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Appointing Head Teachers in Kent

1. Support for Governing Bodies in the Appointment of a Headteacher
The appointment of a new headteacher is the single most important task for a Governing Body to undertake.

‘Some schools have developed alternative leadership structures in response to the changing nature of headship
and to improve the quality of teaching and learning. Such structures can help address recruitment challenges by
creating more attractive leadership roles.

In the right circumstances, new structures, such as co-headship, executive headteacher, head of school in
federations of two or more schools or cross-phase federations, amalgamations etc, are a positive strategy to build
leadership capacity and improve the experience of students. The complexity of environments in which schools
operate means that different schools may need to apply different leadership styles and models to meet their
needs. It follows that the traditional single headteacher for each school, may no longer be the most appropriate
response to the need for good leadership.’ (NCSL, Turning Heads, 2008)

There is a wealth of evidence to indicate that the quality of leadership provided by the headteacher is the most
significant factor affecting the overall performance of a school. In short, if the governors make a good appointment,
the future development of the school should be assured.

When compared with other staff appointments, the selection of the headteacher presents governors with particular
challenges:

e in many cases, appointing a headteacher will be a new venture for governors

¢ unlike other appointments, governors cannot look to the current headteacher for assistance, as s/he must not
be involved in the appointment of a successor

Vacancies often occur unexpectedly and in the majority of schools a vacancy for a headteacher will arise infrequently.
However, it is prudent for all governing bodies to take steps in preparation for such an important appointment by:

e securing training - this can be bespoke for the whole Governing Body or accessed for individual governors
through the central governor training programme

e considering the future development needs of the school and preparing a headteacher person specification
that relates to these development needs

e ensuring that governors know how to access support from the Local Authority (and the Diocese where
applicable)

Governors of all categories of school are able to call upon assistance from an experienced team of officers and
professional advisers. Governing bodies can be confident that the expertise of all Local Authority representatives will
be available to them in a professional spirit of co-operation and support. The service is available to every category of
school without incurring any cost unless the school requests specialist support from the Schools Personnel Service
on the day(s) of interview.

In the case of headship appointments to all Community and Controlled schools, representatives of the Managing
Director of Children, Families and Education have a right to be present in order to offer professional advice at the
Selection Panel meetings and at the interviews. Governing bodies have a duty to consider the Local Authority’s
advice before making a decision.

The expertise of Local Authority representatives is also available at no cost to Foundation and Aided schools. In
all cases, representatives of the Managing Director of Children, Families and Education have a right to review
and evaluate the list of applicants from which the Headteacher Selection Panel compiles a shortlist for interview.
Governing bodies have a duty to consider the Local Authority’s advice before making a decision.

The guidance that follows has been prepared to assist Governing Bodies. A contents page has been included for
quick and easy reference.
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2. How to Access Support and Guidance
Kent schools are organised into 23 Local Children’s Services Partnerships, across the 6 areas of Kent.

Whenever a headship vacancy arises, the Area Children’s Services Officer (ACSO) for the area has a key strategic role
to play in liaising with governors to consider local planning issues and will contact the Chair of Governors to discuss
whether these may impact upon the recruitment of a new headteacher.

The ACSO will also discuss the range of professional advice that is available from the Local Authority to support
governors in this important task.

Having consulted governors, the ACSO will then liaise with the principal phase adviser (primary / secondary), or the
Senior Adviser (Inclusion and Achievement) for special schools to assign a lead officer (responsible for coordinating
the process), an experienced professional adviser (responsible for providing advice and guidance on leadership,
curriculum, teaching and learning) and, in the case of church schools, with the appropriate diocesan authority.

Both lead officer and professional adviser will have significant and complementary education experience and
will fully support governors to ensure a robust and fair procedure that complies with current legislation. There is
currently no fee for this Local Authority service.

Schools Personnel Service advice and guidance is also available to support governors where schools purchase their
services. A personnel consultant will co-ordinate administrative support and provide professional advice on all
aspects of safe and fair recruitment and selection procedures.

Contact details of area based staff, ACSOs, Schools Personnel and Diocesan Representative can be found on the
following pages.
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3. Overview of the whole Recruitment and Selection Process

Headteacher resigns to Chair of Governors
Chair of Governors notifies the LA, ACSO and the Diocese, if appropriate
Inform all governors
Governors notify their own personnel provider in cases where this is not Kent Schools’ Personnel
Service

Headship does not proceed, and ACSO
— with agreement of Governing Body should
follow the procedures to appoint an interim
headteacher

ACSO considers local school organisation
and planning issues in discussion with
governorsHeadship appointment proceeds

LA appoints Lead Officer and Professional Adviser
Meeting of full Governing Body and LA officers to consider
the structure of the leadership role, i.e. new models of leadership

Appoint Selection Panel and identify other
responsibilities

Agree selection arrangements
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4. Timetable for the Appointment Process

Action

Timescale

Hold preliminary meeting of the Selection Panel to prepare 2 weeks
the advertisement and discuss candidate Information Pack

Candidate Information Pack preparation 2 weeks
Place advertisement nationally 2 weeks

Closing date for applications

2 weeks from advertisement

Shortlisting meeting

Within 1-2 weeks of closing date

Call candidates for interview

References collected

Immediately after shortlisting

Interviews

Within 1-3 weeks of shortlisting

Ratification of appointment by full Governing Body

Immediately following interviews

5. Resignation Dates

Start Date Resignation date for existing Resignation date for existing
headteacher deputy headteacher
1 September 30 April 31 May
1 January 30 September 31 October
1 May 31 January 28 (29) February

Governors need to take account of these standard resignation dates when agreeing
timescale and dates for advertising the post, closing date and interview date(s)




6. Area Children’s Services Officer and School Personnel Service Contact Details
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Dartford/Gravesham

Name: Simon Webb (ACSO)
Tel: 01732525110
Email: simon.webb@kent.gov.uk

Includes the following LCSPs:
Gravesham

Dartford East

Dartford West

School Personnel Service Contact: (SPS)
Tel: 01732 525247

Ashford/Shepway

Name: David Adams (ACSO)
Tel: 01233 898559
Email: david.adams@kent.gov.uk

Includes the following LCSPs:
Ashford 1

Ashford Rural

Shepway 1

Shepway Rural

School Personnel Service Contact: (SPS)
Tel: 01227 598758

Sevenoaks & Tunbridge Wells

Name: Chris Lay (ACSO)
Tel: 01732 525107
Email: chris.lay@kent.gov.uk

Includes the following LCSPs:
Sevenoaks South

Swanley & District
Tunbridge Wells

Cranbrook & Paddock Wood

School Personnel Service Contact: (SPS)
Tel: 01732 525247

Canterbury/Swale

Name: Alison Osborne (ACSO)
Tel: 01227 284461
Email: alison.osborne@kent.gov.uk

Includes the following LCSPs:
Swale Rural

Swale Urban

Canterbury Coastal
Canterbury City & Country

School Personnel Service Contact: (SPS)
Tel: 01227 598758

Tonbridge & Malling

Name: Chris Jones (ACSO)
Tel: 01233 898560
Email: chris.jones@kent.gov.uk

Includes the following LCSPs:
Tonbridge

Malling

Maidstone 1

Maidstone 2

School Personnel Service Contact: (SPS)
Tel: 01732 525247

Thanet /Dover

Name: Martyn Doole (ACSO)
Tel: 01227 772992
Email: martyn.doole@kent.gov.uk

Includes the following LCSPs:
Thanet 1

Thanet 2

Dover

Deal & Sandwich

School Personnel Service Contact: (SPS)
Tel: 01227 598758
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7. Advisory Service Kent Contact Details

Links with ACSO are as follows:

Primary: Covers the following areas:
Cathie Aldis — Lead Adviser for Leadership Canterbury/Swale

Tel: Office - 01622 749974, Mobile - 07919 212058 Dartford/Gravesham
e-mail: cathie.aldis@kent.gov.uk Sevenoaks/Tunbridge Wells
Phill Barraclough - Lead Adviser for Leadership Ashford/Shepway
Tel: Office - 01622 749974, Mobile - 07919 212056 Thanet/Dover

e-mail: richard.rene@kent.gov.uk Tonbridge/Malling
Secondary:

Pippa Doran - Principal Adviser Secondary
Tel: Office - 01622 694985, Mobile - 07795 650813
e-mail pippa.doran@kent.gov.uk

Special:

Diana Robinson - Senior Adviser Inclusion & Achievement
Tel: Office - 01732 525031, Mobile — 07919 414554
e-mail: diana.robinson@kent.gov.uk

Diocesan Representatives Contact Details

Church of England - Canterbury Catholic
Rev Nigel Genders Dr Dilys Wadman - Director
Director of Education Archdiocese of Southwark Commission for
Canterbury Diocesan Board of Education Schools and Colleges
Lady Wootton's Green St Edward House
Canterbury St Paul’s Wood Hill
Kent CT1 1NQ St Paul’s Cray
Orpington
Kent BR5 2SR
Tel: 01227 459401 Tel: 01689 829331
Fax: 01227 450964 Fax: 01689 829255
e-mail: ngenders@diocant.org e-mail: director@rcsouthwark.org.uk
Church of England - Rochester Methodist Church
Rev. Canon John Smith Lisa Nolan
Bishop's Officer & Director of Education Assistant Education Secretary
Rochester Diocesan Board of Education 25 Marylebone Road
Deanery Gate London NW1 5JP
The Precinct
Rochester
Kent ME1 1S)J Tel: 0207 9353723
e-mail: Inolan@methodisteducation.co.uk
Tel: 01634 843667
Fax: 01634 843674
e-mail: john.smith@rochester.anglican.org
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8. Summary Table of Decisions and Actions (Guidance Follows)

By Whom

Action

Timescale

Once the Local Authority is commissioned to provide support:

Lead Officer

« Contact the Chair of Governors, the
Professional Adviser, the Schools
Personnel Service Consultant and,
where appropriate, the Diocesan
Director (from whom a guidance pack
is available) to set the date for full
Governing Body briefing meeting

As soon as confirmation
received to proceed

Professional Adviser

« Collate and analyse performance
data (most recent Ofsted, SEF, Making
Figures Speak, RAISEonline, SIP
perspectives) to present to the
Governing Body

Prior to Governing
Body meeting

« Analyse the future needs of the
school with governors to inform
the person specification for the
headteacher post being advertised

At the Governing Body meeting

Action points at Governing Body
meeting:

Full Governing Body

« Consider the Professional Adviser’s
summary of the school’s current
performance and agree priorities for
new headteacher

« Appoint the headteacher Selection
Panel, ensuring balance of personnel
(i.e. gender, age, and category of
governor) and minute the decision. In
the case of church schools guidance
on representation in the selection
process will be provided by the
diocesan representative

Governors with Schools Personnel
Service Consultant

« Determine the school’s group size
and the individual scale range (ISR) to
be offered

Governing Body

+ Note that a Governing Body meeting
will be required in the early evening
of the final interview day to ratify the
appointment of the new headteacher

As soon as date of final
interviews agreed

12
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Chair of Governors

« Chair to note that Governors should
be contacted by the Chair as soon

as this date has been agreed, to
ensure that the necessary quorum

of governors will be available on the
date in question

Action points at headteacher
selection panel meeting:

Set time frames and agree dates:

Selection panel

- Deadline for advertisement to be
with the advertising agency

« Date for advertisement to be placed
inTimes Educational Supplement and
where appropriate, church press

As soon as date of final
interviews agreed

« Closing Date for Applications

« Date to shortlist candidates this
should be approximately one week
after the closing date in order to give
time to process the application forms

« Interview Date (s) this should be

set at an interval to ensure that
referees have sufficient time to return
references.

