	





 Appointment of Teachers to Promoted Posts

Agreed by LNCT on 24 March 2015
Amendments Agreed on 8 March 2016

______________________________________________________________________

1.  
Introduction:

1.1
This Agreement sets out the procedure to be followed when recruiting to promoted posts in primary, secondary and special schools within the Council, ensuring a fair, consistent and transparent approach is used. Promoted posts include: Head Teacher, Depute Head Teacher and Principal Teacher.
1.2
The Council’s corporate Recruitment & Selection Policy should be referred to in conjunction with this local agreement.
2.
Legislative Requirements:


Scottish Schools (Parental Involvement) Act 2006
2.1
The Act makes provision for Parent Councils to play an active role in the recruitment process for the permanent appointments of a Head Teacher or Depute Head Teacher of a school. There is no parental involvement in appointments to Principal Teacher posts.  The procedures set out in this Agreement comply with the requirements of the Act and guidance issued by the Scottish Government on the appointment process for senior teaching staff.

Equalities Act 2010
2.2
All applicants will be afforded equality of opportunity and will be treated no less favourably than any other person in relation to any protected characteristics contained within equalities legislation.

3.
Advertising Posts:

3.1
Advertisements will be placed as soon as it is clear that the post is vacant, or is about to become vacant.  The post will be advertised through the national recruitment portal (myjobscotland).  The closing date for the post will normally be 2 weeks after the date on which the post is published.  Unless there are unusual circumstances, posts will be advertised outwith school holiday periods.
3.2
The advertisement will contain basic information about the post and a link to the generic job profile, and person specification.  A school profile will also be included which will provide information on the school.

4.
Job Profile and Person Specification

4.1
Generic job profiles and person specifications as agreed through the Local Negotiation Committee (LNCT) will be used.  The Chief Education Officer will be able to amend the generic documents where appropriate.  In such an event the Joint Secretary for the Trades Unions side and the Parent Council will be consulted on the change.

5.
Recruitment Procedures 

5.1
The procedures for the appointment to promoted posts are outlined in Appendix 1.  This includes the formation of the recruitment panel, leeting process, selection process and appointment process. The Chief Education Officer has the authority to decide to re-advertise the post if insufficient numbers or quality of candidates are received.
6.
Changes to the Agreement

6.1
Changes to this Agreement will be through consultation with the LNCT and the agreement of the appropriate Education Committee.

Procedures 
1. Introduction
1.1
This procedure outlines the process to be followed for recruiting to promoted teaching posts.  
1.2
The appropriate Senior Education Officer, supported by the Education Officer will be responsible for progressing the recruitment process for primary and secondary vacancies. 
1.3 
The appropriate Senior Education Officer, supported by the appropriate Education Officer will be responsible for progressing the recruitment process for early years and pupil support vacancies.

1.4
The Education Staffing Section will provide support to these officers as required for recruitment to Head Teacher post. For Depute Head Teacher and Principal Teacher posts school office staff will provide support.
1.5
Parties involved in any part of the appointment process must ensure that confidentiality is maintained at all stages.

2. Parent Council 

2.1
In line with legislative requirements, Parent Councils will be invited to participate in the appointment to Head Teacher and Depute Head Teacher posts.
2.2
The Senior Education Officer or linked Education Officer, together with the appropriate Education Support Officer (ESO) will set up an initial meeting with the Parent Council as early as possible when it is known that a permanent vacant post exists.  The purpose of the meeting is to explain the appointment process and the Parent Councils entitlement to be involved.  The following documents/information will be discussed with the Parent Council at the meeting:
· Job Descriptor/Person Specification 

· Advert and timescales
· Advice about interview procedures

· Short leeting process

2.3
The meeting will also enable the Parents Council to provide details for the Parent Council selection panel members (and reserves). Training will be offered to the Parent Council representatives who will be on the recruitment panel. The Senior Education Officer will arrange the training, ensuring this takes place prior to the interview.
2.4
Where no Parent Council has been established the Appointment Panel will consist of representatives from the Council only.
3. Leeting Process
3.1
Information for the leeting will be drawn from the candidate’s application form, Head Teacher report and references. The “Leeting Matrix” form must be completed to consider candidates against the selection criteria for the post.  This includes:
· Qualifications/GTC registration

· Previous experience

· Continuous professional learning
· Leadership experience

· Evidence of management skills

· Communication/Interpersonal skills

· Implementing change
· Evidence of Church approval (denominational schools)

3.2
The initial leet will be undertaken by the Leeting Panel as outlined in Table 1. Any applicant who has been displaced from a post of equivalent position through the closure or amalgamation of a school in West Dunbartonshire who has applied for the post will be included in the leet
.
Table 1
	POST

	MEMBERSHIP OF LONG LEET PANEL

	Head Teacher
	Senior Education Officer (Chair)
Education Officer
Parent Council Representative


	Depute Head Teacher
	Head Teacher (Chair)
Senior Education Officer or Education Officer

Parent Council Representative


	Principal Teacher 
	Head Teacher (Chair)
Education Officer
1 other member from Appointment Panel


3.3
For Head Teacher posts the leet will be discussed with the Chief Education Officer for final agreement.  The leet will be confirmed to all members of the Appointment Panel, and the Parent Council representative (if they are not part of the Panel).  The arrangements for the selection process including interview date and assessment exercises will also be set.

3.4
Normally no fewer than 3 or more than 6 candidates will be interviewed.  In circumstances where less than 3 candidates meet the leet requirements the Chief Education Officer will decide whether to proceed to interview and this will be dependent on the quality of candidates.  

