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SECTION  1  

INTERVIEW FRAMEWORK 
This section sets out the interview framework for the permanent appointment of Depute Headteachers which was agreed by the LNCT on 21st June 2011 and is consistent with the arrangements for permanent Headteacher appointments.
To comply with the Parental Involvement Act, the Headteacher will consult with the Parent Council about their degree of involvement in the appointment process.  Full details of the consultation process are given in Section 2.  
The Education Service supports the Scottish Qualification for Headship (SQH) and continues to offer the ‘Introducing School Leadership’ programme as a route to SQH. In addition, the Education Service recruits to the Acting Depute Headteacher pool(s) several times in each school year.

1.1
Job Description, Person Specification and School Description
The Headteacher will prepare the Job Description, Person Specification and provide a description of the school.  It is recommended that the Job Description template is used, setting out core responsibilities.  

1.2
Advertising Post on www.myjobscotland.gov.uk 
The Headteacher will forward directly to Corporate HR the following:

· Job Description;
· Person Specification;

· Job Advertisement (including hyperlink to School website;

· The School Education Improvement Plan.

1.3
First Interview 

The purpose of the first interview is to determine in professional terms, those who would be suitable for the post of depute Headteacher.  The panel interview will include a professional discussion on a scenario followed by general questions.  The scenario should be prepared by the headteacher (see exemplars). 
This will consist of two distinct parts:

Part 1: Pre-interview (30minutes)

The first 30 minutes of the interview process will allow the candidate to prepare for the professional discussion with the panel.  The candidate will be given the scenario which is based around a current educational topic; they will be allowed 30 minutes to prepare their thoughts for the professional discussion.  Notes from this period may be taken into the panel interview.

Part 2: Panel Interview (30 minutes)

The panel interview will consist of a professional discussion based upon the prepared response to the scenario from Part 1.  The interview will also include questions relating to other educational issues.
The first interview panel will consist of three professional representatives: Headteacher (Chair); Peer Headteacher; and Peer Depute Headteacher together with one representative for the Parent Council.  Denominational schools also have a Church representative.  Parent Council training will be provided by the school Headteacher.

Candidates determined to be suitable for a Depute Headteacher post will be invited to attend the final interview.

1.4
Post First Interview

Selected candidates are invited for final interview.   Unsuccessful candidates will be provided with written feedback.
1.5
Final interview

The purpose of the final interview is to determine the candidate best suited to the school.  

The final interview panel is constituted according to legislation/Policy and consists of the Headteacher (Chair); two Parent Council representatives; two elected Members and two representatives from the Education Service.  Denominational schools also have a Church representative.
The purpose of the final interview is to determine the candidate best suited to the school.  The following is an example format for the day.
Morning (in school)

· From 0930 hrs:
tour of school for all candidates, led by pupils

wherever possible.

· From 1030 hrs:
coffee for all candidates with staff/parents/pupils.

· From 1100 hrs:
4 x 10 minute ‘Round Robin’ discussion sessions

with individuals/groups as follows: Headteacher; peer Headteacher; parent council representative; group consisting 2 staff, 4 pupils and the peer Depute from the first interview.  The ‘Round Robin’ must be designed to enable both the candidate and members of the wider school community to explore relevant issues and to further inform the selection process.  Thereafter, representatives of the ‘Round Robin’ will meet with the Chair of the Selection Panel to provide feedback.  

To help inform the decision of the panel, the Chair will make this feedback available to the afternoon selection panel at the conclusion of the afternoon session before the final vote is taken.
Afternoon (preferably in school)

· From 1400 hrs:
30 minute interview consisting of:

· 10 minute presentation made by the candidate, demonstrating a piece of his/her current work in relation to the Standard for Headship (PowerPoint facilities will be available for use if required).  The candidate is free to bring evidence to support their presentation.

· The remainder of the interview will be used to engage the candidate in professional dialogue related to the presentation, followed by questions on other educational topics.

All candidates will be contacted by telephone with the outcome as soon as possible after the interview.  All unsuccessful candidates will be provided with written feedback.
1.6
Post Interview
All candidates will be contacted by telephone with the outcome as soon as possible after the interview.  Unsuccessful candidates will be provided with written feedback.

EXEMPLAR SCENARIOS FOR PROFESSIONAL DISCUSSION AT FIRST INTERVIEW
1. Your Headteacher has asked you to plan an in-house CPD programme for the year which would take forward learning, teaching and meeting pupils’ needs across the whole school.  How would you plan for this, what types of CPD would you include and what impact would you expect the programme to make?

