
 
	Glossary of terms                                       


 
	SIEYS
	School Improvement & Early Years Service

	
	

	CRB
	Criminal Records Bureau

	
	

	ECC
	Essex County Council

	
	

	EU
	European Union

	
	

	GB
	Governing Body

	
	

	HR 
	Human Resources

	
	

	GTC(E)
	General Teaching Council for England

	
	

	ISR
	Individual School Range (Headteacher)
Individual Salary Range (Deputy/Assistant Headteacher)

	
	

	NPQH
	National Professional Qualification for Headteachers

	
	

	OPQ
	Occupation Personality Questionnaire

	
	

	PANDA
	Performance and Assessment Data

	
	

	PLASC
	Pupil Levels Annual School Census

	
	

	SIA
	School Improvement Adviser

	
	

	TES
	Times Educational Supplement

	
	

	TMP
	Essex Local Authority’s Advertising Agency

	
	

	TPCD
	Teachers’ Pay and Conditions Document

	
	

	USP
	Unique Selling Points
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 APPENDIX ONE
	Specification for headship appointments only


The administrative support service provided by The School Workforce Development Team covers all the administrative expertise necessary to complete successfully the important process of recruiting to this key post in your school including:

· production of high quality typing and printing of your draft further particulars
· sending out, receiving and copying applications

· confirmation of appointment
· associated costs of stationery, postage etc.

Not only does this service ensure total confidentiality, which is particularly important where there is an internal candidate, but it also relieves the school office staff/governors of a considerable administrative burden.
 
The full service specification is as follows:
· Type and produce final version of the further particulars following receipt of agreed draft from the selection panel. 

· Place advertisement (if school does not wish to do this).   Please note: the cost of the advert is charged at the standard publication rate and is in addition to the headship administrative support service charge. 
· Send a copy of the agreed further particulars to the chair of the selection panel and SIA. 

· Collate recruitment packs. Send out recruitment pack to all applicants.  Maintain list of when and to whom applications are sent out.  Respond to telephone requests for details or other queries. 

· Record applications when returned. 

· Acknowledge receipt of completed forms (only where applicant has sent in SAE). 

· Photocopy all completed application forms ready for shortlisting. 

· Send set of forms to each panel member and named reserve(s), prior to shortlisting. 

· Obtain written reference(s) on shortlisted candidates allowing for timescales.  Write to each referee enclosing a SAE. Pursue by phone those who have not replied promptly. Arrange for chair of the selection panel to receive original references ready for the interview. 

· Check arrangements with chair of selection panel regarding accommodation, lunch provision and timescale of interviews. 

· Send letters of invitation for interview to shortlisted candidates including copy of programme of the interview day. Enclose medical questionnaire, SD2 form and interview expenses form (as appropriate). 

· Send medical forms to Occupational Health. Governors will need to telephone for clearance following the interview and prior to offering the appointment. 

· Send copy of letter and interview programme to chair of the panel.  Communicate with other members of the governing body as required by the selection panel.  
· Following notification of selected candidate, write to unsuccessful candidates (who were not interviewed). It is expected that the chair of the panel will contact interviewed candidates directly. 

· Preparation of contract of employment for successful candidate.  HR Schools Team will send the contract to the chair of governors for checking and forwarding to the new headteacher.
If the School Workforce Development Team undertakes the administration on your behalf, all letters will be signed by the Team on behalf of the chair of the panel.  The model letters will usually be used, but changes can be made at the request of governors.
 
There is a charge for this service.
Please contact the School Workforce Development Team on 01245 436247 for details.
 
