Section 3
Supporting documents and notes

Recruitment summary sheet
Adviser:













Academic Year:

SCHEDULE OF APPOINTMENT

	School Supported: 
	Post:

	Current Headteacher: 
	Chair of Governors: 

	Priest with pastoral responsibility: 
	Local Authority Adviser:  

	School group:
	ISR:
	Starting salary:

	Initial meeting date:  
	Initial meeting venue:

	Advertising date:  
	Publications:

	Application returned to:
	Closing Date:  

	Short listing Date:  
	Short listing venue:

	Person seeking faith references:
	Person seeking professional references:

	Interview Date:  
	Interview venue:

	Person trained in Safer Recruitment:)
	Date of training:

	Person Appointed: 


	Start Date:

	Arrangements for debrief of unsuccessful candidates:
	Notes: (eg CPD needs identified)


CANDIDATE INFORMATION

	Applicant Name
	Current Position
	Current school
	Short listed?
	Interviewed?
	Notes

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


APPOINTMENT OF HEADTEACHER/DEPUTY HEADTEACHER AGENDA FOR THE INITIAL MEETING

1.
Opening prayer

2.
Apologies for absence
3. 
Declaration of interest
4.
Confirmation of vacant post
5.
Procedural matters

· Consideration of alternative models of leadership

· confirmation of appointment by governing body 

· role of advisers

· Diocesan Equal Opportunities Statement

· Confidentiality

· Faith and professional references
· Safer recruitment training
6.
Job description

7.
Criteria for appointment

8.
Salary 

9.
Application pack 

10.
Advertisement 

11.
Dates

· date of advertisement

· closing date for applications

· date for circulation of applications

· short listing meeting

· interviews

11. Close of meeting 


APPOINTMENT OF HEADTEACHER/DEPUTY HEADTEACHER

AGENDA FOR THE SHORT LISTING MEETING

1.
Opening prayer

2.

Apologies for absence
3.

Declaration of interest
4.

Consideration of applications including references
5.

Agreement of short list and decision to proceed to interview
6.

Agreement of information to be given in the feedback to applicants not shortlisted
7.
Confirmation of selection process  

8.
Governors’ panels


(a) Constitution

(b) Appointment of chairs

(c) Responsibility for drafting questions

9.
Arrangements for interviews – Stage 1

(a) tour of the school

(b) candidate activities/tasks

(c) candidate meetings

(d) overnight accommodation

10.
Arrangements for interviews - Stage 2

(a) venue

(b) timetable for the day

(c) agreement on nature and time of any tasks or presentations

(d) arrangements for candidates’ de-brief

11.
Responsibility for organising Stages 1 and 2 

12.
Arrangements for communicating with candidates

13.
Close of meeting



SPECIMEN TIMETABLE FOR INTERVIEWS

(This specimen timetable is based on 4 candidates/one-day model)
	9.15
	Governing Body briefing
	· Opening prayer

· Confirm arrangements for the day

	9.30
	Panels convene
	     (Candidates arrive)

· Agree questions

· Agree who is asking questions and in what order

	10.00
	Panel interviews 1 and 2
	· Candidate’s presentation 5 minutes

· Questions 20 minutes

    (no discussion of candidates at this stage)


	10.50
	Break


	

	11.05
	Panel interviews 3 and 4


	

	11.55
	Panel discussion


	· Panel decides which candidates should go forward to the second stage



	12.25
	Governing Body re-convenes 
	    (Candidates have lunch)

· Panels report back their judgements

· Feedback on technical task/s

· Discussion of those candidates for whom the decision is not straight-forward

· Agreement of any presentation to be made at beginning of second stage

· Candidates informed of decisions

· Candidates not proceeding to second stage leave



	13.15
	Governing Body working lunch
	· Agreement of questions for the afternoon

· Agreement who is to ask and in what order



	14.00
	Second stage interviews
	· Approximately 40 minutes per candidate

· At end of each interview Chair confirms that candidate will accept the post if offered



	16.40
	Working tea/coffee break


	

	17.30
	The decision
	· Governors use criteria to identify strongest applicant

· Offer post



ADVERTISEMENT CHECK LIST

Regarding the appointment of Headteachers and Deputy Headteachers, “The Governing body must advertise any such vacancy or post in such a manner as it considers appropriate unless it has any good reason not to.” 

