Section 2

Chair’s notes

SAFER RECRUITMENT PRACTICE

The governing body and the Diocese are committed to safeguarding and promoting the welfare of children and young persons and expect all staff and volunteers to share this commitment. 

The governing body will therefore ensure that this or a similar statement will be included in the following materials:

· Publicity materials

· Recruitment websites

· Advertisements

· Candidate information packs

· Person specifications

· Job descriptions

· Competency frameworks

· Induction training

Interview Panel

It is a legal requirement that at least one member of the interview panel must have undertaken the online training that is provided via the Children's Workforce Development Council (CWDC). Certification following successful completion of the training is valid for five years. It must then be re-taken. For information, email: 
safer-recruitment@cwdcouncil.org.uk
The panel should ask the candidate if they wish to declare anything in the light of the requirement for a CRB Disclosure. The panel also need to check that the CES application form has been filled in in its entirety. 
GOVERNORS’ INITIAL MEETING

	Before the meeting


	If the vacancy is for a deputy, many of the tasks identified for the Chair in this guidance may be delegated to the headteacher. Key pre-meeting tasks are:

· Contact the Diocese (0191 243 3313). Diocesan advisers may offer to approach the Local Authority and to liaise on dates for the initial meeting.

· Prepare the agenda and supporting papers for circulation before or at the meeting. The specimen agenda on page 36 can be photocopied. The Clerk will also need to bring to the meeting (or circulate in advance) Section I of this guidance.

The remainder of these notes should be read in conjunction with the specimen agenda.

	Managing the meeting


	The agenda is long and approximately 2 hours need to be set aside for the meeting. It is important to allocate time for discussion, especially of the criteria for appointment. If the Clerk is not attending the meeting, arrangements should be made for someone other than the Chair to keep a record of the meeting and its decisions.



	Agenda item 3

(declaration of interest)
	As in relation to any issue being discussed by governors, if a governor has any interest they must declare this and ought not to take part in the appointment process. For example, a governor might be a close relative of a candidate or a staff governor might potentially stand to benefit if an internal candidate was to be appointed.  



	Agenda item 4  

(confirmation of vacancy)


	This is a brief formality. The Governors then need to discuss models of leadership and make a decision on the way to proceed. If the governing body confirm its intention to advertise the vacancy and the intended date on which the person appointed will take up post. In some instances (when a deputy has resigned, for example), the governing body may decide to defer or not to advertise the vacancy. This is usually for budgetary or re-structuring reasons. 


	Agenda item 5  

(procedural matters)


	In non-Diocesan schools there is an expectation that the appointment will be delegated to an appointments panel or, in the case of a deputy, to the headteacher. For reasons given on the preliminary page, Diocesan policy is that appointments should not be delegated but should be undertaken by the full governing body.
If a headteacher appointment is being carried out, then the current headteacher, substantive or acting, should not be involved in the appointment process. An exception to this might be when an executive headteacher has been brought into a school. In this case it might be sensible to include them. 

Diocesan and Local Authority advisers have equal status in law and the diocesan adviser is also the Bishop’s representative. Their role is to advise governors on process, ensuring best practice and compliance with fair employment legislation. They will also offer their professional assessment of candidates’ the relative strengths. 

Governors should be familiar with and have formally adopted the Diocesan Equal Opportunities Statement. Governors should be reminded that whilst the process of appointment is open, details of individual applicants are confidential and should not be discussed outside the meeting. 
At least one member of the interview panel must have undergone the Safer Recruitment Training in the last five years (see page 23).


	Agenda item 6  

(job description)


	Job descriptions need to be robust and specific. The generic Diocesan job descriptions on pages 6-10 and 13-18 are recommended for adoption. They cover all the key aspects of the roles and are acceptable to the professional associations. The Key Area: Managing the Organisation, starting on page 16 of the job description for deputies can be tailored to meet the school’s specific requirements.

	Agenda item 7  

(criteria for appointment)


	Governors often find it helpful if the advisers lead on this. The framework on pages 11-12 and 19-20 is a starting point for discussion. Sufficient time should be allowed for governors to arrive at a shared understanding of the school’s current position and future needs. This will enable governors to clarify and agree precisely what they require of the new headteacher or deputy.  It is advisable to keep essential requirements to the minimum. Too many will reduce the number of applicants. Qualities listed as desirable can be used at a later stage to distinguish between applicants who may otherwise be equal.



	Agenda item 8 

(salary)


	Governors set an Individual Salary Range (ISR) for the post and determine a starting salary within that range. The advisers will offer guidance on the appropriate ISR. At this stage governors might also consider whether they would be willing to make a contribution to re-location expenses.



	Agenda item 9 

(application pack)


	It is more efficient to delegate this to a small group of governors (including the headteacher if the vacancy is for a deputy). If this is agreed, constitute the working group and discuss whether the same group could be responsible for the advertisement.

	Agenda item 10 

(advertisement)


	It is recommended that this is delegated to the same small group.  There is an advertisement checklist on page 40 which the group may find helpful.