By close of first Selection Panel
Meeting

School Personnel Service with
Professional Adviser

» Review and refine the headteacher’s
job description and circulate for
comment to the Selection Panel

Selection Panel with Professional
Adviser, Lead Officer and School
Personnel Service

« Prepare the headteacher person
specification and circulate for
nformation to the Governing Body

School Personnel Service with
Lead Officer

« Prepare advertisement and circulate
for comment by the Selection Panel

« Agree contents of Candidates
Information Pack to be prepared by
school and include school
information, Chair’s letter, person
specification and job description.
Confirm date and number of packs to
be sent to Personnel

As soon as possible / at or
after first Selection Panel
Meeting

« Prepare shortlisting matrix
using agreed headteacher person
specification

After Selection Panel Meeting

13
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9. Sequence of Decisions and Actions

The following procedural guidelines outline the action points and timescales that are recommended and are those
that will be followed when a Governing Body has commissioned Local Authority support.

Local Authority Advisers

In faith schools a representative from the diocese will be involved in the whole process, working in full partnership
with the Lead Officer and Professional Adviser in an advisory capacity without voting rights.

Lead Officer

The Lead Officer will be responsible for working in full partnership with the Chair of Governors and will outline the
stages of the recruitment process at a full Governing Body briefing meeting.

Once the Headteacher Selection Panel has been confirmed the Lead Officer will then work with the Chair of that
committee.

It may be advisable, if time permits, for the first meeting of the Headteacher Selection Panel, to follow on from the
full Governing Body briefing meeting. The Lead Officer can also organise bespoke governor training for undertaking
headship appointments, this will involve the NCSL toolkit, which can be found at http://www.ncsl.org.uk/tlt-home/
tlt-governors.htm.

If the Local Authority for professional reasons, having gone through the interview process, decides that the governors
preferred candidate is not suitable for the headship of the school, it is the Lead Officers responsibility to inform the
appointment panel accordingly. Should the Governing Body still wish to appoint this candidate, the Lead Officer
will then formally write to the full Governing Body informing them that the appointment panel have appointed a
Headteacher against the recommendation of the Local Authority. This having been said, the Local Authority will still
continue to support the new Headteacher.

Professional Adviser

The Professional Adviser will be responsible for working in full partnership with the Lead Officer, the Personnel
Consultant and the governors on the Headteacher Selection Panel.

Once the Local Authority support has been formally commissioned, the Professional Adviser will prepare a summary
and analysis of the school’s performance data to inform discussion at the full Governing Body briefing meeting.

Thereafter the Professional Adviser will support the Lead Officer and Selection Panelin the preparation of professional
materials, such as the person specification and job description, and will provide professional advice on national
developments, leadership, the school curriculum and teaching and learning to inform the choice of interview
guestions and activities. S/he will also assist with the debriefing of candidates.
Personnel Consultant
When governors are making headship appointments, the Schools Personnel Service Consultant will support the
governors under the terms of a Service Level Agreement with the Local Authority and will provide full administrative
support to ensure smooth running of the process including:

o distribution of application packs to applicants

e collation and distribution of application forms received to the Lead Officer and appropriate governors

e communication with applicants about the process, (e.g. timings following shortlisting)

e collection of references and distribution of references to the Lead Officer

e electronic distribution of appropriate documentation for recording outcomes of all selection activitiesThe

14
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Schools Personnel Service Consultant will work in partnership with the Lead Officer and Professional
Adviser to:-

agree appropriate timescales for the recruitment process

provide specific training and/or briefing for governors on effective recruitment and selection

provide professional advice on the robustness of the recruitment processes as proposed by governors
advise governors of their responsibilities in protection of children, safe recruitment and equalities

provide additional advice that may be required on the content of the headteacher person specification,
job description and advertisements (including consultation with Teacher Recruitment Manager on the
appropriate wording of advertisements)

advise governors on the appropriateness of different selection exercises attend shortlisting meetings

advise on pay and contract issues as required

provide telephone support for the Lead Officer during selection and interview days on specific personnel
issues

Additional, fee-based consultancy

The Schools Personnel Service consultants do not attend selection and interview days for headteacher appointments,
unless there are exceptional circumstances in the view of the Local Authority (e.g. for some school amalgamations,
new schools, or schools with complex personnel issues). In these circumstances Schools Personnel Service support
will be agreed with the Lead Officer. Telephone helpline support will always be available. NB: Where governors wish
to include psychometric or other specialist assessment, or to request the presence of a Schools Personal Service
consultant in school throughout the Selection Panel activities and interviews, they must advise the Lead Officer at
the outset so that consultancy can be commissioned and fees agreed beforehand.

Service provided during the headship selection process at additional cost

active support from Schools Personnel Service consultant during the selection days incorporating the above
- £525 per day

psychometric/management ability testing and feedback to candidates and Selection Panel - cost depends
on activities required

in a case where the Schools Personnel Consultant is not present at interview and selection day(s), it will be
the responsibility of the Lead Officer to ensure that:

o appropriate selection activities (including finance exercises where the Finance Team is not attending)
are organised effectively

o outcomes from all selection activities are clearly recorded, co-ordinated and considered by
governors

o accurate notes are retained for the whole process and returned to Schools Personnel Service for
retention for 6 months

o the selection process fulfils equality requirements

o identity and qualification checks for candidates are carried out to fulfil requirements of safe
recruitment *

[*It is a requirement (following the Bichard inquiry) that at least one member of every interviewing panel has
completed the Safe Recruitment online course (available via NCSL - http://www.ncsl.org.uk/). Personnel will remind

15
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governors that a member of the panel must complete the course. All Lead Officers and Professional Advisers will
be fully aware of the content of the public training materials on the NCSL website http://www.ncsl.org.uk/. School
Personnel Service can provide Governors with additional information on safer recruitment if needed].

Governing Body briefing meeting

The full Governing Body briefing meeting is designed to involve all governors in considering the structure of the
leadership role, i.e. new models of leadership. They will then contribute ideas to inform the work of the Headteacher
Selection Panel.

It provides an early opportunity for all governors to meet Local Authority advisers and to discuss governors’priorities
for the school based on a full review of the school’s current performance and development. Appointing a new
headteacher provides an opportunity to think about the future direction of the school and the implications for its
leadership. For example, the Governing Body may wish to consider future changes to pupil numbers and the budget
and staffing implications of this, or national changes to the curriculum and the possible impact on leadership skills,
staff training and recruitment.

The outcome of this discussion is likely to inform the advertisement, the person specification for the headteacher,
and the contents of the recruitment pack.

Once these priorities are established, governors will be in a better position to consider the essential and desirable
attributes, skills, knowledge and experience of the future headteacher.

The process will enable the Headteacher Selection Panel to compile the headteacher person specification at a later
point.

Appointing the Headteacher Selection Panel

The full Governing Body must determine which governors will take delegated power to lead the recruitment process
and form the Headteacher Selection Panel. The Clerk to the Governors should make a formal record of this decision
and of the governors appointed to undertake this task. It is recommended that staff governors and / or teacher
governors should not be members of the selection panel. The diocesan representative will provide guidance in the
case of church schools. Governors on the Selection Panel must commit time to be available throughout all stages of
the recruitment process (see Appendix 1).

16



Appointing Head Teachers in Kent

17



Appointing Head Teachers in Kent

10. Preparing to Advertise the Post

The Selection Panel might find it useful to look at a range of headship advertisements in recent copies of the TES and
to consider what the different styles of advertising convey about a school.

The advertisement or application pack should include a statement about the Governing Body’s commitment
to safeguarding and promoting the welfare of children, together with a reference to the need for the successful
applicant to undertake a criminal record check via the CRB. It should also include, in addition to the usual details of
the post and salary, an indication of the key qualities and attributes that the governors are seeking in a successful
candidate and the date when the post commences.

Timeframe

Action Deadlines

Advertisement to School Personnel
Service:

Selection panel agree the advert with the
Lead Officer and arrange it's placement

Advertisement to appear in Times
Educational Supplement and on
www.kent-teach.com:

In other publications:

Closing date for applications:

Date for shortlisting of candidates:

Interview date(s):

e all advertisements are processed electronically directly with the advertising agency

e itis recommended that the advertisement be sent to the LA Officers and School Personnel Service who will
advise regarding statutory content and lay out

e the school will need to provide a copy of the school logo, plus any additional logos that are used on their
notepaper

e advertisements must include group size, Individual Scale Range or salary range, number on roll, name of
school, closing date for applications and interview dates

18
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11. Individual Scale Range (ISR) for New Headteacher

7

Itis vital, prior to advertising the headteacher position, to consider the appropriate scale range on the headteachers
pay scale for the individual who will be appointed to the new post. Guidance will be given to the Governing Body
by the Lead Officer / Professional Adviser and Schools Personnel Service regarding a suitable range. A number of
factors need to be considered by the Governing Body, among them the question of what the school can afford and
the level of salary that might be needed to secure the calibre of applicant that governors are looking for. In addition,
the following should be taken into consideration:

Key questions to consider:
¢ Whatis the ISR for the current headteacher?
e What is the current pupil number on the roll? Will it be a rising or falling roll?
e Whatis /are the ISRs of the current deputy (ies)?
Guiding principles:
e the headteacher’s pay range shall consist of 7 consecutive spine points on the leadership group pay spine

e thisrange cannot be overlapped by a deputy headteacher’s range

19



Appointing Head Teachers in Kent

12. Person Specification for a Headteacher

It is strongly advised that at both the meeting of the full Governing Body and the first meeting of the Selection
Panel, time is devoted to considering the knowledge, understanding, skills, and attributes required in the new
headteacher.