Your advertisement is the first point of contact with potential applicants. It should be eye-catching, easy to read and engaging. It is your first opportunity to present the school and create an impression that will attract people to apply. Advertisements are costly but it is worth taking out a display advertisement. The appointment of a headteacher or deputy is a most important undertaking. The outcome of the process will influence the future of the school and the success of its pupils in future years.

The key to a successful advertisement is to balance brevity with sufficient information about the school to interest and motivate potential applicants. An overlong advertisement does not catch the eye and can be difficult to read.  Aim to convey a feel for the school and a sense of what makes it special. Looking at other schools’ advertisements in the Catholic Teachers’ Gazette or the Times Educational Supplement will give ideas about how to create the impression you want.  

ADVERTISEMENT CONTENT

The advertisement should include:

· The heading:-

“The Roman Catholic Diocese of Hexham and Newcastle in partnership with (name) Local Authority”

· Diocesan and Local Authority logo or school logo 

(Too many logos make an advertisement look cluttered and diminish its impact. However, if the Local Authority logo is used, the Diocesan logo should also be included.)

· “Applications are invited from practising and committed Roman Catholic teachers for the post of…. at  (name of school) ”

· Address of school

· Group of school and number on roll

· Salary information 


(ISR and starting salary)

· Brief description of school 

· Indication of potential candidate governors wish to appoint  

· If appropriate and recent , phrase from inspection report summarizing the school

· Contact information  (name, address, telephone number and website address if relevant)

· Closing date for applications

· An indication of whether informal visits are welcome prior to making application

· Safeguarding statement


APPLICATION PACK CHECKLIST

The pack should have high impact but not contain too many documents. As its purpose is to ‘sell’ the school, the quality of its contents and presentation are very important in encouraging people to commit to making an application. The information provided should give an accurate picture of the school as well as some ‘feel’ for its distinctiveness. Recent newsletters, photographs and reports of pupil or community activities are valuable additions. A personalised letter from the Chair and/or headteacher can be used to encourage applications. It is worth considering whether the pack could be accessed via the school’s website.  

Possible contents:
· Letter from Chair (headteacher if post is for deputy), encouraging applications

· CES application form (up to date version)
· Job description

· Criteria for appointment

· Diocesan Statement on Equal Opportunities

· Safeguarding Policy
· Closing date for applications

· Name and address of person to whom applications should be sent

· Statement that applications sent by e-mail will be accepted but will require a real signature on the day of interview
· Dates for short list and interviews

· Brief description of school, its history, location and main strengths  

· School Improvement Plan summary sheet

· School prospectus 

· Section 48 summary report

· Ofsted summary report

· Recent newsletter to parents/parishes

· Diocesan information (provided on website)

· Any Local Authority information provided by the adviser


REFERENCES

Only formal written references should be used.  It is important to be clear about the information that is required in a reference. It is helpful if professional references specifically address the criteria for appointment. The use of a pro forma and/or standard letter requesting references is recommended as a means of obtaining precisely the information that is required and of ensuring that the same information is gained about each candidate. There are examples of these on pages 40-42.  

It is strongly recommended that references are an integral part of the shortlisting process and should therefore be sent for upon receipt of an application. There are three major reasons for this:

· To comply with safer recruitment requirements;

· To ensure that the essential requirement of ‘practising Catholic’ is evidenced with a supportive priest reference;

· To ensure that the applicant is supported professionally with a positive recommendation from their current employer or Headteacher. 

References, as with application forms and other related materials, are strictly confidential and should not be photocopied or distributed outside of those involved in the appointment process. Care should be taken over their storage and disposal during and after the process.

Any queries regarding references should be discussed with the advisers.


REQUEST FOR FAITH AND CHARACTER REFERENCE  

This letter should be sent together with the pro forma on the following page by the Chair of Governors to the parish priest whose name and address are given on the application form. 

CONFIDENTIAL

Dear Father

(Name and address of applicant)





has applied to this school for the post of headteacher/deputy head and has given your name as a referee.  I should be grateful if you would answer all of the questions on the attached questionnaire in as much detail as you are able.  In the interests of fairness the governors have decided that only written responses will be accepted.