2.  A member of staff that you are responsible for is extremely negative about all the new policies and strategies put in place to enhance teaching and learning across the school.  What action would you take to ensure that the staff member is aware of the strategic direction of the school and understands fully their role and responsibilities in achieving this vision?

3. A group of parents have come together to complain about the poor discipline, lack of pace and challenge and the poor attainment within a subject department/individual primary teacher.  How would you communicate fully with the parents and staff member(s) involved to resolve the matter?  

4.  A recent SEQIA inspection has identified the following areas as excellent in your school - Meeting Learners Needs, Learner’s Experiences, Improvements in Performance and Self Evaluation however for the Curriculum the school was only awarded a satisfactory grade.  The Inspectors will be returning to the school in the near future.  What would you do in both the short and long term to try and improve the quality of the Curriculum, taking into account National and Regional policies. 

SECTION 2
STRATEGY FOR PARENTAL INVOLVEMENT
Under the Scottish Schools (Parental Involvement) Act 2006, Parent Councils are entitled to be involved in all stages of the appointments procedures for the above.  The Parent Council is required to inform the Authority of its decision with regard to its desired level of involvement.  In order to inform this decision, an outline of the Authority Appointments Strategy is given below: 
1
The Vacancy
Once a vacancy has arisen, the Headteacher will contact the Parent Council and arrange a meeting. 

2
Meeting with the Parent Council to determine the level of involvement at each stage

2.1
At this meeting the Headteacher will outline the framework (See Section 1) of the appointments process to the Parent Council.  Parent Councils are entitled to be involved at all stages of the appointments process.  Following discussion, the Parent Council should decide on their desired level of input to the key stages of the process.  
2.2
Any proposed national advertisement, together with the Job Description and Person Specification will be presented for consultation.  Should the Parent Council wish substantial changes to the proposed method of advertising the post, they must discuss these with the Headteacher and any additional costs will require to be met by the Parent Council.  Recruitment will be through the www.myjobscotland.gov.uk portal and will include key information about; the school, the job, the requirements, the remuneration and the contact point for applicants.  It must conform to the law and be approved by Human Resources.  Advertisements should normally have a closing date of two weeks from publication. 

2.3
The Parent Council should identify their desired level of involvement in the selection process (See Section 1 for full details).

2.4
If the Parent Council opts to be involved in the selection process, they must nominate a named contact for this and also nominate three members (including one reserve) for the final interview selection panel. 

2.5
Following this meeting the Parent Council is required to report back to the Headteacher within 5 working days. 

2.6
In the case of posts needing to be re-advertised, the Headteacher should consult with the Parent Council Chair or the named contact for the appointments process.

3
Leeting procedure 

3.1
Once the applications have been received, the leet for the first interview will be drawn up by the Headteacher.  The Parent Council may have one representative on the selection panel for the first interview.

3.2
The interview panel for the first interview will be made up of three professional representatives; Headteacher, Peer Headteacher and Peer Depute Headteacher, together with one representative for the Parent Council.  In the case of appointments to a denominational school, a Church representative should also be invited.

3.3
If there has been no Parent Council representative at the first interview, the Parent Council require to be given an opportunity to comment on the leet for the final interview.  The Headteacher will therefore contact the Parent Council Chair to discuss the candidates.   Thereafter the final decision regarding the leet will be made by the Headteacher.

3.4
The Parent Council can request a person, other than a member of the Parent Council, to be part of the appointments process.

3.5
If there are no suitable applicants, the Parent Council representative should be consulted prior to the vacancy being re-advertised.

4
The selection panel for the final interview where the Parent Council has opted to be fully involved
4.1
The selection panel for the final interview will be made up of two representatives from the Parent Council, two Elected Members normally from the Education Committee including the Chair if possible and two officers from the Education Service Team, all with equal voting rights.   This panel will be chaired by the Headteacher or acting Headteacher of the school to which the appointment is to be made.

4.2
In the case of appointments to a denominational school, a Church representative and a further Parent Council member should also be present.

4.3
If there is no Parent Council at the school, the Parent Forum may nominate a representative to serve on the selection panel.  
4.4
The Chair (Headteacher) shall have the casting vote.