In the light of the school’s current performance data, collated by the Professional Adviser, it is important to consider
the future development of the school and to recognise that particular combinations of skills and attributes will be
required to realise this development. For example, a school that needs to sustain its record of strong pupil progress
and high overall achievement is likely to require a different blend of leadership skills and attributes from a school
that must be rapidly improved because groups of pupils are not making good progress. It is essential that the
Person Specification includes a requirement that the candidate is financially competant and strategically aware of
the financial implications of decisions made operationally. Proforma 2 (page 44) provides a framework, based on
the National Standards for Headteachers, to enable the Selection Panel to begin drafting the headteacher person
specification.

The person specification that is agreed by the Selection Panel is absolutely central to the headteacher appointment
process. The rigour and the integrity of the process relate directly to the person specification. Prospective applicants
will use it to decide whether to apply and how to shape their application. The shortlisting of applicants, and feedback
to applicants not shortlisted, will be based upon the agreed person specification: where applicants do not meet the
essential requirements in the specification they cannot be considered. The selection activities and the questions
used during the interview process derive from the agreed person specification, and it provides both the starting
point and the final check before the decision is taken to recommend a candidate for appointment.

The Selection Panel will be aware that whilst professional qualifications are easy to measure many of the important
competencies and behaviours are more difficult to assess. These include: conceptual thinking, analytical thinking,
judgement, community engagement, the extent of the drive for improvement, resilience, flexibility, the ability to
hold people positively to account, a passion for learning, respect for others, capacity as a team player.

Dividing the person specification into essential and desirable criteria can be helpful both to prospective applicants
andtothe Selection Panel.The process of deciding what is essential can help the selection panel to refine and sharpen
its thinking and to come together as a team. Too many essential criteria can discourage potential applicants whereas
too few may result in difficulty in separating the candidates and also in a less than rigorous selection process.

In addition to the National Standards for Headteachers, the following list based on the standards of the National
Professional Qualification for Headteachers (NPQH) is offered as a further guide.

Educational achievement, qualifications and experience

Essential experiences are likely to include:

e Qualified Teacher Status with NPQH accreditation

e evidence of substantial leadership experience in one or more primary / secondary / special schools

Desirable attributes are likely to include:

e evidence of further professional development in preparation for school leadership
Professional knowledge and skills
Competencies marked with an asterisk are likely to be seen as essential prerequisites:
1. Able to work with the Governing Body to:

e setand secure commitment to a strategic direction for the school
e secure and sustain effective teaching and learning throughout the school

e evaluate the effectiveness of school leadership at all levels, and monitor the quality of
teaching and pupil achievement
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2. *Able to lead, motivate, support, challenge and develop all staff to secure improvement in the context
of performance management.

3. Able to deploy people efficiently and effectively to meet specific objectives in line with the school plan
and financial context.

4. *Able to demonstrate an understanding of legislation relating to employment, health and safety and
the curriculum.

5. Able to demonstrate an understanding of accountability to the Governing Body, pupils, parents, staff
and the Local Authority for the efficiency and effectiveness of the school.

6. *Able to use appropriate leadership skills and behaviours for:
e decision making
e communication
e managing and organising personal time and that of others

7. *Able to demonstrate emotional intelligence and personal qualities such as impact and presence,
commitment, integrity, flexibility and enthusiasm.

Applicants will be expected to write an appropriate letter of application that provides evidence of how they meet
the essential *criteria and of the positive impact that they have had in their current and previous schools. This letter,
together with a completed application form, will be used in the shortlisting process.

During the selection process, shortlisted candidates will be assessed against the full range of knowledge, aptitudes,
behaviours and skills. Whilst a talented candidate may not yet have had the full range of experiences of a serving
headteacher, s/he will be expected by the Selection Panel to show a strong and engaging grasp of what is essential
and the potential for and awareness of all that is desirable in the full headteacher specification (see Appendix 3).
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13. Job Description

The job description for the headteacher post should be compiled after the development needs of the school have
been considered by governors and after the headteacher’s person specification has been agreed. While seeking
to ensure that the job description is based around the present and future needs of the school, the Selection Panel
should also bear in mind the current national documentation relating to standards and pay.

The criteria set out below are taken from the National Standards for Headteachers (DfES/0083/2004) and the School
Teachers’ Pay and Conditions Document (2004). Also included are statements that take account of guidance set out
in Safeguarding Children: Safer Recruitment and Selection in Education Settings Guidance (DfES/1568/2005), guidance
Governing Bodies are required to have regard to in drawing up arrangement for carrying out their functions.

Additional matters should be included in the case of church schools and the diocesan representative involved in the
process will advise accordingly.

SCHOOL/COLLEGE:  **

POST: HEADTEACHER GROUP

NUMBER ON ROLL: **

PAY RANGE: INDIVIDUAL SCALE RANGE L ** - L**

RESPONSIBLE TO: The Governing Body of the school and the Local Authority

The criteria set out below are taken from the National Standards for Headteachers (DFES/0083/2004) and the School
Teachers’ Pay and Conditions Document (2004). Also included are statements that take account of guidance set out
in Safeguarding Children: Safer Recruitment and Selection in Education Settings Guidance ( DFES/1568/2005).

The headteacher is expected to review performance, raise expectations and work closely with staff, parents,
governors and the Local Authority, to continue to lead the school’s self evaluation and to review and implement the
school development plan.

Main purpose of the job:

e to be responsible for the leadership, internal organisation, management and control of the school and
consult appropriately in so doing

e to promote and safeguard the welfare of children and young persons for whom the school and Governing
Body is responsible and those with whom they come into contact

e headteachers are required to carry out the duties set out in part ix of the School Teachers’ Pay and
Conditions Document

1. Shaping the Future

i. ensure that the vision for the school is clearly articulated, shared, understood and acted upon effectively by
all

ii. work within the school community to translate the vision into agreed objectives and operational plans
which will promote and sustain school improvement

iii. demonstrate the vision and values in everyday work and practice

iv. motivate and work with others to create a shared culture and positive climate
V. ensure creativity, innovation and the use of appropriate new technologies to achieve excellence
vi. ensure that strategic planning takes account of the diversity, values and experience of the school and the

community at large
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Vi.
Vii.

viii.

Vi.

Vii.

viii.

Appointing Head Teachers in Kent

Leading Teaching and Learning

ensure a consistent and continuous school-wide focus on pupils’ achievement, using data and benchmarks
to monitor progress in every child’s learning

ensure that learning is at the centre of strategic planning and resource management.

ensure a culture and ethos of challenge and support where all pupils can achieve success and become
engaged in their own learning

demonstrate and articulate high expectations and set stretching targets for the whole school community
determine, organise and implement a diverse, flexible curriculum and implement an effective assessment
framework

monitor, evaluate and review classroom practice and promote improvement strategies

challenge underperformance at all levels and ensure effective corrective action and follow-up

determine and ensure the implementation of a policy for the pastoral care of the pupils while ensuring that
the standard of behaviour and attendance of the pupils is acceptable

Developing Self and Working With Others

treat people fairly, equitably, and with dignity and respect to create and maintain a positive school culture
build a collaborative learning culture within the school and actively engage with other schools to build
effective learning communities.

develop and maintain effective strategies and procedures for staff induction, professional development and
performance review

ensure effective planning, allocation, support and evaluation of work undertaken by teams and individuals,
ensuring clear delegation of tasks and devolution of responsibilities

acknowledge the responsibilities and celebrate the achievements of individuals and teams

report to the Chair of Governors annually on the professional development of all teachers at the school and
advise the Governing Body on the adoption of effective procedures to deal with incompetent teachers
regularly review own practice, set personal targets and take responsibility for own personal development by
participating positively in arrangements made for the appraisal of headteacher performance

manage own workload and that of others to allow an appropriate work-life balance

Managing the Organisation

create an organisational structure that reflects the school’s values, and enable the management systems,
structures and process to work effectively in line with legal requirements

produce and implement clear, evidence-based improvement plans and policies for the development of the
school and its facilities

manage the school’s financial and human resources effectively and efficiently to achieve the school’s
educational goals and priorities

recruit, retain and deploy staff appropriately and manage their workload to achieve the vision and goals for
the school

manage and organise the school environment efficiently and effectively to ensure that it meets the needs of
the curriculum and all health and safety regulations

Securing Accountability

develop a school ethos that enables everyone to work collaboratively, share knowledge and understanding,
celebrate success and accept responsibility for outcomes

ensure individual staff accountabilities are clearly defined, understood and agreed and are subject to
rigorous review and evaluation

work with the Governing Body, providing information and accurate accounts of the school’s performance to
a range of audiences including governors, parents and carers

liaise and co-operate with the officers of the Local Authority, reporting as required on the discharge of
headteacher functions and seeking advice when necessary

Strengthening Community

engage with the internal and external school community to secure quality and entitlement of provision for
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all pupils

ii. collaborate with other schools in order to share expertise and bring positive benefits to this school and
other cluster schools

iii. collaborate, at both strategic and operational levels, with parents, carers and across multiple agencies for
the well-being of all children

The headteacher will undertake any other duties which from time to time may be required and be relevant and
commensurate with the post, as deemed necessary by the Governing Body and Local Authority.
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14. Candidates Information Pack

The headteacher Selection Panel should bearin mind theimportance of the information thatis sent out to prospective
applicants in attracting high calibre candidates. Every effort should be made to ensure that the pack’s contents are
relevant, attractive and concise, and that they capture the school’s ethos and values.