NOTE:  The school is responsible for ensuring a Criminal Records check is undertaken (see section EIGHT). 
APPENDIX TWO
	SUMMARY TIMESCALE/PLAN
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APPENDIX THREE

	PROCESS CHECKLIST


	Action
	Ref in manual
	By whom
	Completed

	Planning (2 weeks)
	
	
	

	Notify School Workforce Recruitment Manager of vacancy, who will contact SIA
	
	
	

	Contact Diocese (if appropriate) 
	
	
	

	Contact Governor Services to access training if necessary 
	
	
	

	Full GB elect selection panel if not already in place 
	
	
	

	Decide salary ranges. Full GB to agree ISR (for headteacher) 
	
	
	

	
	
	
	

	Preliminary meeting of selection panel 
(2 – 3 weeks)
	
	
	

	Invite SIA & School Workforce Development Team 
	
	
	

	Determine if School Workforce Development Team administrative service to be bought in 
	
	
	

	Establish timetable for recruitment process (bear in mind resignation dates) 
	
	
	

	Arrange full GB meeting to ratify appointment on evening of last day of interviews 
	
	
	

	Seek advice from School Workforce Development Team on costs/style and so on 
	
	
	

	Write advertisement 
	
	
	

	Plan preparation of recruitment pack 
	
	
	

	Arrange further meetings to finalise documentation: work with SIA and School Workforce Development Team on person specification 
	
	
	

	Agree arrangements for prospective candidates to be shown round school 
	
	
	

	
	
	
	

	Place advert (1 – 2 weeks)
	
	
	

	Finalise recruitment pack (must be ready when advert submitted) 
	
	
	

	Allow minimum two weeks to closing date 
	
	
	

	Agree exact selection criteria and begin to discuss arrangements for selection day(s) 
	
	
	

	Discuss various selection tools, for example: interview, presentation, tests/exercises and so on. 
	
	
	

	
	
	
	

	Closing date (2 weeks)
	
	
	

	All applications to be copied to members of the panel (including reserve) and adviser(s) 
	
	
	

	Panel should read applications and consider them against previously determined criteria before shortlisting meeting2 
	
	
	

	
	
	
	

	Shortlisting (2 weeks)
	
	
	

	Try to reach consensus 
	
	
	

	Finalise arrangements for interviews 
	
	
	

	Decide on formal interview questions 
	
	
	

	Make domestic arrangements 
	
	
	

	Write to shortlisted candidates, explaining arrangements for selection day(s) 
	
	
	

	Include SD2, Medical Questionnaire and information on identity checks
	
	
	

	Send off for references 
	
	
	

	
	
	
	

	Interviews (1 or 2 days)
	
	
	

	View applicants’ paperwork for pre-employment checks
	
	
	

	Run in accordance with timetable 
	
	
	

	Obtain contact number for candidates before they leave 
	
	
	

	Further shortlist if appropriate for day two, let candidates know 
	
	
	

	Allow time for deliberation - one or two days 
	
	
	

	Telephone for medical clearance
	
	
	

	
	
	
	

	Ratification (Same day)
	
	
	

	GB meets to approve panel’s selection 
	
	
	

	Pre-employment checks must be cleared, otherwise offer must be conditional 
	
	
	

	Offer appointment and confirm salary
	
	
	

	Arrange for contract to be issued 
	
	
	

	Inform School Workforce Development Team of appointment 
	
	
	

	Invite successful candidate to meet governors before taking up post 
	
	
	

	Write to unsuccessful candidates, offering feedback. 
	
	
	


APPENDIX FOUR
	SHORTLISTING RECORD SHEET


 
STRICTLY CONFIDENTIAL
 
 
Appointment of Headteacher/Deputy Headteacher at:
Date of Interview:
Completed by:
Shortlisting panel:
 
 
	Name
	Items on person specification
	Shortlist
y/n
	Additional comments

	 
 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


 
When completing this form indicate:
 
√ = appears to meet the person specification
x = does not meet the person specification
? = unclear from application form.
 APPENDIX FIVE
	LETTER INVITING CANDIDATES FOR INTERVIEW


 
Date 
 
Dear 
 
APPOINTMENT OF HEADTEACHER
School
 
Following your application for appointment to the Headship of the above School, I am pleased to invite you to attend for interview on «Interview» at «Time» at the School.
 
Prior to the formal interview you are requested to give a short presentation of approximately 10 minutes.  Details are on the attached schedule.  An OHP/flip chart/PowerPoint will be available should you wish to make use of them.
 
The interview and presentation arrangements are detailed on the attached schedule, which also includes the names of the Selection Panel and the other candidates.
 