	Agenda item 11 

(dates)


	The closing date should allow time for candidates to obtain information from the school and complete and return their application. Ideally this should span at least two weekends. 

The date for the short listing meeting should take account of the time needed for applications to be copied, references to be received and circulated to governors for them to read and reflect on before the meeting. Where these time scales are not possible, alternatives should still allow for appropriate consideration of applications by governors. 



	After the initial meeting


	Ensure that there are clear arrangements and allocation of responsibilities for placing the advertisement and for putting together (and sending out) the application pack.  


SHORT LIST MEETING

	Before the meeting


	Governors should be aware that the meeting could take up to two hours.

The Clerk should copy the specimen agenda on page 38 and circulate it to the governors in advance of the meeting, together with copies of the applications received and the final criteria for appointment. It is also helpful to send governors copies of the short list work sheet (page 46) for each candidate to help them make their preliminary assessment.   

It would also be advisable to give advance thought to the venue for Stage 2 of the Interviews, bearing in mind that three interview rooms will be needed (one large enough for the second stage interviews) plus a waiting room or area for candidates. 

You may also wish to have available at the meeting copies of the specimen timetable for the interviews (page 39) or of the outline programme below.



	Agenda item 4 (consideration of applications, etc.)


	However many or few the applications received, these should be considered in alphabetical order. It is usually found to be helpful if the advisers are asked to give their assessment of each application in turn and for governors then to be invited to offer their assessment against the criteria for appointment. Governors should decide after consideration of each application whether the candidate:
· should be called for interview or;

· rejected (for example, because s/he does not meet one of the essential criteria) or;

· referred for further discussion once all applications have been considered.

After re-visiting any applications referred for further discussion, governors will then be in a position to decide whether they have a sufficiently strong short list to proceed to interview.

Governors will not be able to tell at this stage whether an applicant meets all of the criteria for appointment. However, if it is evident that one or more of the essential criteria are not met (e.g. the applicant is not a practising Catholic as evidenced by failure to provide a clergy referee) then the applicant in question should be discounted. 

The Clerk (or another person appointed to do so) should record the reasons why individual candidates have not been short listed. 


	Agenda item 4 (confirmation of process and  attendance on the interviews)


	It is useful to refer governors to stage 4 of the overview (page 4).
Governors should confirm the interview process to be adopted. That is:
    Stage 1

· Tour of the school with Chair or headteacher and/or pupils or other staff

· Possible technical task

· Possible meetings with staff/pupils/governors
· Governors’ preliminary meeting to confirm arrangements for Stage 2
· Governors panel interviews 

· Governors convene to determine which candidates should proceed to the second stage

Stage 2

· Lunch

· Possible presentation

· Final interviews and decision
The two-stage process usually takes place within one day at primary level and two days at secondary level.
If this process is not adopted, it will be necessary for governors to make arrangements for an alternative.  The remaining notes for this agenda item relate to the recommended process.



	Agenda item 5  (governors’ panels)


	Before allocating governors to panels, it is helpful if governors are asked to confirm their attendance for the interviews.

Ask the advisers to indicate which panels they will support and agree governor allocations and chairs of panels.

The advisers will offer to prepare some questions for governors to choose from. If a deputy is being appointed, the headteacher should take a leading role in preparing questions. Governors should also be invited to bring possible questions for both the first and second stage interviews.



	Agenda item 6  (arrangements for interviews - Stage 1)

	If meetings, tours and activities or tasks are to be arranged for the candidates in Stage 1, governors should agree what part, if any, these will play in the selection process. Information about this must be given to the candidates.
  Overnight accommodation may be needed by some candidates. 

The tour is an opportunity for candidates to familiarise themselves with the school and to seek further information. Sometimes this is followed by informal meetings with staff and pupils.  Governors will need to decide whether they wish candidates to carry out a technical task – usually set and assessed by the Local Authority adviser. Typical tasks include analysis of the most recent RAISEOnline data, preparing an action plan in response to an issue arising from Ofsted inspection or responding to a case study/scenario. The advisers usually report to governors on candidate’s performance at the end of Stage 1, often at the end of the panel interviews when governors are determining who should go forward to the next stage. 

	Agenda item 7  (arrangements for interview - Stage 2)

	The venue, start time and the outline timetable should be decided on. Responsibility for detailed scheduling should be agreed. A specimen timetable is available on page 39.

Candidates may be asked to prepare a brief presentation (time-limited) on a given topic for each panel. The advisers will suggest topics for consideration by the governing body.

Confirm that the advisers will debrief unsuccessful candidates.

	Agenda item 8 (responsibility for organising Days 1 and 2)
	Confirm who will be responsible for all the arrangements, for example booking the venue, arranging lunch, production of final timetable.



	Agenda item 9 (responsibility for communicating with candidates)


	Agree who will send letters of invitation to interview. The timetable for Stage 1 and 2 and details of any presentations to be prepared should be included. Candidates should also be informed what documentary proof of identity and of qualifications they should bring. It is important that these are checked and photocopied at the beginning of Stage 1.