4.5
All information relating to the appointments process must be treated as strictly confidential.

4.6 
If no candidate is deemed suitable for appointment, the Parent Council should be consulted prior to the vacancy being re-advertised.

5
Training

5.1
The Headteacher will provide training for the Parent Council members.

5.2
This will be provided, either as part of the first meeting (2 above) or at a later mutually agreed time.  The training will cover the following:

· dealing with contact with interviewees prior to the formal interviews; 
· conduct as a member of the selection panel; and
· interview techniques.

5.3
Prior to the Final Interview, there will be a second training session with the final interview panel members only.  This will consider individual candidate application forms and agree questions from parent representatives.
EDUCATION SERVICES

EXEMPLAR JOB DESCRIPTION

	Job Title:

Depute Head Teacher


	
	Reference No:



	Department:

Education Services
	
	School:



	Responsible to:

Headteacher
	
	

	Job Purpose:


	To assist and, where necessary, deputise for the Headteacher in the conduct of the school’s affairs; the list of duties for which the Depute may be called upon to undertake on behalf of the Headteacher are as defined in Appendix B of A Teaching profession for the 21st Century.



	Main Responsibilities:
	The post holder will have the following responsibilities:

Responsibility for Leadership, Good Management and Strategic Direction of Colleagues.

(Insert detail)

Responsibility for Curricular Development and Quality Assurance

(Insert detail)

Responsibility for Whole School Policy and Implementation

(Insert detail)
Responsibility for Working with Partners

(Insert detail)



	
	After consultation between the headteacher and the post holder, the latter will have responsibility for undertaking any other duties consistent with the general purpose and specific responsibilities of the post.




This post is subject to candidate vetting through Disclosure Scotland.

EDUCATION SERVICES

EXEMPLAR PERSON SPECIFICATION
	School:


	Post:

Depute Headteacher
	Reference No:




	Requirements:

Essential (E) or Desirable (D)
	(E)
	(D)

	1.  Educational Qualifications

Degree in Secondary Education or equivalent

Current Full GTCS registration

Evidence of ongoing professional development (ie CPD portfolio)

2.  Experience

Variety of secondary school teaching experience

Effective classroom practitioner

Evidence of working with parents and /or the community

Evidence of having led staff/curriculum development

3.  Curriculum Development

Recent experience in school development

Sound knowledge and understanding of the Curriculum 3-18

Involvement in School Improvement Planning

Willingness to evaluate own practice

Willingness to take a lead in whole school improvement

Involvement in in-school and/or Education Authority and/or National workgroups

Evidence of adopting innovative practice
4.  Skills and Abilities

Evidence of effective time and resources management

Evidence of effective oral and written communication skills

Ability to use own initiative

Ability to implement decisions effectively

Ability to be solution-focussed

Ability to show a flexible mind (lateral thinking)

5.  Interpersonal Qualities

Ability to work in a team – both as member and/or as leader

Ability to motivate and support colleagues

Sensitivity to the needs of young people

Ability to relate positively to young people and adult

Willingness to support home/school community links

Commitment to the promotion of the school in its community

Commitment to the extra-curricular life of the school

6.  Other requirements

Commitment to professional development of self and all staff
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E

E

E

E

E

E
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E

E
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E

E

E
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E

E

E
	D

D

D

D

D


	Your Ref:
  
Our Ref:
St/F- TKSM/KC/JG

  
	Staffing Section 

Woodbank

30 Edinburgh Road

DUMFRIES  DG1 1NW

	«Title» «First_Name» «Surname»
«Address1»
«Address2»
«Town»
«PostCode»

  
	Any enquiries please contact

Jane Gilston
Direct Dial (01387) 260434
Fax (01387) 260487

E-mail Jane.Gilston@dumgal.gov.uk

	Dear «Title» «Surname»  
	


DEPUTE HEADTEACHER APPOINTMENT - FIRST INTERVIEW
I refer to your application for the above post and would be pleased if you could attend for a First Interview in «Interview_Location» on «Interview_Date» at «Interview_Time».  Please bring to the interview the following documentation: photographic ID; proof of address; birth certificate; evidence of change of name; documented proof of National Insurance Number.

This interview will consist of two distinct parts:

Part 1:  Preparation for Professional Discussion (30 minutes)

This first 30 minutes of the interview process will be your preparation for a professional discussion with the Panel.  You will be given a scenario on arrival for interview which will be based around a current educational topic; you will be allowed 30 minutes to prepare your thoughts for the professional discussion.  Notes from this period may be taken into the panel interview.

