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Background

The Headteacher appointment process should address three key questions:

· who is qualified for headship?

· who is ready for headship?

· who is best suited to the particular school?


The application / leeting process answers the first two questions and the final interview process answers the third.

In 2006, Education Committee agreed that the Standard for Headship (2005) would be used as the basis of all Headteacher appointments.  The application forms, reference forms and feedback arrangements are now based upon this national standard.  The interview procedures for Headteachers are clear and robust and include the requirements of the Parental Involvement Act.  
This document details the process of appointment of a Headteacher in Dumfries and Galloway to ensure that the process is clear and consistently applied.  This document should also be used by Officers in engaging with Parent Councils. 
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section 1.1
Staffing Department Responsibilities

Advertising Post

· Relevant information for the wording for the job advert on myjobscotland.gov.uk to be obtained from the Education Officer sourced from the first meeting with the Parent Council.

· Elected Members (Education Committee) should commit to being available for final interview.

Application Forms
On-line applications and on-line information packs made available to all applicants at www.myjobscotland.gov.uk
Packs to include:-

· Job Advertisement (to include hyperlink to School website)
· Job Description

· Education Improvement Plan
· Standard and Quality Report School Services 2007/08

· Individual School Information (lifted from school website)

· SQA Profile (secondary schools only)

Interview Schedule
Interview dates, venues and identified personnel issued to Quality Improvement Manager for confirmation and return to staffing.

First Screening 
· Applications received on-line and following closing date application pack sent to Directorate in preparation for on-line shortleeting via iGrasp
· Directorate complete First Interview selection on-line 
· Application forms sent to Quality Improvement Manager to distribute to Parent Council Representatives.

· E-mails of invitation to attend interview sent to candidates via iGrasp.

Following First Interview

· Shortleet form returned to Staffing – include details of panel/presentation for final interview

· Inform candidates – unsuccessful / final interview

Prior to final interview

· Written feedback from First Interview received electronically from Panel Chair and e-mailed to unsuccessful candidates.

· References for all candidates called to Final Interview sent to Education Officer delivering training to Parent Council representatives.  

· Application forms already issued to Education Officer for First Interview.  Note: references are not required to be returned – they can be retained for duration of interview then shredded.
· Send final Interview agenda and details of presentation subject letters to candidates.

· Organise a buffet lunch for elected Members and Parent Council.  Note: lunch is organised by Staffing for Woodbank and Lochside Education Centre interviews.  Lunch for interviews at other centres will be organised by respective Administration team(s).

· Send Panel members:-

· interview details and agenda

· references to Chair of Panel only
Note:  it is not required to send completed applications forms to panel members as these have already been issued by Quality Improvement Manager for training purposes.
Following Final Interview

· Education Service Management Team (ESMT) representative to return shortleet form to Staffing to advise of successful candidate and provide electronic feedback sheets to be e-mailed to unsuccessful candidates.

· ESMT representative to complete New Appointment Form and return to Staffing so that clearances can begin if required.

· Once clearances through, ESMT representative advised and start date can be agreed and communicated to Staffing.
Appointment of successful candidate
· Once recruitment clearances and agreed start date are confirmed, send details to the Communications Officer, Woodbank, Dumfries (Lindsay.Baker@dumgal.gov.uk) for the purpose of updating the website and preparation of press releases.
Note:  The Communications Officer will also ensure that the ESMT and appropriate School Support Manager/Officer are advised of the start date for the purposes of welcoming the new Headteacher to school.  Education Services staff involved in Headteacher/Depute Headteacher Induction and training and development should be notified at the same time.
· Contract and starter documentation for successful candidate to include letter of invitation to attend for induction.
Section 1.2
First Interview Checklist for Host Centre
Responsibilities of Identified Administrative/Clerical Support
to Panel Chair
Pre Interviews; arrange:-

· 3 rooms (with working clocks) plus a reception area

· Signage – “Interview in Progress”

· ICT equipment – 1 laptop

· 2 stop watches

· Photocopying as required

Interview day; arrange:-

· Discuss arrangements with panel Chair at least 45 minutes prior to first interview

· Water and glasses for all rooms

· Paper, pens, pencils and rubbers for all rooms

· Ensure candidates have an understanding of the task/scenario

· Ensure candidates are in/out of the rooms at the correct time

· Manage time for the candidates, eg at 30 minute intervals, give a reminder of time.