	Agenda item 10 (references)


	Governors should be reminded that only written references will be used. The use of telephone references or of information gathered informally by governors, e.g. in conversation with someone who knows the candidate, is not good practice and can be cited at a Tribunal as evidence of an unfair appointment process.  

The governing body may wish to use the specimen pro forma for the faith reference and the sample letter requesting a professional reference on page 45. This ensures that governors have the same information for each candidate. Usually the Chair of Governors sends for the references.  

Please see the further guidance on references on page 42.



INTERVIEWS

These notes should be read in conjunction with the specimen timetable on page 39.

The Clerk should bring copies of the working sheets on pages 47 and 48. 

Chairs of Governors often ask the advisers to manage the day, including the briefing. This enables them to participate fully in the process and to concentrate on making their own judgements about candidates. 

	Governing body briefing


	Confirm that all candidates will be attending. Check that governors are clear on the time table. After this, in order to ensure that the process complies with equal opportunities requirements, it is very important to remind governors that:
· all candidates should be asked the same questions (follow up questions in response to a candidate’s response can vary);

· all candidates should have the same number of questions;

· and the same length of time for their interview;

· questions that could potentially be interpreted as discriminatory
 are not permitted e.g. direct questions about age, marital status, family;

· notes should be objective and factual and, unless destroyed, can be called in for scrutiny by a Tribunal;

· candidates’ performance should not be discussed until all have been interviewed although governors will make their individual judgements (and the reasons) after each interview;

· candidates should be graded as follows:

A – the panel wishes him/her to proceed to the next stage;

B – the panel is unsure; there is a balance of strengths and 

       weaknesses;

C – the panel does not consider him/her appointable



	Panels convene and panel interviews
	Panels go to their own rooms, prepare their questions, conduct interviews and make judgements



	Governing body re-convenes



	Invite each panel to share its judgement of candidates in alphabetical order. These should be recorded. Inevitably there will be discussion where there are B grades or where candidates have performed well for one panel but badly for another. Adviser feedback on technical tasks at this stage can help governors to clarify their decisions about who to take forward to further interview.

If candidates are to make a presentation, the topic should be decided (e.g. issues arising from the panel interviews or on the technical task) and arrangements made to ensure that all candidates have the same amount of time to prepare.



	Questions for the afternoon
	This is an opportunity to cover any uncertainties or gaps that have been identified. The second stage interview should last for up to 50 minutes, including any presentation, which allows time for 7 – 9 questions with follow-up.

It is also useful to remind governors about confidentiality.

At the end of each interview, check that the candidate would accept the post if offered.

	The decision
	After all interviews are completed, governors should make their own assessment of each against the criteria for appointment. Ideally, they should do this by transferring evidence from their interview notes on the working sheet on page 48. 

After this, discussion can be opened and decisions made, taking into account the professional judgements and guidance of the advisers. The governing body should come to an agreed decision on each candidate and on which candidates are the strongest. A proposal to appoint a candidate should be made and formally seconded. Ideally the decision should be unanimous but sometimes a vote is necessary. Occasionally the Chair has to use his/her casting vote.

 

	After the decision
	Collect in governors’ notes, all copies of application forms, supporting statements and references.

Check that the advisers have a record of all proceedings, decisions made and reasons. The school must retain a full set of all relevant paperwork for at least 6 months.
Confirm arrangements for debriefing unsuccessful candidates.





Notes on illegal/improper questions

Illegal questions usually offend against the range of anti-discrimination legislation which not only promotes equal opportunities but also forbids discrimination because of age, sex, sexual orientation, marital status, family commitments or race.  These questions may relate to intentions about getting married, starting a family and coping with small children.  Failure to appoint after such a question can lead to a complaint to the Equal Opportunities Commission. Racial discrimination is also illegal and questions that might lead to a candidate to think that the reason for non-appointment was racial must be avoided.  The Diocesan Statement on Equal Opportunities in Employment indicates where and how governors may discriminate between candidates.

The issue of improper questions is not so clear-cut.  It is broadly accepted that questions about a teacher's politics or union activities are improper, but questions about religion are essential in the case of Catholic schools.  

POST INTERVIEW TASKS

These are the responsibility of the Governing Body.

Retain the successful candidate’s application form, supporting statement and references in the school’s personnel files. Destroy all other copies.

Confirm the appointment in writing, including starting date and salary. Also inform the person appointed of the arrangements for:
· Criminal Records Bureau and DCSF List 99 clearance 

· Health clearance
If the school retains a personnel service, inform them of the appointment and which procedures and checks you wish them to undertake on your behalf. If the school manages its own personnel function, ensure that clear arrangements are in place for these tasks to be completed.

Ensure that the person appointed is issued with the two copies of the appropriate CES contract, signed by the Chair of Governors. S/he should sign both copies and return one to you for the school’s files. S/he should retain the second copy for his/her own records.

� Because of the difficulty in ensuring equality, governors usually decide that meetings and tours will not constitute part of the selection process.





� Please see notes at the end of this section
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