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DIOCESAN GUIDANCE
We have produced this guidance to help governors approach appointments to the Leadership group in a professional way. In order to secure an effective appointment, there are several stages a governing body should go through but you are not alone, advice is available from the Diocesan Office for Education and Schools and LAs. Leadership appointments are one of the most important tasks that governors are asked to carry out in a school. It is an especially important task in Catholic schools as it recognises the ministry of our school Leaders in teaching the gospel values to our children and ensuring that those values are the foundation of everything that we do in school.
It is important that governing bodies carefully consider their own role in the process. Those looking for a post in school Leadership should recognize the importance of a supportive governing body. A governing body that understands the importance of the Catholic ethos is knowledgeable about its school as well as professional and efficient is more likely to attract candidates than a governing body that has not demonstrated these characteristics. 

No guidance can be comprehensive as there are many scenarios that can arise in the course of the process. This guidance sets out the basic steps that should be taken and we will be happy to help you resolve any further queries that arise.
CATHOLIC EDUCATION SERVICE

The Bishops of England and Wales have issued general guidance to governors of catholic schools on the appointment of teachers (and other staff) to their Diocesan schools. Governing Bodies are required to have regard to this guidance when making any appointment. The guidance is reproduced in full as part of this booklet.
	In summary, the following must be adhered to:

The posts of Headteacher, Deputy Headteacher and Head or Coordinator of Religious Education are to be filled by baptised and practising Catholics. 

Other Leadership posts that affect directly the Catholic Mission of the school should, wherever possible, be staffed by skilled practitioners who are committed Catholics. 

All teachers must respect and support the aims and objectives of a Catholic school. 


Resignation of Existing Headteacher

Full Governing Body Meeting
· The governing body accepts the resignation of the outgoing headteacher and agrees to the terms.


· The Chair of Governors informs the LA and the Diocesan Office for Education and Schools of the resignation before any further action is taken. (It may be that the LA and Diocese are contacted prior to this meeting to provide guidance on accepting the resignation if circumstances require this.)
NOTICE PERIODS FOR RESIGNATION
For a Headteacher seeking a further appointment

	To terminate an existing contract on:


	Notice must be given by:

	31st December (Autumn term)
	30th September

	30th April  (Spring term)
	31st January

	31st August  (Summer term)
	30th April


For a teacher seeking a first headship
	To terminate an existing contract on:


	Notice must be given by:

	31st December (Autumn term)
	31st October

	30th April  (Spring term)
	28/29th February

	31st August  (Summer term)
	31st May


It is possible for a governing body to agree to waive these notice periods. Further advice should be sought if such a request is received from a member of staff.

APPOINTMENT PROCESS
There are various stages in the appointment process; initially the full governing body needs to make decisions followed by planning meetings, shortlisting and the interview itself. Each of these will be dealt with in turn. To make a successful appointment can take considerable time therefore the Diocese recommends that governing bodies begin the process as early as possible. In the event of an immediate appointment this will give the school time to organise an effective handover to the new Headteacher and for that candidate’s school to plan for his or her succession. 
Governing Body Responsibilities (may be the same meeting as above)

· At a meeting, the governing body appoints a selection panel and a chair. This should be a representative panel consisting of a minimum of 3 governors but preferably at least 5 governors (not associate members). It is important that all members of the panel are able to attend the various stages in the process. If any governor feels that he/she may be unable to do so, he/she should not sit on the panel. It can be useful to appoint two reserve governors who can substitute if anyone on the panel has to drop out just before the interviews start.
· The governing body agrees to delegate powers to the selection panel to carry out the recruitment process. The panel is responsible for selecting applicants for interview, carrying out the interviews and making recommendations for appointment to the full governing body.
· Governors agree to follow the guidance set out in the CES publication – Memorandum on Appointment of Teachers in Catholic Schools. This does not prevent governing bodies from using LA recruitment services but steps must be taken to ensure that procedures and documents comply with CES requirements. All documentation must reflect the distinctive nature of the Catholic school.
· Governing body reviews ISR (individual school range) and salary points 

· Governors agree to advisers from both the Diocese and the LA attending the selection process

· Diocesan Office for Education and Schools
· LA
· Set a date for the first planning meeting of the selection panel.