· Candidates’ written responses to be distributed to interview panel members after the last candidate has met the panel.

Post Interview:-

· Return ICT and other equipment as appropriate.
Sample Timetable and Location (based on 4 candidates)

Assume: Panel Chair in attendance at 0845 to liaise with Administration Staff / Interview Coordinator

Panel convenes at 0900 for coffee and discussion

Timings may change if there are more candidates and a break may be necessary

	Time

Candidate
	0900-

0930
	0930-

1000
	1000-

1030
	1030-

1100
	1100-

1130
	1130-

1200

	Candidate 1
	Room 1
	Room 2
	Room 3
	
	
	

	
	Scenario
	Interview
	Task
	
	
	

	Candidate 2
	
	Room 1
	Room 2
	Room 3
	
	

	
	
	Scenario
	Interview
	Task
	
	

	Candidate 3
	
	
	Room 1
	Room 2
	Room 3
	

	
	
	
	Scenario
	Interview
	Task
	

	
	
	
	
	Room 1
	Room 2
	Room 3

	
	
	
	
	Scenario
	Interview
	Task


Headteacher Appointments

Section 2:  Parental Involvement


Page

2.1
Meeting with the Parent Council
9
2.2
Parent Council Entitlement to Involvement
10
2.3
Panel Membership (including location for interviews)
15
2.4
Interview Procedures for First Interview
16
2.5
Interview Procedures for Final Interview
18
2.6
Protocol for the Appointment of Acting Headteachers
19
Section 2.1
Meeting with the Parent Council
Aims of the meeting

The initial meeting with the Parent Council is an opportunity for the Education Officer to explain the Headteacher appointment process and the Parent Council’s entitlement to involvement.  It will also be an opportunity for Parent Council members to receive information and advice about candidate application forms; procedures for the first interview and aspects related to interviewing at this level.
Samples of the following documents should be made available and discussed with the Parent Council:
· Headteacher Job Description (example at Appendix 3.5)
· Headteacher Person Specification (example at Appendix 3.5)
· Wording for Job Advert for myjobscotland.gov.uk (sample at Appendix 3.6)
· Advice about interview procedures.
Outcomes from this meeting
Notification of desired level of involvement in process from Parent Council

Agreement on wording for Job Advert for myjobscotland.gov.uk
Contact details for all Parent Council selection panel members and reserves *
Parent Council fully briefed on first interview process.

Date for training session for final interview panel members only.
* contact details for all Parent Council selection panel members must be returned to the Quality Improvement Manager Resources, Woodbank, Edinburgh Road, Dumfries within 5 working days of the meeting. (Keith.Millar@dumgal.gov.uk) 
Section 2.2
Parent Council Entitlement to 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 appointment strategy is given below: 
1
The Vacancy
After a resignation is received, the Head of Service and the Quality Improvement Manager Resources will determine the appropriate point to contact and arrange a first meeting with the Parent Council and the Education Officer for the school.  The timing of this meeting will aim to allow for the full recruitment and selection process to be completed in time to replace the outgoing Headteacher.  If the Authority requires to match an existing Headteacher currently employed elsewhere to a suitable post, then this information will be given to the Parent Council immediately (see paragraph 6 for special procedures if this is the case).
2
Meeting with the Parent Council to determine the level of involvement at each stage
2.1
At this meeting the Quality Improvement Manager Resources or his/her representative and the Education Officer will outline the framework of the appointments process to the Parent Council.  Parent Council members, who are also employed in any capacity within the school concerned, are not permitted to take part at any stage in the appointments process after this meeting.  Following discussion the Parent Council should decide on their desired level of input to the key stages of the process.  