Part 2:  Panel Interview (30 minutes)

The panel interview will consist of a professional discussion based upon your prepared response to the scenario from Part 1.  The interview will also include questions relating to other educational issues. 

Please advise by return if you will be unable to attend.

Yours sincerely
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T Keith S Millar

Quality Improvement Manager (Resources)
(on behalf of myjobscotland.gov.uk)
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DEPUTE HEADTEACHER APPOINTMENTS
FIRST INTERVIEW - FEEDBACK RECORD SHEET
	Candidate’s Name:


	Post Applied for:


	Date of Interview:


	Essential Elements and Professional Actions
	Comment

	Strategic Vision, Values and Aims

Knowledge and Understanding

Personal Qualities and Interpersonal Skills

Leading & Managing Learning and Teaching
Leading & Developing People
Leading Change & Improvement

Using Resources Effectively
Building Community


	


	Guidance to candidates in areas requiring attention before similar posts are applied for:

	


Signed:  


Print Name:  

Designation: 


Date:  


	Your Ref:
  
Our Ref:
St/F-TKSM/KC
  
	Staffing Section 

Woodbank

30 Edinburgh Road

DUMFRIES  DG1 1NW

	«Title» «First_Name» «Surname»
«Address1»
«Address2»
«Town»
«PostCode»

  
	Any enquiries please contact

Karen Cameron

Direct Dial (01387) 260402

Fax (01387) 260487

E-mail Karen.Cameron@dumgal.gov.uk

	Dear «Title» «Surname»  
	


DEPUTE HEADTEACHER APPOINTMENT – FINAL INTERVIEW

I refer to your recent application for the above post and invite you to attend a further interview in «Interview_Location» on «Interview_Date» at «Interview_Time».
· For details of the morning activities, please refer to the attached schedule.

· The afternoon interview will last for approximately 30 minutes.  This will start with a 10 minute presentation which you should prepare in advance of the interview.  You should use this opportunity to demonstrate your current practice in relation to school leadership and management, taking account of the Standard for Headship.  Please feel free to bring evidence to support your presentation (PowerPoint facilities will be available for use if required).  Please note that you will not be provided with a specific presentation topic.  

I have attached an expenses claim form which you should submit completed on the day of interview.  Travelling expenses will be reimbursed at the public transport rate, if used, or, if private car is necessary, expenses will be paid at the rate of 17p per mile.  A VAT receipt to cover the cost of petrol for your journey must be submitted in order for us to process your claim.  The receipt must pre-date your claim in order to comply with the new rules set out by the Inland Revenue and HM Customs.  If you require to stay overnight you will be asked to produce receipted accounts for the cost of the accommodation which should not exceed the level of that normally paid in a 2‑star hotel.  Reasonable expenses incurred on subsistence are also reimbursed.

If you will not be attending the interview please contact the Staffing Section (Teachers) on the above number.

Yours sincerely
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T Keith S Millar

Quality Improvement Manager Resources
enc
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DEPUTE HEADTEACHER APPOINTMENTS
FINAL INTERVIEW - FEEDBACK RECORD SHEET
	Candidate’s Name:


	Post Applied for:



	Date of Interview:


	Essential Elements and Professional Actions
	Comment

	Strategic Vision, Values and Aims

Knowledge and Understanding

Personal Qualities and Interpersonal Skills

Leading & Managing Learning and Teaching
Leading & Developing People
Leading Change & Improvement

Using Resources Effectively
Building Community


	


	Guidance to candidates in areas requiring attention before similar posts are applied for:

	


Approved for Acting Depute Headteacher Pool (internal candidates only):     Yes/No (delete as appropriate)

Signed:  


Print Name:  

Designation: 


Date:  
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DEPUTE HEADTEACHER APPOINTMENTS
FINAL INTERVIEW ROUND ROBIN FEEDBACK
Thank you for participating in the appointment procedure for the post of Depute Headteacher at ……………………………………. school. 

We welcome your opinion on a preferred candidate and reasons for your preference.  These sheets will be gathered and collated by the peer Depute Headteacher.
To allow us to consider the opinions of all groups fairly, please tick the appropriate box.  

	Are you a pupil?
	

	Are you a member of staff?
	


My preferred candidate is ………………………………………………………for the following reasons:
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