Leeting Stages for Head Teacher posts

3.5
For Head Teacher posts the recruitment process will comprise of the long leet (Assessment Centre) stage with successful candidates moving to the short leet stage (Appointment Panel Interview).


Stage 1 – Long Leet 
3.5.1
Candidates selected for long leet will be invited to attend an Assessment Centre where they will undertake a range of tasks to test the competencies, skills and knowledge required for the post.  
3.5.2
The Assessment Centre will involve Senior Education Officers/Education Officers who have been developed to undertake this role and, if appropriate, an external adviser.  The Chief Education Officer will agree the exercises to be undertaken with the Lead Assessor (normally Senior Education Officer aligned to the school).  The Assessors will develop appropriate documentation to enable observations and performance to be recorded.  Each activity will be assessed with regard to professional management standards and competencies from the job specification. The internal Assessment Centre is only used for HT posts.
3.5.3
Arrangements for the Assessment Centre will be confirmed to candidates in writing. The letter will confirm that only successful candidates will progress to the short leet stage and the date for the short leet will be contained within the letter.

3.5.4
The Lead Assessor will provide the overall outcomes to the Chief Education Officer for each candidate based on performance.  The Chief Education Officer will decide which candidates progress to the short leet (final interview) stage.

Stage 2 – Short Leet
3.5.5
The short leet stage will take the form of a final interview with the Appointment Panel.  The final interview will normally be held 1 week after the Assessment Centre. 

3.5.6
The Lead Assessor will present a summary report of the short-leeted candidates’ performance to the Appointment Panel.
3.6
Candidates selected for interview will be given the opportunity to visit the school.  The visits are for the benefit of candidates and do not form part of the selection process.  Arrangements for visits will be made by the Education Officer in conjunction with the school.  The Education Officer will arrange for the candidate to be given an individual tour of the school, or a group visit if appropriate. 
4. Appointments Panel Memberships

4.1
The membership for the appointment panel is outlined at Table 2 below, and consideration should be given to ensuring a gender balance.  
4.2
Members of the Appointment Panel (including Assessors) must declare in advance any relationship or close friendship with any of the candidates to which an outsider could suggest any bias which might be a factor in any professional judgement made during the selection process.  The Chief Education Officer will then assess whether a substitution should be made.

4.3
Canvassing a member of the Appointment Panel, whether directly or indirectly, by an applicant for a promoted post may disqualify the application from being considered for the post.


Table 2 
	POST
	MEMBERSHIP OF APPOINTMENT PANEL


	Head Teacher
	Chief Education Officer (Chair)
2 Parent Council Members 

Elected Member 

Head Teacher from appropriate sector from a school in another area (nominated by Chief Education Officer)
Church representative (denominational schools only)


	Depute Head Teacher
	Head Teacher of the school (Chair)
2 Parent Council Members 

Depute Head Teacher from appropriate sector from a school in another area

Senior Education Officer or Education Officer
Church representative (denominational schools only)


	Principal 
Teacher
	Head Teacher of the school (Chair)
A teacher of equivalent post nominated by the Chief Education Officer
Education Officer
Church representative (denominational schools only)



4.4
Training is available to any member of the Appointment Panel to assist them with an understanding of their functions in relation to the appointments process.
4.5
In advance of the interview the Panel will be provided with the following documents:

· Job Profile and Person Specification
· Application Form and Head Teacher report for each candidate
· Guidance Notes on participating in Panel
· Interview Schedule and arrangements, including assessment exercises being used.
5. Selection Process
5.1
This will consist of 2 distinct parts:-
Part 1 – Assessment Exercises

5.2
The assessment exercises will be discussed and agreed in advance with the Panel Chair, and will be relevant to the skills required for the school. The candidates will complete a range of assessment tasks which will test a range of core skills based on the GTCS Professional Standards.   Assessment exercises could be:
· Scenario

· Written task

· Analysis and interpretation task

· Pupil Council Exercise

· In-tray Exercise

· Group Exercise

· Briefing paper on educational issue


Part 2 – Panel Interview - 45 minutes

5.3
The Panel Interview will include a 10 minute presentation by the candidate on a pre-set topic and questions on educational issues. Questions will be devised by Educational services and agreed with the Panel.  The Panel Chair will meet with the Panel, 30 minutes before the first interview, to agree the format of the interview and the questions to be asked.
6.0
Appointment

6.1
At the end of the selection process the Panel will complete appropriate documents and agree the preferred candidate.  The Panel Chair will have the casting vote where the Panel is unable to reach a consensus.

6.2
In the event that no candidate is suitable for the promoted post then the Chief Education Officer will make the decision as to whether the post will be re-advertised or an alternative arrangement put in place.  The Parent Council will be advised of this decision.
6.3
The Chair is responsible for ensuring that all recruitment documentation is completed in line with the Recruitment & Selection policy and is passed to the appropriate section to progress.  The Section will ensure the portal is updated and all documentation is passed to HR Service Centre.  The school should ensure that the Education Staffing Section is notified of the outcome to enable the establishment to be updated.
6.4
All leeted candidates will be given the opportunity to discuss their performance at interview with the Panel Chair or a member of the Panel.


6.5
Once satisfactory pre-employment checks have been received for the preferred candidate the HR Service Centre will arrange for a formal offer to be sent, this offer will confirm the agreed start date.  The Education Service Manager will ensure appropriate induction arrangements are in place.
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� Para 3.2 amended 08.03.16 to include Parent Rep on leeting panel





� Para 3.5 amended 08.03.16 to clarify 2 stage assessment centre process and  that only successful candidates at stage 1 will progress to stage 2 - short leet (final interview)
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