*A form on which to claim your expenses is also enclosed.  Expenses should be claimed in accordance with the scale shown on the form.  Receipts (including petrol receipts) should be submitted with your claim.  Payment of expenses to the successful candidate is subject to acceptance of the post and will be paid only after duties have commenced. 

(*Delete as appropriate)
 
As you will be aware, it is a legal requirement that all qualified teachers are registered with the General Teaching Council for England (GTC(E)).  In this connection, you should bring proof of your GTC(E) registration to the interview.
You are also required to bring with you original certificates/letter of confirmation from the awarding institution, relating to the academic or professional qualifications stated on your application form which are relevant to this post.  If you are unable to provide original documentation, a properly certified copy will be required.
 
All those appointed to their first substantive headship in a maintained school on or after 1 April 2004 are required to hold or be ‘working towards’ the National Professional Qualification for Headship.  In this connection you should provide appropriate evidence to the Selection Panel in the form of an original NPQH certificate or a letter from your regional NPQH Centre confirming your place on the course.
 
Please let me know whether you will, or will not, be able to attend this interview by completing the enclosed slip and returning it to me as soon as possible.
 
 Optional Paragraphs
1.               Candidates are required to satisfy the Authority as to their physical fitness for the appointment and in this connection I shall be glad if you will complete the enclosed medical questionnaire and return it to me with your confirmation of attendance.  As the questionnaire contains confidential information it should be placed in the enclosed envelope which should be sealed and your name and details of the post clearly indicated in the appropriate space.
 
2.               Please complete and return the enclosed criminal records self-declaration form SD2 with your confirmation of attendance, prior to the interviews.  Please do not seal this form in the same envelope as the medical questionnaire.

 
You will be aware from the recruitment information that the post you have applied for is subject to an Enhanced Criminal Records Disclosure.  As part of this process, it is necessary to verify your identity and I would ask you to bring with you to the interview:
 
Photographic evidence (passport/new-style driving licence)
OR
Birth certificate (and marriage certificate where appropriate)
AND
2 proofs of your home address (utility bill, bank statement – please note that documentation should be less than 3 months old).
 
3.               Under the Asylum & Immigration Act 1996, we are required to ensure that all our employees have leave to enter and remain in the UK and are not subject to a condition precluding them from taking up employment.  We would, therefore, ask you to bring with you to interview one of the following as appropriate:

 
           British birth certificate or passport
           European Economic Area (or EU) passport or identity document
           Passport or travel document endorsed to show that the holder is entitled to work in the UK (work permit)
           Certificate of registration or naturalisation as a British citizen
 
Failure to provide the necessary evidence in this connection may result in us being unable to take your application forward.
 
4.               As part of the selection process, all candidates will be asked to complete an occupational personality questionnaire.  This takes approximately 45 minutes and involves rating a series of statements on a scale of the degree to which you agree or disagree with them.  The use of these tests is quite common for senior appointments and is governed by a strict code.  Further information about this process is attached.

 
Standard Paragraph
If you have any special requirements in relation to the interview day, please let me know.

 

Should any difficulty arise please do not hesitate to contact me at the above address.

 
Yours sincerely
 
Chair of Governors/Panel
	REPLY SLIP


 
To 
Chair of governors/Chair of selection panel 
 
School:
 
Headship/Deputy headship interview
 
Date:
 
*I shall/shall not be able to attend the interview (and pre-interview visit) as detailed above.
 
* Please delete as applicable
 
Signed _________________________  Date_________________________
 
Name ___________________________________
Please provide details below of any special facilities or arrangements made available in relation to the interview day, for example, dietary needs/parking/access to premises in the event of a physical disability.
	

	

	

	


APPENDIX SIX
	EMPLOYER REFERENCE


 
	PERSONAL

«Title» «Initials» «Surname»
«Address»
«Address1»
«Address2»
«Address3»
	Our ref:
	«Ref»

	
	Date:
	

	
	
	


Dear «Title» «Surname»
APPOINTMENT OF HEADTEACHER

«School»
GROUP «Group»
I have received an application for the above post from «Applicant» who is at currently serving at «PresentSchool».