Governors may wish to include:-

1. A letter from the Chair of Governors. This is especially important because the tone and content will provide
key insights into the school’s ethos and values. Prospective applicants are likely to be attracted by what it
tells them about the pupils, the school, governors’ expectations and the excitement and challenge facing
the new headteacher.

2. Information about the school, its profile / internal organisation / staffing arrangements and its place within
the locality, including a map and school website address.

3. The school’s Child Protection Policy Statement e.g. ‘This school / college is committed to safeguarding
and promoting the welfare of children and young people and expects all staff and volunteers to share this
commitment’ The statement should be included in:

e publicity materials

e recruitment websites

e advertisements

e candidate information pack
e person specifications

e job descriptions

4, Photographs of the school/events (where photographs of children are to be included,
both parents and children must give their written consent).

5. Information about the local and neighbouring towns, attractions, proximity to London / coast / Europe.

6. Comparative house prices within a radius of 25 miles.

7. Summary of most recent Ofsted report and post-Ofsted Action Plan.

8. Headteacher person specification.

9. Headteacher job description.

10. Salary Information.

11. Application Form (plus details for applying online) (N.B. application to Catholic schools must be made on the

Catholic Education Service Application Form.These are available on www.cescw.org.uk. Also, applications to
Church of England Schools must be made on Diocesan Application Forms).

12. Closing date for applications.
13. Interview dates.

14, Information about referees.
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Sample letter, if required, to be adapted as appropriate:

Dear

The governors and | are very pleased to send you the enclosed information about our school and the key post of headteacher. Thank you
for the interest you have shown. We believe that this is an exciting opportunity and that the successful applicant will be joining a happy
and welcoming community that looks forward to the future.

Our school is at a significant stage in its development.....(there should be a paragraph or two that captures the flavour / key points of the
school and gives prospective candidates a feel for the direction in which the Governing Body sees the school moving in the next five years or so.)

Visits to the school are strongly encouraged. Please contact the school office to arrange a mutually convenient time to visit.

When making your application, please bear in mind the person specification that we have provided. At shortlisting, we will be looking for
evidence in each application of the positive impact that an applicant has had in his / her current post in key areas of school life. e.g.

e  strategic planning and school self review
e theleadership and development of teams of staff
e the analysis and use of data and other strategies for school improvement

At interview we will also wish to explore with applicants:

their understanding of the role of the headteacher in monitoring the quality of teaching and learning
their understanding of the role of headteacher in the performance management of the whole staff
their views and experience of the management of school finance

the knowledge, experience and strengths that each would bring to the post of headteacher

Your letter to accompany the application form should be no more than two pages of A4 when typed. Please send your completed
application form and letter to Schools Personnel Service at *address. The closing date for applications is *date, and interviews will be held
on *dates.

This school / college is committed to safeguarding and promoting the welfare of children and young people and expects all staff and
volunteers to share this commitment. There will be a need for the successful applicant to undertake a criminal record check via the CRB.
References, one of which should be from your Chair of Governors / Headteacher and the other from your Local Authority, may be sought
as soon as applications are received. All applications will, of course, be treated with the strictest confidence.

| am pleased to enclose the following information:

specific details of the post and school

person specification

job description

application form

Governors’' Annual Report * date

OFSTED Summary Report *date and Governors’ Action Plan
School Prospectus

information on the Diocese (where appropriate)
information about teaching in Kent

We look forward to receiving your application and to learning what you would be able to offer our school community and specifically its
pupils, staff, parents and governors.

Yours sincerely

Chair of Governors
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15. The Shortlisting Process
Policy

The integrity of the shortlisting process depends upon the timely distribution of key documentation, and the careful
scrutiny of this documentation by individual members to the headteacher selection panel and by the Lead Officer
and Professional Adviser before the shortlisting meeting.

The Selection Panel, Lead Officer and Professional Adviser should receive by post hard copies of the following
documents several days before the shortlisting meeting:

e all application forms and accompanying letters of application that have been received by the published closing
date for applications

¢ sufficient copies of the shortlisting matrix, compiled from the published headteacher person specification, to
allow each panel member to have assessed each applicant against the person specification by the time of the
shortlisting meeting

Applicants are generally considered on the basis of their application, with careful account taken of how they have
addressed the published requirements of the post and how closely their experience, attributes and skills match the
published person specification.

At the shortlisting meeting, individual members of the selection panel will discuss and refine their judgements in
order to arrive at the list of applicants to be invited for interview.

When the list has been agreed, the Chair of Governors may wish personally to contact shortlisted candidates by
telephone to invite them for interview. The Schools Personnel Service will send out the formal letters inviting
shortlisted candidates for interview and will include details of the programme for the day(s).

It is the role of the Professional Adviser to debrief those applicants who are not shortlisted for interview and who
request feedback on their applications. The selection panel will need to agree the basis and rationale for their
decisions to inform the debriefing process.

Before the shortlisting meeting

Individual governors and advisers should read the applications and complete the shortlist matrix for each candidate
in preparation for further discussion at the shortlisting meeting.

As of April 2009 it is mandatory for all headship applicants to have achieved an NPQH qualification, unless the
candidate is currently a Headteacher.

At shortlisting

At the shortlisting meeting, the Panel discusses each application in turn and considers objectively how well each
candidate meets the published person specification.
A long list may be agreed based on how well candidates meet the person specification.

Further discussion may be required to select the strongest candidates for a short list to interview. Governors may
wish to identify reserve candidates to be called if any selected candidate withdraws from the process for any reason.
If the Local Authority for professional reasons, having gone through the shortlisting process, decides that the
governors preferred candidate is not suitable for the headship of the school, it is the Lead Officers responsibility to
inform the appointment panel accordingly.

The Panel should agree the contents of the letter to go to candidates invited to interview. The letter will outline the

programme of the day(s), including details of the presentation to be made by candidates and any other specific
requirements.
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On completion of shortlists

Immediately following the shortlisting meeting, the Chair of Governors or Clerk should write to all governors giving
details of the interview day(s) and providing an agenda for the governors'ratification meeting at the end of the final
day of interviews.

16. Taking up and Using References
In Kent, references are requested after shortlisting and only for those candidates invited to interview.

References are not used at shortlisting because at this stage particular importance is attached to the insight and
professional judgement with which each candidate has responded to the headteacher person specification and
information about the school.

At the interview stage, references should be used only at the final stage of the decision-making process to confirm
the selection panel’s view about their preferred candidate. In this way references are used to endorse rather than to
drive all other elements of the selection process.

References should be kept by the Lead Officer and not circulated more widely. The Lead Officer and the Schools
Personnel Consultant will check all references as soon as they are received, and the Lead Officer will inform the
Chair immediately if a reference gives cause for doubt in respect of any of the shortlisted candidates. In the case of
Catholic schools, it is important for the Governing Body to be able to establish the Catholic practice of candidates.

Each shortlisted candidate should have a reference from his/her Chair of Governors in the case of a serving
headteacher, or his / her headteacher in the case of a deputy head. Each shortlisted candidate should also have a
Local Authority reference providing the Local Authority’s formal and professional assessment of the candidate in
relation to the published person specification and job description.

All referees should be asked to conclude the reference with a final judgement that makes clear whether or not they
are endorsing the candidate without reservation.
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17. Preparation for Interviews

Itis the role of the Lead Officer, on behalf of the Local Authority, to take professional responsibility for the robustness
and the integrity of every stage of the headteacher recruitment process.

The Lead Officer will liaise with the school to ensure that all practical arrangements for the interview and selection
process are made. These include:

Organising all housekeeping arrangements including:
o who will welcome and brief candidates, and facilitate their movement between the different activities

e where the candidates and the Selection Panel(s) will be housed and which rooms are to be reserved for the
different activities

e where refreshments for candidates and the Selection Panel(s) will be available
Ensuring a manageable but robust programme of activities:

eqg.

¢ making sure that there are appropriate refreshment breaks for candidates and the Selection Panel(s) to ensure
that they remain fresh and alert

¢ making sure that the timetable and programmes for Selection Panel(s) and candidates include sufficient time
for summative discussions and decision making

It is the specific responsibility of the Lead Officer to ensure that:

o theidentity and the qualifications of all shortlisted candidates are checked to fulfil the
requirements of safe recruitment

o references have been received and scrutinised by the Lead Officer and the Schools Personnel Service Consultant
prior to the interview days. Normally one referee will be from the current or previous Local Authority. Where this
is not the case it is essential to verify the career history of the applicant

e theoutcomes from all activities are clearly recorded, accurate notes compiled, and application forms, references
and other correspondence are returned to Schools Personnel Service for safekeeping

It should be noted when preparing for interviews that the Schools Personnel Service Consultant will not normally
attend the interview day(s) for headteacher selection and appointment. The Schools Personnel Service Consultant’s
support work will conclude when preparations for the interview day(s) are made.

Only if there are exceptional circumstances, such as school amalgamations, will the Personnel Consultant attend
free of charge during the day(s) of interview. However, telephone helpline support from the Schools Personnel
Service consultancy team is always available to governors.

When preparing for the day(s) of selection activities and interviews, the Lead Officer should map out how each
aspect of the agreed Headteacher Person Specification will be assessed and the outcomes recorded during the
interview and selection process and discuss this with the Panel Chair.

The Local Authority team will:

e clarify the key areas which governors wish to explore with candidates; they will also advise on important areas
that need to be included

e ensure that the interview and selection procedures comply fully with governors’ responsibilities relating to
child protection, safe recruitment and equality
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ensure that candidates attending for interview have been advised to bring documentation providing proof
of identity and qualifications, and informed that a successful appointment will be subject to a CRB disclosure
request by the Chair of Governors on behalf of the Governing Body

ensure the Chair of Governors signs the CRB request form once it has been completed by the Headteacher,
further guidance is available from Schools Personnel Service

draw up an appropriate and robust programme, which may involve several interview panels and other
participants such as pupils and staff of the school, together with a manageable timetable for the day(s)

draw up a bank of possible questions from which different panels may wish to select questions / areas for
discussion

draw up standardised frameworks to record responses and observations about each candidate
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18. Interview Days
Approach and format

The aim of the selection and interview process is to select the best candidate for the post of headteacher of the
school at this particular point in its development.