2.2 The proposed wording for the job advertisement, Job Description and Person Specification will be presented for consultation.  Should the Parent Council wish substantial changes to the advertisement, they must discuss these with the Quality Improvement Manager Resources and any additional costs will require to be met by the Parent Council.  The advertisement must identify the school including the pupil roll, the full post title, the remuneration, and the contact point for applicants.  It must conform to the law and be approved by Corporate Human Resources.  Advertisements will have a closing date of two weeks from publication and will not normally be placed during school holidays.   

2.3 The Parent Council should also identify their desired level of involvement in the selection process.

2.4 If the Parent Council opts to be involved in the selection process, it must nominate a named contact for communication purposes. 

2.5 Following this meeting, the Parent Council’s nominated contact is required to report back to the Quality Improvement Manager Resources with its decisions, within five working days.  If the Parent Council wishes to be involved in the full process, it is required to nominate one member for the first interview and also nominate four members (including one reserve) for the final interview selection panel.  

2.6 If it is deemed necessary for a post to be re-advertised, the Quality Improvement Manager Resources or his/her representative will consult with the Parent Council Chair or the named contact for the appointments process.

2.7
In the case of small primary school appointments, if there are no suitable applicants after one advertisement, the Parent Council will be informed that a partner Headteacher with responsibility for two schools of the same denomination will normally be sought (see paragraph 6).
2.8
The Parent Council can request a person, in place of a member of the Parent Council to be part of the appointments process.

3. Leeting procedure:
3.1
Where the Parent Council opts to be fully involved
Once applications have been received, the Quality Improvement Manager Resources will discuss with the Directorate and the Education Officer the way forward in terms of the leet for the first interviews.  

The leet for the first interview will be drawn up by the Directorate.  The Parent Council may have one representative on the selection panel for this interview.
After the first interview has been held, the recommendations for the final interview require to be ratified by the Directorate.  It is therefore essential that this representative maintains absolute confidentiality until after the outcome has been ratified and all candidates have been informed. 

3.2
Where the Parent Council opts to be involved in the final interview only
Where 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 Education Officer will therefore provide the nominated contact with the proposed leet and request any comments within two working days.  

The Education Officer will report the outcome of this to the Quality Improvement Manager Resources.  The final decision regarding the leet will be made by the Directorate.
4
The final interview panel where the Parent Council opts to be involved
4.1
The interview panel for Headteacher final interviews will be made up of three representatives from the Parent Council, three local councillors (from the Education Committee if possible and including the Chair or Vice Chair) and three members from the ESMT; all with equal voting rights.  This panel will be chaired by the Chair of the Education Committee or his/her representative. 

4.2
In the case of appointments to a Roman Catholic school, a Church representative and a further Parent Council member should also be present.  If there is no Parent Council at the school, the Parent Forum may nominate a representative to serve on the interview panel.  The chairperson shall have the casting vote if necessary.

4.3
All information relating to the appointments process must be treated as strictly confidential.

4.4
If no candidate is deemed suitable for appointment, the Parent Council will be consulted prior to the vacancy being re-advertised or to a partner Headteacher arrangement being developed.

5
Training
5.1
The Education Officer will offer training to the Parent Council members prior to the commencement of the selection process, as part of the meeting with the Parent Council (see Section 2.1).  This training will cover the following:

i. Briefing of Parent Council about candidate application form/personal specification etc.

ii. Information about First Interview procedures.

iii. Dealing with contact with interviewees prior to the formal interviews; 
iv. Conduct as a member of the interview panel;

v. Interview techniques;

vi. Help with understanding and interpretation of terminology used on the application forms of those leeted for interview, however, it is suggested that this item could be covered by a subsequent one-to-one discussion between the relevant Education Officer and the Parent Council member attending the First Interview; and

vii. Prior to the Final Interview, there will be a second training session with the final interview panel members only, to consider procedures for Final Interview; candidate application forms; candidate references; and questions from parent representatives.  