Please ensure that the statement provided is reliable, and based on a careful and accurate assessment with full and frank disclosure of all relevant matters.  I hope the questionnaire helps you in this respect.

As additional information, which you may find useful, I enclose a copy of the job description and criteria of appointment for the post.

I am enclosing a stamped addressed envelope for your reply.

The selection interviews will be held on _________. Please supply the information by _____________.
I thank you in anticipation for your assistance in this matter.

Yours sincerely

(Name)

Chair of Governors


REQUEST FOR FAITH AND CHARACTER REFERENCE  

CONFIDENTIAL
	Applicant’s name


	

	Address


	

	School and post applied for


	

	To your knowledge does this person attend Church and receive the sacraments regularly?
	

	What is your assessment of his/her commitment to Catholic beliefs and practices?
	

	Has he/she held any specific roles in the parish and if so, with what success?


	

	Do you have confidence in this person as a leader in a Catholic school?
	

	Are you able to recommend this person for consideration for this post?


	

	Are there any other observations you would wish to make about this person which you believe are relevant to the post? (Please continue on separate sheet if necessary)
	


Signed:






Status:

Address:





Date:








REQUEST FOR PROFESSIONAL REFERENCE

(specimen letter)

Dear

(Name and address of applicant)





 has applied to this school for the post of headteacher/deputy head and has given your name as a referee.  I should be grateful if you would give your confidential professional assessment of (name)’s suitability for the post. I enclose a copy of the criteria for appointment and would particularly ask that you comment on (name)’s significant strengths or achievements in the experiences, skills and qualities specified within that document. 
Please comment on the candidate’s experience and commitment to their duties/responsibilities, the age groups taught and their knowledge and experience of safeguarding.
Finally, I would be very grateful if you could state whether you recommend this person:-

i. for appointment without reservation or;

ii. for serious consideration for appointment or;

iii. for further consideration.

I am enclosing a stamped addressed envelope for your reply.

The selection interviews will be held on _________. Please supply the information by  ____________

I thank you in anticipation for your assistance in this matter.

Yours sincerely

(Name)

Chair of Governors



SHORT LIST WORKING SHEET

Governors often find a sheet such as the one below useful for recording their analysis of applicants and to inform discussion at the short list meeting. If the work sheet is to be used, one copy for each applicant should be sent to governors with the copies of the applications. The essential criteria for appointment should be listed in the blank columns.

	Name of applicant


	

	Current school and post


	


	(List essential criteria)


	Clearly meets
	Some evidence
	No evidence

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Overall strengths



	Overall weaknesses 




	Overall evaluation

(tick appropriate box)
	A 

Should be interviewed
	
	B

Consider for interview
	
	 C

Does not meet one or more of the essential criteria
	




PRESENTATION WORKING SHEET

	Candidate’s name
	Presentation topic



	 
	· 
	 Notes

	Introduction
Opening courtesies/tone/manner

Outline purpose and approach


	
	

	Structure of the presentation
Easy to follow


	
	

	Content
Relevant to the title

Appropriate vision and philosophy

Shows knowledge  

Focuses on role of headteacher/deputy

Shows enthusiasm

Identifies range of challenges/opportunites

 
	
	

	Presentation skills/technique
Personal impact and presence

Commands credibility as future HT/DHT

Engages with audience/interesting

Speaks clearly  

Manages the time well


	
	

	Conclusion
Summarises key points

 
	
	


	Grade:
  A
	
	 B
	
	 C
	




INTERVIEW RECORDING SHEET

(Governors may find it helpful to have two copies per candidate)

	Candidate’s name


	Panel/full governing body interview (delete as appropriate)




	Question number
	Notes
	Grade

	
	 
	 

	
	 
	 

	
	 
	 

	
	
	

	
	
	

	
	
	


	Overall grade: 
 A
	
	B
	
	C
	



35








37





38





47





41





42





43





44





45





46





40





39





48








� Recommended for delegation to sub-group


�  Also recommended for delegation




















� Regulation 15 (2) The School Staffing (England) Regulations 2009





� A – strong candidate; B – balance of strengths and weaknesses; C – not appointable


� A – strong candidate; B – balance of strengths and weaknesses; C – not appointable
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