The recruitment process should assess, as objectively as possible, each candidate’s ability to do the job that has
been advertised. Selection activities and interview questions should explore meticulously the qualities, attitudes
and attributes that the governors have indicated they are seeking, and must be structured around the person
specification and job description and the details of each application.

The Professional Adviser will be able to provide suggestions for key areas of questioning in relation to national
developments, leadership, curriculum and teaching and learning.

It is possible for the Schools Personnel Service to incorporate psychometric or other ability testing into the process,
together with feedback for both candidates and the Selection Panel, but there will be a charge for this service.

During each interview or activity, notes should be taken by each member of the Selection Panel to help to review
each candidate against the relevant selection criteria at a later stage in the process.

The Selection Panel should decide:

e the composition of panels, topic areas and activities

e how long each interview or activity will last

e who will act as Chair of each panel and keep time

e in what order the questions will be asked / activities undertaken

e how the answers will be recorded

e who will bring the candidates to the activities / interview panels

e in what order the candidates will take part

e where the interviews / activities will take place and the furniture layout when the Governing Body will meet to
ratify the decision

e how the candidates will be informed of the decision

The interview stage

This is likely to last between 1.5 and 2 days and to involve activities such as specialist panelinterviews, a presentation
by the candidates, and a final interview. Techniques for discriminating between candidates might also include
psychometric / finance / data handling tests and the requirement to respond to a range of interest groups such as

pupils and parent / community groups.

Meticulous record-keeping is a vital component of this stage of the process for which
the Lead Officer and Professional Adviser will take responsibility.
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19.The Final Interview

The aim of the final interview is to draw out, through questioning, the full range of professional competencies and
to explore the experience, attitude, values and attributes of the candidates. Additional areas may be recommended
by the diocesan representative in the case of church schools.

Key areas upon which to focus should include:
Leadership

e the ability to outline and secure commitment to a vision / motivate others
e capacity for complex levels of analysis and strategic planning

e the ability to co-ordinate and delegate appropriately

e capacity for enabling and developing others

e the ability to make judgements, anticipate outcomes and manage conflict

National and curriculum development

e the ability to take full account of national developments and decide on the appropriate direction for the school
at its present stage of development

e capacity for developing an appropriate, challenging and fulfilling curriculum, including the wider curriculum,
for the school and its pupils

e the ability to recruit and develop staff to ensure the delivery of a high quality curriculum

Teaching and Learning

e the ability to create the climate for effective and enjoyable teaching and learning

e capacity for putting in place systems to develop and monitor the quality of teaching and learning and to
develop all staff

e capacity to tackle underachievement effectively and to promote high standards in every area of school life

Finance

e the need to be financially competant and strategically aware of the financial implications of decisions made
operationally

e the ability to monitor the budget on a monthly basis

e the ability to work with the Governing Body in setting a three year school budget

Management of Resources

e the ability to create and develop an organisational structure for the effective day-to-day running of the school
e potential to manage and be accountable for the appropriate deployment of staff, finances, buildings and
community resources

Personal Qualities

e personal impact / presence / spiritual intelligence

¢ ability to communicate / inspire / show a sense of audience
e capacity for taking both creative and tough decisions

e resilience / humour/emotional intelligence

e analytical intelligence and grasp of complex issues

In assessing and evaluating the applicant’s suitability for the post, the final interview
panel should also explore:

e the candidate’s attitude towards children and young people
e his/her ability to support the establishment’s agenda for safeguarding and promoting the welfare of children
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e in the case of controlled or aided schools, the candidate’s commitment and understanding of the religious
nature and ethos of a faith school. This is will also involve questions around the candidate’s ability and fitness to
preserve and develop the school’s character

e any gaps in the candidate’s employment history

e concerns or discrepancies that arise from the information provided by the candidate

e whether the candidate wishes to declare anything, in view of the requirement for a CRB check

Conduct of the interview

At interview, all candidates should be asked broadly the same questions so that each person is assessed against the
criteria in the person specification. This is essential if fair comparisons are to be made. Supplementary questions may
then be asked to probe further into a particular topic, or there may be specific questions related to each candidate’s
application form.

Questions on matters in the following list should be avoided because they are likely to be contrary to equal
opportunities practices and therefore open to challenge from candidates:

e disability or sexuality

e race or ethnic origin

e personal religious beliefs (except in the case of voluntary aided church schools)
e trade union membership or political affiliation

e marital status or plans

e number and ages of children

e domestic or childcare arrangements

e occupation of partner

e age of candidates

Candidates should have the opportunity at interview to ask questions to clarify their understanding of the post and
salary and it is helpful for governors to advise them of the time they have allowed for questions. The response to any
candidate’s questions about terms and conditions of employment, or salary, may need to be clarified by telephone
with the Schools Personnel Service Consultant.

Every final interview should conclude with the question from the Chair - “Do you remain a firm candidate for the
post of headteacher at (school name) and would you accept the post if offered?” At the end of the final interview,
the candidate should be advised that all candidates will be contacted later by telephone after the Governing Body
ratification meeting. The successful candidate will then be offered the post and unsuccessful candidates will have
the opportunity to arrange a time to receive detailed feedback from the Lead Officer.

All notes made at all stages of the appointment process must be collected by the Lead Officer and returned to
Schools Personnel Service to be retained for 6 months. The Lead Officer is responsible for the subsequent debriefing
of unsuccessful candidates, and will need to retain a summary of each candidate’s scores and performance to provide
detailed feedback when the debriefing takes place.

Access to all written records is available to the candidates through the Data Protection Act should they so wish.
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20. Decision Making after the Interviews
Making the final decision

After the final selection activities and interview, it is the responsibility of the Lead Officer to coordinate the Selection
Panel in the process of considering the evidence and making a final decision.

Atevery stage the headteacher person specification provides the criteria against which each candidate’s performance
is gauged. Governors may be invited first to summarise their impressions about the suitability or otherwise of each
candidate.

The Professional Adviser is responsible throughout the interview and selection day(s) for collating all scores and
outcomes recorded on the standardised framework sheets. This information is extremely important at the decision-
making meeting because it provides objective evidence to sit alongside the impressions and value judgements
that have been forming in the mind of each member of the Selection Panel. The objective evidence collated by the
Professional Adviser about each candidate can then be considered to confirm or challenge emerging views.

Where specific details of the reference of the preferred candidate are requested by other members of the Selection
Panel at the decision-making meeting, it is suggested that the Lead Officer reads aloud the reference once the
preferred candidate has been identified. In so doing, the Lead Officer should focus on the final judgement sentence.
If the reference does not include a final judgement, then the content of the reference should be carefully matched
with evidence against the person specification.

When the governors, supported by the Lead Officer and Professional Adviser, believe that they have identified the
best candidate, the Lead Officer will provide details of the references to assist the final stage of the decision-making
process. At this point the Lead Officer will make it clear to the appointment panel where there is clear evidence to
show that any one or more candidates, in the view of the Local Authority should not be appointed.

If there is no candidate that meets the person specification and commands the confidence of the Panel, then an
appointment should not be made. The Lead Officer will alert the Chair as early as possible in the process if, as the
representative of the Managing Director of Children, Families and Education, the Lead Officer believes that there is
no suitable candidate from among the applicants for the post.

Ratifying the appointment

At the conclusion of the interviews and decision-making process, the Selection Panel is required to recommend to
the full Governing Body a candidate for appointment to the post of headteacher.

This ratification meeting should take place immediately after the Selection Panel has reached a decision on who to
recommend for appointment. The quorum of governors needed is a number equal to half of the governors currently
in post.

In practice, because the Governing Body had delegated the selection process to a Selection Panel, the endorsement of
the recommended candidate should be entirely straightforward. It would be wholly inappropriate for the Governing

Body to try and replay the selection and interview process just completed.

The ratification meeting is a formal meeting of the Governing Body and, as such, requires proper notice, an agenda
and minutes.
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The following model agenda may prove useful to governing bodies:

Full Governing Body Meeting
A meeting to ratify the appointment of a Headteacher of the school will be held in
...... room at the school on * date

Agenda
1. Apologies for absence.

2. Toreceive a report and recommendation from the Selection Panel for the
appointment of a headteacher for the school.

3. To ratify formally the appointment and start date of the new Headteacher.

The following is an example of adequate minutes of a headteacher ratification meeting:

Minutes of the meeting of the Full Governing Body held on * date at the school
1. Apologies for absence.
2. Appointment of Headteacher.
The Selection Panel appointed by the Governing Body at the meeting on * date for the purpose of selecting
a suitable candidate for the position of Headteacher of the school recommended that ............ be appointed

to the position with effect from *date.

Following a unanimous/majority vote, the Governing Body approved the recommendation and requested
that the Local Authority appoint ............. with effect from * date.

It is recommended that the Chair of Governors telephones all the candidates after the Governing Body
ratification meeting to offer the position to the successful candidate or to advise unsuccessful candidates that
the Lead Officer will provide them with detailed feedback.

The Chair should then write immediately to the successful candidate, formally offering the post conditional on
the satisfactory completion of the following pre-appointment checks to be co-ordinated by the Lead Officer:

Qualifications plus QTS if not verified on the day of interview

Criminal Records Bureau where appropriate satisfactory CRB Disclosure received
List 99 person is not prohibited from taking up the post

Health check the candidate is required to be medically fit

GTC England for all teaching posts in maintained schools
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The Chair might like to adapt and customise this sample letter:

Dear

Following my telephone call, | am delighted to confirm to you the Governing Body’s offer of the position of
Headteacher of * school with effect from * date.

As you know, this offer is made subject to a satisfactory outcome to each of the following checks (insert
details of any outstanding checks e.g. CRB, medical clearance, qualifications eftc)

As agreed, the offer is based on a starting salary at point * on the leadership spine and this is currently
£...... The Schools Personnel Service has been advised of your appointment and, once the checks are
completed, your contract of employment will follow in due course.

| am very pleased that you felt able to confirm in our telephone conversation your intention to accept the
post that we are offering. | should be grateful if you would also write formally accepting the position as
offered.

Many congratulations on your achievement. | should like to take this opportunity, on behalf of the Governing
Body, of welcoming you to our school community. We look forward to working with you, and trust that you
will settle quickly and be very happy.

If there is anything | can do between now and the date of your appointment please let me know. It would
be very helpful if we could meet in advance of this date, and | shall contact you in due course to arrange a
mutually convenient time for this.