The applicant has given permission for us to write to you for a reference regarding their suitability for employment in the above post.

It would be especially helpful if you would comment on the following areas:

· How long you have known the applicant and in what capacity.
· Your views on the applicant’s ability and suitability for this post as measured against the specific criteria in the person specification, a copy of which is enclosed for your reference.

· Whether you are completely satisfied that the applicant is suitable to work with children.  If not, please provide specific details of your concerns and the reasons why you feel s/he may be unsuitable.

Please also provide specific verifiable comments about the applicant’s performance history and conduct.

If you are the applicant’s current Chair of Governors or Headteacher, in accordance with DCSF Guidance on Safe Recruitment, would you please also provide the following details:
· any disciplinary procedure the applicant has been subject to in which the sanction is current

· any disciplinary procedures the applicant has been subject to involving issues relating to the safety or welfare of children or young people, including any in which the disciplinary sanction has expired

· any allegations or concerns that have been raised about the applicant that relate to the safety or welfare of, or behaviour towards, children or young people and the outcome of those concerns e.g. whether the allegation or concern was investigated and how the matter was resolved.

Please include any other information which you feel is relevant in considering the applicant’s suitability for the post.

Please ensure that the reference you provide is accurate and does not contain any material misstatement or omission.

Please note that in accordance with DCSF Guidance on Safe Recruitment, it may be necessary for the Selection Panel to discuss any discrepancies between information contained in any reference and that supplied by the applicant during the recruitment process.  However, in accordance with the Data Protection Act, your reference is confidential and will not be shared with the applicant unless you give your express permission for us to do so.

The interviews are to be held on ? and therefore an early response would be appreciated. A stamped addressed envelope is enclosed for your use.

Thank you for your assistance. 

Yours sincerely
APPENDIX SEVEN

[image: image4.png]Under the Criminal Justice & Courts Services Act 2000 it is an offence for an individual who has been
disqualified from working with children to knowing apply for, offer to do, accept or do any work in a
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APPENDIX EIGHT
	SUGGESTED TIMETABLE FOR A TWO DAY SELECTION PROCESS


 
A typical two day selection process 
This outline for a two day selection process covers the key activities which are recommended for a headteacher appointment. The structure, timing and order of them can of course be modified to suit the needs of a particular governing body.
 
DAY ONE
Morning session
Welcome by chair of governors; opportunity to meet selection panel and have briefing on the structure of the two days.
 
Tour of school
 
Individual presentations by candidates to the selection panel (15 to 20 minutes each)
 
Whilst not presenting, other candidates may be given a timed activity to complete and return, for example:
· OFSTED or data analysis; 

· in-tray exercise; 

· case study analysis (personnel or finance). 

 
Lunch with staff
 
Afternoon session
Completion of presentations (if necessary)
 
Opportunity to meet:
· groups of children; 

· members of the senior management team for briefings; 

· headteachers from neighbouring schools (particularly if there are strong links). 

 
Meeting of selection panel to review day one
 
This should include a review of all data gathered, including:
· Feedback from groups who candidates have met during the day; 

· Feedback from psychometric assessment (if applicable). 

 
All candidates should be offered a de-briefing from the psychometric testing, if administered.
 
If the number of candidates is to be reduced at the end of day one, the unsuccessful candidates should be told at this point, and offered a de-briefing by a member of the selection panel.
 
Dinner with governors (if applicable)
DAY TWO
Morning session
Brief meeting between selection panel and remaining candidates, outlining day
 
Possible circus of mini-interviews which might involve other agencies associated with the school, for example:
· other governors; 

· business links; 

· educational psychologist. 

 
Part of this circus may include one or more sessions when candidates:
· complete an exercise (see day one); 

· visit focus areas of the school (their choice of area); 

· have free time! 

There are normally as many ‘sessions’ to the circus as there are candidates.
 
Interviews
These are conducted with the whole selection panel; they normally last 40
to 50 minutes (in some selection processes, the presentation is given at the beginning of the interview; however, this often fails to do justice to the presentation content or the candidate and makes the whole interview schedule too long).
 