Selection Panel Planning Meeting (With the Diocese and LA)
· Governors agree dates for the process of selection and availability of all panel members for shortlisting and interviews. It is wise to include provisional dates at this stage as trying to plan at a later date is often more difficult.
· Advert for post to be placed
· Closing Date
· Shortlisting

· Interviews – decide 1 or 2 days

· Governors confirm date for advert, placing in e.g., TES, Catholic Teachers Gazette, LA Job Bulletin, e-teach
· Governors consider style and wording of the advert. The advert should include the “Diocese of Leeds” heading as well as the name of the LA. It can be helpful to candidates to include the date set for interviews so that they have advance notice and can plan appropriately (this is useful if interviews may be held at busy times of the year e.g. December). The advert should not include LA related phrases such as “we are an equal opportunity employer” if you have not adopted the relevant LA policy which is often not appropriate for Catholic schools. Advisers can provide examples of adverts.
· Governors agree on the 'information for applicants' to be sent to potential candidates. This is an important set of documents as it gives candidates their first contact with the school and as such must be of a high standard of presentation to entice candidates to apply. Remember at this stage you are marketing the school to the applicant. Examples of documents that may be included are:
· Letter from the Chair

· CES application form

· Job description

· Person specification
· Sample CES contract
· OFSTED report – summary

· School prospectus
· Commentary – one side of A4 –a governor may wish to volunteer to compile this! It is a snapshot' of the school – context of Catholicity, geography, parishes served, brief (two line) history, identity of the school, the Catholic education 'scene' in the area, deanery, etc.
· Any other relevant documents
· Governors agree:

· Job description
 see Diocesan model documents (this is an ‘agreed’ document based on negotiations with DCSF, LAs and Professional Associations)
· Personnel specification/.Selection criteria  } may be modified as appropriate

· NPQH is mandatory for all first time headteachers
From 1st April 2004, it is mandatory for all those appointed to their first headship post to hold, or be registered on the National Professional Qualification for Headteachers.
· Person specification: Governors agree on use of selection criteria, e.g. 'essential', 'desirable' – against which candidates will be selected for shortlisting. There is sometimes a discussion as to whether possession of the Certificate in Religious Studies (CCRS) is essential. Ideally this is the situation but due to a declining number of candidates who hold the certificate, governors may wish to make possession desirable and ensure the appointment process verifies an applicant understands of Catholic education. 
Applicants who do not posses a CCRS or equivalent should be asked to give an undertaking to follow a course of study to achieve this as part of continuing professional development.
· The posts of Headteacher, Deputy Headteacher and Head or Co-ordinator of Religious Education are to be filled by baptised and practising Catholics. The legislation given in appendix A allows governing bodies to give preference to practising Catholics in the appointment of teachers.
· A governing body may decide to make use of the LA to provide an administrative service. The Chair should see a draft of the information to be sent to candidates before it is finalised and issued. If administration support is provided through school, every step must be taken to ensure the confidentiality of the process.

· If those interested in the post express a wish to make an informal visit to the school prior to interview, consider who will show them around?
· Applications must be returned to the Chair of Governors even if the LA receive the returned forms in the first instance and the documentation must make it clear that in the school, the governing body is the employer.

· Governors should consider a venue for the interviews. This should be a quiet, comfortable place where the candidates can work in privacy (with computers available if required) as well as a room for the interviews. As the process may take all day refreshments may also be needed. It may be preferable to hold the interview at a venue away from the school. Costings for external venues can then be obtained ready for the shortlisting meeting.