With best wishes,

Chair of Governors

The Chair of Governors will also need to sign the relevant form provided by Schools Personnel Service or
other provider to confirm the appointment and process the contract.

The Lead Officer will:

e check the successful candidate’s original copies of qualifications and documents and receive
photocopies of initial teaching qualifications and NPQH certificates

o confirm the starting date and salary range

e ensure that accurate notes are retained for the whole process and returned to School Personnel
Service for retention for 6 months

e ensure that the selection process fulfils equality requirements

e ensure that identity and qualification checks for candidates are carried out to fulfil the requirements of
safe recruitment

o the personal file should be kept by the Chair of Governors and a copy should be retained by the Lead
Officer who will forward this to School Personnel Service

e complete the headteachers appointment monitoring sheet
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21. Headteacher Appointment Process Monitoring Sheet

Completion of all sections of this form by the Lead Officer is a mandatory requirement to ensure that the database
is accurate and officers of the LA are informed of new appointments at the earliest opportunity.

Name of school:

Local Children’s Services Partnership:

Infant / Junior / Primary / Secondary:

Foundation / Aided / Community:

Name of HT being replaced:

Date of leaving:

Lead Officer:

Candidates:

No. of applicants in total:

No. from Kent:

No. from other LAs:

No. longlisted:

No. shortlisted:

No. through to Day 2:

Name of successful candidate:

Currentrole— DH/HT /LA / other:

Start date:

Previous school in Kent, or other LA:

Any identified professional development needs (It is important to complete this box - details will be forwarded
to Cathie Aldis (Primary) and Doug Kimber (Secondary).

Diocesan Representatives will also need this vital information

Note of other good candidates from Kent (i.e. potential headteachers) and contact details:

Appointment process:

LA staff involved: Position:
Professional Adviser

Schools Personnel Service

Did GB panel have LA preparation for the process? Y/N
Was LA involved in:

Person specification? Y/N
Pack preparation? Y/N
Advertising? Y/N
Job description? Y/N
Shortlisting? Y/N
Interviewing? Y/N
Did LA agree with outcome of appointment? Y/N
Was LA view made clear to Governors? Y/N
Who provided feedback to candidates? Y/N

LA evaluation of Governing Body effectiveness in the process:

GB managed the process well

GB managed the process competently with LA support

training

GB found difficulties with the procedures and would benefit from further

Signed:

Please return this form to John Gander - john.gander@kent.gov.uk ASK Oxford Road

within 5 days of appointment.
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22, Preparation and Background Reading

Specific guidelines for the recruitment, selection and appointment of headteachers are
available in the following:

A Guide to the Law for School of Governors (Section 10. Staffing) ( DfES 28/09/07)

Code of practice on LEA-School Relations (DfEE, 2001)

The National Standards for Headteachers (DfEE, October 2004)

School Teachers’ Pay and Conditions Document ( DfES)

DfES Guidance 1568/2005 - Safeguarding Children: Safer Recruitment and Selection in Education Settings
In the case of church schools, relevant diocesan guidance

Recruiting Headteachers and Senior Leaders (NCSL, Tomorrow’s Leaders Today, 2008)

Turning Heads — Taking a marketing approach to leadership recruitment (NCSL, Tomorrow’s Leaders Today,
2008)

www.ncsl.org.uk/tlt-home/tlt-governors.htm
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APPENDIX 1

Legal Requirements for Appointing Staff

Governing bodies of all schools (Community, Foundation, Aided and Controlled) are required to notify the
Local Authority, (LA) before taking steps to fill a headship vacancy.

School staffing (England) Legal Regulations 2003 13(2) state, “The Governing Body must advertise any such
vacancy or post in such a manner it considers appropriate.”

In practice this means that the post should be advertised in a printed publication circulating throughout
England and Wales. The majority of candidates seeking a headship appointment will consult the Times
Educational Supplement. The Governing Body may wish to consider additional advertising, including local
publications and the Internet.

Membership of the headteacher selection panel must be agreed at a meeting of the full Governing Body with
a quorum of 50% (rounded up) of the complete membership of the Governing Body, excluding vacancies.
The meeting and the names of those governors who have agreed to be available for the whole selection
process must be formally minuted.

Onceformally appointed, the selection panel, becomesresponsible for the whole appointment process.When
the process begins, the selected Governors should, in fairness to the candidates, be involved throughout
and should not miss any part of that process. Breaching this guiding principle may give an unsuccessful
candidate opportunity to challenge the process.

The headteacher currently in post should not be involved in the appointment process of his or her successor
other than in providing information requested by governors for the candidates’application pack, or showing
potential applicants around the school - preferably accompanied by a governor.

It is recommended that staff governors and / or teacher governors should not be members of the Selection
Panel. Very occasionally and subject to the agreement of the full Governing Body, there may be a case for
staff governors to be involved but only if they have a pecuniary interest no greater than other persons paid
to work at the school i.e. any appointment outcome would not benefit them in terms of promotion.

The selection panel may involve staff of the school in other ways in the process, e.g.

10.

they will meet candidates as they visit classrooms and teaching areas
governors may organise a session specifically for staff to meet candidates

It is the responsibility of the selection panel to ensure that the appointment process avoids discrimination,
failure to observe equal opportunities policies and any form of unfairness. A personnel consultant can be
commissioned to attend candidate interviews.

Having delegated authority to the selection panel, the full Governing Body will expect the Chair of the
Selection Panel to report back to a meeting of the full Governing Body with their decision. The whole
Governing Body is expected to approve / ratify the final appointment. A quorum for the ratification process is
50% of the total number of governors currently on the Governing Body, excluding vacancies. This ratification
meeting needs an agenda and to be clearly minuted.

The Local Authority must appoint the candidate recommended by the Governing Body unless the candidate
fails to meet the legal qualification requirements e.g. CRB check, QTS, GTC, health check. In the rare event
that a Governing Body decides to appoint a candidate against Local Authority advice, the Lead Officer will
record this formally in writing for the Chair of Governors.

In the case of nursery schools, the same process as for all other schools is to be followed. This is because
nursery schools have delegated budgets and therefore the same responsibilities as others.
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APPENDIX 2

Equal Opportunities

Applicants for posts must be judged on their merits. It is against the law to treat one candidate differently from
another because of gender, race, disability or sexual orientation. Candidates may complain if they think that any
decisions or procedures discriminate against them. Those involved as part of the process may then have to appear
before an Employment Tribunal.

The main laws affecting appointments and promotion procedures are:

The Sex Discrimination Act 1975 (updated in 1986) makes it unlawful to discriminate in employment against a
person on the grounds of sex/gender or marital status. The Act also outlaws sexual harassment.

The Race Relations Act 1976 and following amendments makes it unlawful to discriminate in employment against
a person on racial grounds, which means grounds of race, colour or nationality.

The Disability Discrimination Act 1995 makes it unlawful for employers (governing bodies and Local Authorities)
to treat disabled persons less favourably than others and to discriminate against employees with disabilities.

Employment Equality (Sexual Orientation) Regulation 2003 makes it unlawful to discriminate on the grounds of
sexual orientation.This covers people who are gay, lesbian, bisexual, heterosexual and protects against discrimination
and all stages of recruitment and selection for employment, whilst in employment, training for employment and, in
some cases, after employment.

EmploymentEquality (Religion or Belief) Regulations 2003 makes discrimination onthe grounds of anindividual’s
religion or belief system unlawful. This covers all aspects of recruitment, employment and training with exception
made in limited circumstances which will be pointed out to governors by the diocesan representative.

Employment Equality (Age) Regulations 2006 makes it unlawful to discriminate on grounds of age or age related
matters.

Freedom of Information Act 2000 moves from the 'need’ to know to the ‘ight’ to know. The Act came into force
on 1 January 2005 and applies to all local authorities and schools. It establishes citizens' rights to a wide range of
information and:

covers all information 'held; regardless of the form in which it is recorded
e is fully retrospective, covering any information collected or stored from any time in the past
e allows anyone to apply for information

e requiresall written requests (including e-mail) to be dealt with within 20 working days, and makes no exemption
for embarrassment

The presumption is that, subject to the Data Protection Act, much of the information held by the Local Authority and
schools will have to be made available on request.

Itis a criminal offence to tamper with existing records that have been requested for disclosure.

When the interviews are completed the Lead Officer supporting the process must collect all the notes made by the
Selection Panel and any Local Authority or Diocesan representatives. These will be sealed in a confidential file for six
months and then shredded.

Do:

¢ shortlist on the basis of objective criteria
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e ask questions relevant to a person’s qualifications, career history, abilities and attitudes to the post, including
health and criminal record if appropriate

e assume that if you know the individual has responsibilities towards dependants they have arrangements in
place to cover this

e ask about longer-term career aspirations
e respond positively if an individual offers you information regarding his/her personal circumstances
Don’t:

e make generalised assumptions about individuals based upon their gender, marital status, race, sexual
orientation, age or any disability

e ask questions relating to personal circumstances or family commitments, or assume such situations in an
individual’s future

e ask questions of an individual that you feel would not be relevant if asked of a person of the opposite sex or
from a different racial background

e starta question with the phrase ‘as a woman'’or ‘as a man’

e make comments, which could give the impression of preferring to appoint / promote a person of a particular
sex, age or race
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APPENDIX 3

Advisory Rights of the Local Authorirty

Where the Managing Director for Children, Families and Education has advisory rights, their representative(s) may
attend any selection panel meetings in an advisory capacity. The Governing Body must consider the Local Authority’s
advice before the appointment is made.

Representation about unsuitable candidates for headship

For all categories of maintained schools, the Local Authority has the power to make written representations to the
Selection Panel if they consider that the Selection Panel is shortlisting an unsuitable person as headteacher. The
selection panel must consider those Local Authority representations. The power to make representations is for use
only where the Local Authority considers that there is good reason to believe that the candidate, if appointed, would
have a significantly detrimental effect on the performance, management or conduct of the school.

If the selection panel decides to recommend to the whole Governing Body a person to whom the Local Authority
has objected, the Panel Chair must notify the Local Authority in writing of their reasons and make the exchange of
correspondence available to the full Governing Body.