Lunch (candidates are normally given this as free time)
 
Afternoon session
Interviews continue  
 
Candidates are normally invited to leave as soon as their interview is completed
 
Selection panel meets to make final decision
 
Meeting of full governing body to ratify recommendation of selection panel
 
Successful candidate is telephoned by chair of governors.
 
Other candidates are then telephoned (by chair of governors or other members of the panel; they are offered a de-briefing, usually at some future date).
 
APPENDIX NINE
	SELECTION SCHEDULE


 
Appointment of headteacher/deputy headteacher
 
School:
Date:  day, date, month, year
 
Suggested headings
List of candidates
 
Interview panel
List names including any supporting officers from the Authority, for example, School Improvement Adviser.
 
Pre-interview visit/tour of the school
Give details/timetable
 
Presentation topic
 
Lunch arrangements
It is useful to indicate if other members of the governing body/staff have been invited to meet candidates on an informal basis.
 
Interview schedule
Insert candidates’ names and time of interview
 
Post interview arrangements
It is useful to give candidates an indication of what arrangements have been made to advise them of the outcome following interview, for example, are they free to leave following their interview and will be contacted by telephone, or are they required to remain on/return to the premises for the decision?
 
However, it should be pointed out that it is not good practice to require candidates to wait on the premises for a decision.
 
It is also useful to let candidates know who they should contact should they require a debriefing session.
 

APPENDIX TEN
	INTERVIEW ASSESSMENT FORM


 
STRICTLY CONFIDENTIAL
School:
 
Candidate:
 
Date of interview:
 
The questions should be agreed prior to the interviews and should be based on the criteria laid down in the person specification
 
	Questions
	Criteria met
	Criteria not met
	Criteria part met
 
	Notes
 

	 
	 
	 
	 
	 

	 
 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
 
	 
	 
	 
	 

	 
 
	 
	 
	 
	 


 

 APPENDIX ELEVEN
	LETTER TO SUCCESSFUL CANDIDATE FROM CHAIR


 
Date
 
Dear
 
I am very pleased to inform you that, following the recent interviews for the post of title at name of school you have been selected for appointment by the Governing Body.
 
Community and Controlled Schools only
either:
 
The Governing Body are therefore recommending that Essex LA offer you a permanent appointment at this school with effect from date
 
or:
 
The Governing Body are recommending that Essex LA offer you a permanent
appointment at this school with effect from date conditional upon receipt of a satisfactory criminal records disclosure certificate and/or medical clearance.
 
Foundation and Aided Schools
either:
 
The Governing Body are therefore pleased to offer you a permanent appointment at this school with effect from date.
 
or:
 
The Governing Body are therefore pleased to offer you a permanent appointment at this school with effect from date, conditional upon receipt of a satisfactory criminal records disclosure certificate and/or medical clearance.
 
Your contract of employment will follow in the near future.
 
I look forward to meeting you again in the term.  In the meantime, however, please do not hesitate to contact me if you have any queries.
 
Yours sincerely
 
 
 
Chair of Governors/Chair of selection panel
  
APPENDIX TWELVE
	LETTER TO CANDIDATES NOT INTERVIEWED


 
 
Date 
 
Dear
 
Headship/deputy headship
School name…
 
Thank you very much for your application for the above post.
 
Following the recent interviews insert name of successful candidate who is currently at insert school name was appointed to the post.
 
I would, however, like to thank you for your interest in this post and to wish you every success in your future career.
 
Yours sincerely
 
 
 
 
Chair of Governors/Chair of selection panel
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Resignation received





Meeting of Selection Panel





Governing Body to elect Selection Panel





Chair to notify School Workforce Recruitment Manager





Contact/Invite SWDT & SIA





Invite Diocese if appropriate





Advertisement





At least 3 Governors & 1 or 2 reserves





Determine


Timescale


Salary (to be agreed by full governors)


Advert


Recruitment Pack





Shortlisting





References requested





Interview





Pre-employment checks


CRB/SD2


Medical


Identity/Safeguarding


Qualifications





Select Candidate





Ratification by Full Governing Body





Offer feedback to unsuccessful candidates





Issue contract





Arrange induction





Make Acting arrangements if necessary
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