4. Shortlisting

The Diocese recommends that panel members go through the application forms prior to the meeting, applying the selection criteria with a view to agreeing the candidates to be called to interview. It is useful to draw up a grid for recording decisions. At the meeting, governors should consider:
· The venue, selection process and timetable for the interview, it may not be necessary for all the selection panel to be present the whole time.
· Agree questions for interviewees, amongst other aspects it is essential to explore a candidate’s understanding of Leadership in a Catholic school –advisers will assist with this.
· When informing candidates they have been shortlisted, governors will need to set out details and timetable of the selection process, e.g.

· Format of the interview e.g. presentation and exercises followed by formal interview and the time they should attend, full details are not necessary.
· Whether candidates wait for final decision or are contacted by telephone.
· Request for documentation for qualifications, CRB checks and Immigration & Asylum Act 1996 (see Appendix B)
· Shortlisted candidates may be given further information  depending on the selection process e.g.

· OFSTED Report

· School's Financial Statement

· The school's involvement in initiatives

· Key Stage results, PANDA data etc
· School Improvement Plan

· School targets, etc

· Organise collection and use of references – we recommend these are sent to the Chair at his/her home address. It is explicit in the CES application form that a candidate must give a reference from their Parish priest.
· Names of shortlisted candidates should be provided to the LA for the relevant checks to be carried out prior to interview. If necessary the LA will make representations to the governing body on their findings.

· The selection panel should decide whether feedback will be given to candidates and if so by whom. This is an important part of the process and it is good practice to offer feedback to candidates though it is up to them whether or not they accept the offer. Diocesan advisers will be willing to provide feedback as long as they have been present throughout the decision making.
5. Selection Process And Interview
· The venue should be prepared in good time for the activities of the day.  Ensure in good time that laptops and projectors if used are compatible and working. Decide the layout of the interview room so that everyone has space as well as eye contact with the interviewee.
· Decide who will ask which questions and in what order. It is useful to have the questions on a grid so that notes can be made on each candidate. All candidates should be asked the same questions, though it is acceptable for different supplementary questions to be asked to follow up initial responses. Often the advisers will want to follow up points and they must be allowed to do so.
· Greet candidates and put them at their ease. Briefly run through the agenda for the process and ensure it is understood.

· Complete the agreed process.

· After the last interview, listen carefully to the advice of the advisers during the discussion.

· When a decision has been made, consider an applicant’s references. References should only be used to check that there is no apparent reason why a particular candidate should not be appointed.

· Review the starting salary for the applicant within the agreed range stated in the advert.

· Recommend the appointment of the candidate to the full governing body if appropriate.

· Offer the successful candidate the post subject to CRB/GTC/QTS checks.
· Thank other candidates for their interest and offer feedback from advisers.

6. After The Interview
· Complete checks on appointee.

· Send an offer of appointment and ask him/her to sign two copies of the CES contract, one copy of which should be returned to the chair. 
· Agree the date when the appointee will take up post and plan induction/ handover as appropriate. Staff new to headship should register for the Headteacher Induction Programme and will have a mentor appointed. Details from Diocesan staff.
· The chair should keep a copy of the appointee’s application form, references and other evidential documentation. Any notes should be kept for feedback but all other copies of applications should be destroyed.  
· Inform staff and parents of the appointment as well as other community groups involved with the school.
CHECKLIST
Important: Prior action by Chair to inform Diocese and LA of the vacancy and invite them to meetings.

Full GB
· Accept resignation

· Appoint and delegate powers to selection panel

· Determine the Individual School Range/Salary

· Information to parents

After interview

·  For Headteacher appointments - Consider recommendation of the selection panel and ratify if appropriate
Selection Panel

Planning Meeting
· Agree advert (wording, school visits, contact info)
· Decide where to advertise: 

Catholic Teachers’ Gazette    
Diocesan website
e-teach  
LA Vacancy Bulletin
    
TES
Other …………. 
·  
Decide timeline (closing date, shortlisting, interviews)