Where the Governing Body of a voluntary aided, foundation, or foundation special school has not agreed advisory
rights, the selection panel must notify the Local Authority of applicants selected for interview, together with such
information as will enable the Local Authority to determine each applicant’s suitability for appointment. The
Governing Body should provide the Local Authority with as much information about the candidates as possible
in order to reduce the risk of the Local Authority using its powers to make representations at a later stage. The
Governing Body would also need to weigh up the possibility of receiving representations from the Local Authority
and any inconvenience this would cause, compared to involving the Local Authority from the outset in the process
of selecting candidates for interview.

48



Appointing Head Teachers in Kent

[1dnd K198 10y spiepueis ybiy pue A1nba
‘92UI||9DX3 JO UOISIA paleys e buipuswa|dwi pue
Bunesiunwwod ‘buip|ing Aq ‘Aj|ea1691e41s Uiyl

Sspua}
|eqo|b pue [euoIIRU |BDO| SSNISIP PUE PURISISPUN

:01 L)1]1qe pue JUaWIIWWOD Jo jo 3bpajmouy|

JdNnind IH1L ONIdVHS

/v

abues abe ay3 Jo dusRdxd d1eidoiddy

av

bunepdn jeuoissajoid s1edoiddy

av

Buiuresy HOJN utl bunedidiued

av

(HOdN)
diyspeaH 404 uonedyijenp |eUOISSS0.d [eUOHEN

av

92163p sinouoy poon

av

snje1s Jaydes] paylend

IDN3IIHIdX3 ANV SLNIWNIVLLY

\¢

SA1VAIdNYD

319Vvdisaa

puy
0} 313YM

"} JIP3 0} siousanob a|geus

0} A][BD1U0IIDD|D B|gR[IAR S| JUSWINDOP SIY| "Palinbal
9DUIPIAS 3Y]} ||k apIaoid Jouued swioy uoleddde
,S91epIpued 1By} 910U 353 "SOYID JI9Y3} 103|Ja4 1oy}
LIS} 3pN|dUl sjooyds yainy) »ped uoiewlojul
9U} J0} 9S9Y} 10RIIXD pUE (,JaY31Q, 99S) SPasu Iy}
1031J21 03 15| Y3 pudWe pue [ooyds ay3 Joj Ayioud
dABY 353U} JO YDIYM pPIdBP PINOYS SIOUIDAOD)

VId3Lliad

¥002/€800 o
JIMACD JSop "MMM :1Sl| [[N4 ‘Juspuadapiajul ale es)Lo

ay) pue AJosIApe S 1SI| 8L "peay ay} Jo 8joJ ay) jJuasaidas Aay) Jayjabo) uayey usypn

‘seale
[B1yOJBIBIY-UOU ASY XIS Ul INO 1S ale siayoes)pesH Joj SpJepue)ls [euoneN ay L

I VIWNYO40ud

uoneoyoadg uosiad JayseajpesH jsuleby Bunsijjuoys 1o} yJomawel

49



Appointing Head Teachers in Kent

Juswaosdwi [ooydS uo
s1oedwi 1eyy Ayunwwod buuies| e bujuieisns
pue Juswdo[aAsp Wea) pue [enpIAIPUl 930W0Id

AV

(@dD) yuswdojansp
|euolissajoid Buinuuod Jo S|Spow pue bujuied)
jnpe ‘sdiysuoiieja. jeuosiadiaiul dojpaaqg

:0} A}1]Iqe pue JusWIWWOd 10 Jo dbpajmouy]

S43HI1O
HLIM DNIXYOM ANV 473S DNIdOTIAId

P|1Yy> K193 Jo spasu bulules| pasijeuosiad ayl
193W 01 Bujuied| ul A1jIgIXa]) pue 3dI0YD aInsug

Buluies] pue buiyoesl aA1IdBYS O}
sjidnd ||e JO JUSWSIIUS Y3 INSUD O} SI9YJed)
9AI1D3Y Buido|aasp 1oy sa1ba1ers Jusaws|dw

/I

juswabeuew pue ubissp WNNJLIND peaT

ssadoe
pue AIsIaAIp ‘uoisnpul bulnsus uj d16a3e.)s a9

aduepuane
pue InoiAeYad 4O JusWabeuew Y3 pesT

AV

yoJeasas Aq pawiojul
‘Bujuies| 10§ JUSWISSISSE pue BuluIed| DAY
Jo s9|dipund pue sjopow aendoidde asn

‘J|9s
pue geis ‘sjidnd Joj 9du3||93xs buiasiyde pue
JUaWIdA3IYde Bulsiel 104 s31691e13s Jusws|dw|

:03 L31]1qe pue JuaWWWO> 10 Jo abpajmou)y

ONINUVY3T ANV DNIHOVILONIAVI1

o/

aq ued Aayy
13539 aY1 3 01 A1unyioddo ay3 aaey ||e 1ey3 0s
uolisn|pul [euolzednpa asideld pue pueisiapun

sa1bojouyda1 mau a1eudoidde asn

s19bJe) pue
s|eob buibua|jeyd ‘snoniquie aA3IYyde pue 195

plemioy uoisiA ayy A1ied
SJI9Y10 1By} OS S1eAOUUI pUR d1eald ‘Dbueyd pea

[00YdS 3Y3 puokaq pue ulyum yioq
SSN|A PUB UOISIA [9POW pUE 33eIUNWWOoD)

50



Appointing Head Teachers in Kent

IV

uoneuawa|dwy
112y} Joyuow pue sysey Juswabeuew 3ebajsq

d/I/vY

siseq Aep-o3-Aep
e U0 A|9A1309)J9 pue Ajjuaidyjs jooyds ay3 abeuepy

d/1/v

swia|qoid aAjos pue a1edidiiue 0} A[9A1ea.D Yuly

Sanss|
Ssadde pue A111NJ3s ‘@dueulan0b ‘|uuosiad
Buipuelsisapun AQq JUSWUOIIAUS |[00YDS AYyeay
pue 21nd3s ‘o4es e bujuielsns pue buidoPaag

S921n0saJ pue yeis A|geunba sbeuepy

SSDUDAIIIDYD [euoliesiuebIo aduryuD
01 saibojouyday buibiswa pue mau asn

uone|siba| uswAio|dwa pue siybiy uewny
‘A1j1gesiq ‘suoie|ay adey ‘saniunuoddQ jenby
‘S9INPad0I4 UOI3D8104d P|IYD Bulpnjpul jooyds
e buibeuew 01 buiiejal sanssi |eb3| pueisiapun

Juswabeuew
9cuewloyiad uj 9d130eid poob A|ddy

an|eA 153q
Jo sa|dpund Ajdde pue Juswsabeuew Aiersbpng
‘bujuueld |eipueuy d163a1e1s N0 Aiied

=TiA

MB3IAS1 pue uOoI1R}NSUOD ‘Bunjew
-uoIs|dap pawiojul ybnoiys ‘sapijod a1eald

AV

abueyd
Bbunuswajdwi Joy s303foid sbeuew pue ueld

I/v

1uswaAoidwil
Jooypds jo saibarens pue ssjdpund Addy

Awouoine pauJes jo adnoeid pue sajdipund A|ddy

:01 A)jige pue JuawWwHW WO 10 jo abpajmouy

NOILVSINYDHO FHL ONIDVNVIN

o/l

V31 9Y3 pue siousanob ‘sanbea|jod
Buipn|pul s1ay1o wouy uoddns 1daddy

o/

9duewload jeuosiad anosdwi
01 10B PUB %DeqPa9) SAIIDIYD SAIII PUR DAID

/I

[o0Yds ay3 puokaq
pUB UIY}IM SISYIO YIM HI0MIDU pue 33eI00R||0D

o/l

swiea) pue s[enplAlpul
Jamodws pue 121ju0d ‘abueyd sbeuepy

AV

spiepuejs pue
s|eob Joj Aljigeiunodde pue diysiapes| aleys

51



Appointing Head Teachers in Kent

salpuabe

J3Y10 ‘sjooyds JaYy1o ‘ssauisnq

‘leaisAyd ‘uewny ‘awoy 63 - sanUNWWOD
[ED0] UIYHM S9DIN0S3I ISIDAIP puUe YD1 3SI|13N

Alunwiwiod [ooyds ayy uo 1pedwi 1eyl spualy
a1edpnue pue ybisul [edijod a1essuowag

:03 A)|Iqe pue JusawWwWod Jo jJo abpajmouy

ALINNWWOD DNINFHLODNIHLS

sawo0d1no buuies| idnd 1oy
JUNODJE 0} SIDQWAW JBIS JURAS|J J3Y30 P|OH

sjidnd

[|e JO JuSWdo[aASP |BINYND pUE [RUOIIOWS
‘le1d0s ‘|eJow ‘|eniids djwspede syl SpJemol
AJ3usIdLYd pue A|9A1109))9 wesl sy pea

JUSWIA|OAUI
AHUNWWOod pue Japjoyayels pue Juswabeuew
9duewloyiad ‘uonenjend

3195 ‘M31AaJ [00YDSs Bulpn|dul ‘Swa3SAS aoueinsse
Ayjenb jo aonoeid pue ssjdpund Ajddy

9ouew.ogiad Jood

Buibusjjeys buipnpdui ‘a41| [ooyds jo syadse
9A0Jdw| 0} SUOIIEN|BAS |BUIIXD pUE BlRp
9ouewloyiad buipn|pul ‘@d2uUsplAS Jo abuel e 35N

Bupom Aousbe-|3nw pue uolen|eAd
J9s buipnjpul syJomawely Aljigeiunodde
pue Ad1jod sad1a43s d1jqnd Ag apiqy

dueuUIaA0b
Buipndul ‘SyJom dwely [euoliednpa Ag apiqy

:0} A}1]Iqe pue JuswW}WWod 1o jJo dbpajmouy]

ALITIGVLNNODDV DNIYNDIS

52



Appointing Head Teachers in Kent

(uonesydads uosiad
9Y3 Ul BLISIID DY} 01 9DUIIDJ34 YHM ‘SUOSEDI,SI0UISA0D 3y} 910U [|IM 1900 V1 3YL)

IMIIAIDIUL SO} P3|eD JOU SajepIpuR)

IM3IAIDIUI IO} P3||ed (] 0} S33epIpUR)

(sjooyas uonppuno

Pajjo41u0) AIDIUNJOA JO 35D Y] Ul) [OOYDS aY

140 4310010Y>

snoibyjai ay1 ajowoid pup pipnbajps 0] JUSWHUILWOD
pup (sjooyas papiy

AIDIUNJOA JO 3SD2 3y UJ) JUBWIIWWIO Y1IDJ ,S31DPIPUDD
1noqp suoip1adxa ,SjooYds Y2inyd Jo asp ayl ul b°a

43H1O

aulididsip bujuiejuiew pue Ayioyine Jo
9sn 01 sapnu1Ie ‘pue ‘sinoiaeyaq buibusjeyd
YHm BujIom Ul 95USI|IS3I [RUOIIOWT *

9|doad

HunoA pue uaip|iys yum saepunoq jeuosiad
pue sdiysuone|al

91elidoidde ujejuiew pue wioy 03 AN|IQY «

9|doad
BunoA  pue uaip|IYd Y1IM YIOM O} UOIIRAIIO

:Buipnpdul UBIP|IYD Jo dJejam 3y} bunowoid
pue buipienbajes 01 buiie|as sanss| a1ojdxd
os|e ||IM M3IAJIUI Y3 1sod ay3 Jo SalNp By}
wJopiad 01 Ayjiqe sa1epipued 0} Uolppe u|

NOILD313S
ANV LNJWLINYD3Y
H34VS :NIHATIHD DNIGYVNDI4VS

53



Appointing Head Teachers in Kent

pIYy>
K133 Jo spaau bujules| pasijeuosiad ay1 193w 03 Bujuied| ul A|IGIXS]} puUe 3dI0YD aInsug

Bujuiea| pue bujydeal oAy 03 sjidnd
[]€ JO JUSWIDJIIUS DY) INSUS 0} SIaYdeD) 3AI1I3Y2 Buidojanap 1oy saibalesls Juswajdw|

juswabeuew pue ubissp WNNJLIND pea

ssad0e pue AJSISAIP ‘uoisn|pul Bulnsus ul d1633el)s g

SdURPUSIIE PUE INOIARYS( JO JUSWSBRURW 3y} peaT

yoJeasal Aq pawiojul
‘Bujuies)] 10§ JUSWISSISSE pue Bulules| 9A13093 Jo sajdidulid pue sjopow s1eudoidde asn

J|9s
pue jeis ‘sjidnd 104 95uU3||90x3 BulAsIyde pue JudwaA3lYyde buisiel 104 sa16a1e1s Jusws|dw|

:0} AM|iqe pue JUaWWIWOD 10 Jo 3bpajmouy

DNINUVYIT ANV SNIHOVIL ONIAV3I1

9q ued A3y3 159
ay31 oq 01 Anunyioddo sy ey ||e 1eY] OS UOISN|dUL [euolleINPS dsi1deld pue puelsiapun

sa1bojouyda) mau aiendoidde asn

s19b.e) pue sjeob buibuajjeyds ‘snoiiquie aAslyde pue 195

pJemioy UoIsiA 33 £11ed SI9Y310 1By} 0S 91eAOUU| puUe 21eald ‘abueyd pea

|00Y2S Byl pUOAS( pue UIYLM Y1og SIN[BA PUER UOISIA [9POW puUe 31edIUNWWOD

[1dnd A13aA3 10} spiepueis ybiy
pue £3inba ‘92ua||9oxd
JO UOISIA paJeys e bunuawsa|dwi pue bunedjunwwod ‘buip|ing Aq ‘Aj|ea16a1ea1s Juiyl

SspuaJ3 [eqo|b pue [rUOIIRU ‘[BDO]| SSNJSIP pUe puRISISPUN

:0) AMjiqe pue JUsWWWOD 10 Jo dbpajmouy

JdNind IHL ONIdVHS

obuel abe 3y} Jo sdusuadxs a1edoiddy

bunepdn jeuoissajoid s1edosddy

(HOJN) S19ydea1pesaH o} uoiedyieny |_UOISS)0Id [eUOeN

93169p SsInouoy poon

snje1s Jaydes] paylend

IDONIIHYIdX3 ANV SLNIWNIVLLY

31aviisaa TVILN3SS3

YIi43Lliad

¥00T/€800 ‘32 )N°A0b*3S5 ‘MMM

Astind

"Juapuadapialul dJe BLIBILD 3Y3 pue AIOSIAPE SI IsI| 31 ‘Peay dY3 Jo 3]0l 3y} Judsaidal Aay) 1ayiaboy
U e} USYAA "Seale [eDIYDIRISIY-UOU £33 XIS Ul IN0 135 dJe SIaYdealpesH Joj spiepuels [euoiieN ayL

C YINHO404d

JayoeajpeaH ayj JO }SOd ay} 10} uonjesy19adg uosiad e 10} jJomawel

54



Appointing Head Teachers in Kent

JUSWISA|OAUT ALUNWWIOD pue Jap|oyae)s pue juswabeuew aduewlopad ‘uonen|ead
|95 ‘MaInaJ jooyds Bulpndul ‘swalsAs adueinsse Ayljenb jo ad11oead pue ssjdipund Ajddy

9duewloyiad Jood buibusjieyd buipnpul ‘B4 [ooyds Jo s1dadse
anoidwi 0} SUOIIEN|RAS [BUISIXD pUk Blep dduewlo1ad buipnjpul ‘93uapiAs Jo abuels e asn

bupiom A>uabe-njnw pue
uolen|eAs §|9s buipnpui syiomawiely Ajigeiunodde pue Ad1jod sadiaes dlignd Aq apiqy

9oueuIanob Buipn)pul ‘Ssuomawely [euoIRINPS AQ SPIqY

:0) A}1]Iqe pue JusW}IWWOd 10 jJo dbpajmouy]

ALITIGVLNNODDV DNIYND3S

uolleuaWa|dwi J19Y3 J0)UOW pue Syse) Juswabeuew a1ebajpq

siseq Aep-031-Aep e uo A|9A1129449 pue A3uaidLya jooyds ayl abeuely

swa|qoid anjos pue a1edidiiue 01 A|PARRSID YUYy

SaNss| ssadde pue A11INd3s ‘adueulanob ‘|auuosiad buipueisiapun
Ag 3UBWIUOIIAUS |o0YDSs AY1jeay pue 2indas ‘djes e Bujuleisns pue buidopasg

sa2In0sal pue yeis A|gernba sbeuey

SSOUBAI1D9YS |euollesiuehio adueyua 01 salbojouydal buibiswa pue mau asn

uone|siba| uswiojdw3
pue sybiy uewnH ‘Aljigesiq ‘suone|ay adey ‘saniuniioddQ [enb3 ‘sainpadoid
uo13293104d pJIyd buipnppul jooyds e buibeuew oy bunea. sanssi [eb63] pueisiapun

Juswabeuew sxuewJload ul 3dp3deid poob A|ddy

an|eA 1saq
Jo so|dpund A|dde pue Juswabeuew Aielabpng ‘Buiuueld jeppueuy d1633ells Ino Aed

MB3IA3J pUB UOI1LYNSUOD ‘BUp RW-UOISIDaP pawiojul Yybnoiyl ‘saidijod a1eal)

abueyd bunusws|dwi 104 s135(oid sbeuew pue ue|d

Juswanosdwi [ooyds Jo satbazelts pue sajdpund Ajddy

Awouoine pauJes jo ad1deud pue ssjdpund Ajddy

:0} A}1]1qe pue JusWIWWOd 10 jo dbpajmouy]

NOILVSINYDHO JHL ONIDYNVW

[00YDS 31 PUOASQ % UIYLM SISUIO0 YIIM YIOMISU 1§ 31e10ge[|0D

Swiea) pue s[enpiAlpul Jamodws pue 11uod ‘abueyd sbeuely

spJepuels pue sjeob Joy A}jigeiunodde pue diysiapes| aJeys

1uswaAosdwi [ooyds uo sydedwl
1ey3 AHuNnwwod bujuied| e buluieysns pue JUSWAO[SASP WS} PUe |enpIAIpUl 910WO0Id

(add) wawdojanag
|euolissajoid buinuiuod jo sjspow pue buiuied| ynpe ‘sdiysuonelas jleuosiadisiul dojpnsq

:0} A}1]Iqe pue JusWIWWOd 10 jJo dbpajmouy]

SYIHLO HLIM DNIMHOM ANV 3473S DNIdOTIAIA

55



Appointing Head Teachers in Kent

(S]00YDSs UOIIDPUNOA P3jj03U0D AIDIUNJOA JO 3SDD 3y} Ui)

Jooyds ay1 jo

1210p1pY> snoibijal ayy ajowiold pub pipnbajbs 03 JUBWHWILIOD pUD (S|O0YDS paply AIDIUNJOA
JO aspd

3y} U) JUBWHWIWOD 3D} S9IDPIPUDI INOQD SUOIIPIIAAX3 S|O0YDS Y2INYyD JO aspd dy} ul *ba

43H10

AHunwwod jooyds 3y}
pue sjidnd 1o} sapinoid 1 sainunioddo sy i [00Yds PUOASY WIN|NDLLIND JSPIM DY) 3SI|1N

sa1puabe J3Y10 pue s|ooyds JaY10 ‘ssaulsng
‘leaisAyd ‘uewny ‘awoy *6°3 - SIIIUNWIWIOD [BD0] UIYUM SDDIN0SSI SSIDAIP PUB YdU 3SI|1IN

Anunwwod jooyds ay1 uo 1edwi 1eyl spuali aedpiue pue ybisul [eanijod alesisuowa(

:0} A}1]1qe pue JusWIWWOd 10 Jo dbpajmouy]

ALINNWWOD DNINJHLONIHLS

sawod3no Hujuiea| idnd J0j JUNOIDE 0} SISGUIBW JJelS JURAS|J J9Y3O0 P|OH

sjidnd |je jo Juawdo|2A3p |einynd pue [euoiowa
‘|le1d0s ‘|eJjow ‘[eniiids Jlwspede 3yl SpIemol A[JUIDLYS pue A[SAIIDSYS Wweadl syl pesT]

56



Appointing Head Teachers in Kent

APPENDIX 4

Selection Panel

Panel

Role and Governor Category

Name
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APPENDIX 5

Sub-Panel Membership for Interview

Panel

Role and Governor Category

Name
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