·  
Decide contents of applicants pack

·  
Arrange administration for sending out packs e.g. school or LA
Shortlisting Meeting
·  
Complete shortlisting based on person specification (info to LA and Diocese)

·  
Decide on interview process, questions and timings

·  
Agree letters to shortlisted candidates

·  
Decide on venue for interviews

Interview

·  
Prepare venue

·  
Complete interview and decision making

·  
Fulfil Immigration and Asylum Act 1996 requirements

·  
Make recommendation to full Governing Body meeting

·  
Letter of appointment and contract to successful candidate

·  
Outcome to all interviewees and feedback if requested
Appendix A
The Requirement for a Practising Catholic
Section 60, School Standards & Framework Act 1998 allows governing bodies to give preference to practising Catholics

5.      If the school is a voluntary aided school:-
a) Preference may be given, in connection with the appointment, remuneration or promotion of teachers at the schools to persons:-

i) whose religious opinions are in accordance with the tenets of the religion or religious denomination specified in relation to the school under section 69 or

ii) who attend religious worship in accordance with those tenets, or

iii) who give, or are willing to give, religious education at the school in accordance with those tenets; and

b) Regard may be had in connection with the termination of the employment of any teacher at the school, to any conduct on his part which is incompatible with the religion or religious denomination so specified.
Appendix B
IMMIGRATION & ASYLUM ACT 1996 DOCUMENTATION

Governors should ask applicants to provide one of the specified documents at any stage before they start work. Depending on your recruitment processes, they may find it most convenient to request a document from all those called to interview, or only from the person chosen to fill the vacancy. It is perfectly satisfactory to ask for a document only from the person chosen to fill the vacancy if that is most administratively convenient, if you ask for a document from one applicant make sure you ask for a document from all applicants being considered at that stage.

You should ensure that the document is an original and that it appears to relate to the person that you are intending to employ. You should make either a copy or record of the document. 

· A document issued by a previous employer, the Inland Revenue, the Benefits Agency, the Contributions Agency or the Employment Service (or the Northern Ireland equivalents) which states the National Insurance number of the person named. 
· A passport describing the holder as a British Citizen or having the right of abode in - or an entitlement to readmission to - the United Kingdom. 
· A passport containing a Certificate of Entitlement issued by or on behalf of the Government of the United Kingdom certifying that the holder has the right of abode in the United Kingdom. 
· A certificate of registration or naturalisation as a British Citizen 
· A birth certificate issued in the United Kingdom, the Republic of Ireland, the Channel Islands or the Isle of Man. 
· A passport or national identity card issued by a State which is a party to European Economic Area Agreement and which describes the holder as a national of that State. 
· A passport or other travel document endorsed to show that the person named is exempt from immigration control, has indefinite leave to enter, or remain in, the United Kingdom or has no time limit on his or her stay; or a letter issued by the Home Office confirming that the person named has such status. 
· A passport or other travel document endorsed to show that the person named has current leave to enter or remain in the United Kingdom and is not precluded from taking the employment in question, or a letter issued by the Home Office confirming that this is the case.
· A United Kingdom residence permit issued to a national of a State which is a party to the European Economic Area Agreement.

· A passport or other travel document endorsed to show that the holder has a current right of residence in the United Kingdom as the family member of a named national of a State which is a party to the European Economic Area Agreement and who is resident in the United Kingdom. 
· A letter issued by the Immigration and Nationality Directorate of the Home Office indicating that the person named in the letter is a British citizen or has permission to take employment. 
· A work permit or other approval to take employment issued by Work Permits (UK) (formerly Department for Education and Employment) or, in Northern Ireland, by the Training and Employment Agency. 
· A passport describing the holder as a British Dependent Territories Citizen and which indicates that the status derives from a connection with Gibraltar.

If in doubt ensure, please seek advice from the Diocese. 
Diocese of Leeds


Council for Education











Guidance 


on the 


Appointment of Leadership Staff in


Catholic Schools











2008(1)





GOVERNOR TRAINING








PAGE  
14

-  -