6
Partner Headteacher Appointments
6.1
In the case of small primary school appointments, where a vacancy has been advertised once and no appointment has been possible, a partner Headteacher with responsibility for two schools of the same denomination will normally be sought.

6.2
The following two models are possible:

i. A larger school (roll 150+) – smaller school pairing, with a reasonable geographical proximity and each being within the same secondary school cluster.

ii. A smaller school pairing within a reasonable geographical proximity and each being within the same secondary school cluster.

6.3
The Authority will make the final decision as to which school would be suitable for the partnership arrangement.  This will be done after consultation with the Parent Council, the Quality Improvement Manager, the Education Officer and the existing Headteacher/s in the other school/s being considered.  

6.4
In making the decision consideration will be given to the following:

i. Distance between the proposed partner schools;

ii. Pupil rolls of the proposed partner schools; and

iii. Implications for existing arrangements within the cluster.

6.5
The Headteacher in the school considered to be appropriate for partnering would normally be offered the post.  This would only be done after full consultation with the Parent Councils of both schools had taken place.  A trial period of one year may be offered if this is considered appropriate after the consultation.

6.6
The partnership arrangement will operate in accordance with the following principles:

i. Each of the schools will retain its own identity as a separate school serving its own catchment area; 

ii. the Partner Headteacher will be non-class committed;

iii. the Partner Headteacher will have responsibility for the overall management of both schools; 

iv. Management posts as appropriate, at Principal Teacher and Depute Headteacher levels will be designed to deal with operational/strategic issues as appropriate; and

v. The Partner Headteacher will be expected to maintain planned contact with both communities, including pupils, staff and parents, and to promote shared activities where appropriate within the principles of Curriculum for Excellence. 

6.7
With regard to additional staffing levels, the partnership arrangement will have a non-class committed Headteacher.  The salary for the Headteacher will be set as the greater of one scale point above the job-sized salary of the larger of the two schools or the outcome from job-sizing the combined post.  Once the decision has been taken to implement a permanent partnership arrangement, the additional promoted post(s) with the exception of the Headteacher will be advertised.  During any trial period, these posts wherever possible, will be appointed on a temporary basis from the existing staff of the schools concerned.

6.8
The following promoted post entitlement will be adopted:

Combined Roll
Promoted Post Entitlement

Up to 80 
1fte Principal Teacher

81-150
1.5fte Principal Teachers

151-220
2fte Principal Teachers

220+
1fte Depute + 1fte Principal Teacher
7
Special procedures when a redeployment situation exists
7.1
At the first meeting (See note 1) the Quality Improvement Manager Resources or the Education Officer will in the first instance only present the job description and person specification for consultation.  The Parent Council will already have been informed that the Education Authority requires to match to a suitable post, an identified existing Headteacher currently employed elsewhere.  If there is more than one current vacancy which may be suitable, then the Parent Council should be informed of the other vacancies. 

7.2
The Parent Council will be informed of the matching criteria as follows:

· Existing salary should be within two scale points of the salary for the vacancy;

· The Authority must be satisfied that the Headteacher to be deployed can demonstrate an awareness of the specific requirements of the school about to be taken over; and

· The preference of the Headteacher to be deployed must be considered.

7.3
If the above criteria demonstrate that a match may be possible then the Parent Council will be given the opportunity to have an informal meeting with this proposed new appointee.  Whilst there is no statutory requirement for the Parent Council to have any further involvement in the appointment process beyond this consultation phase, every effort will be made to consider the wishes of all concerned.  However, the authority reserves the right to make the final decision with regard to the deployment. 
Section 2.3
Headteacher Appointments Panel Membership
(inc Location for Interviews)
	Post
	First Interview
	Final Interview

	Headteacher
	· Parent Council member (optional)

· Peer representative *

· Education Service Management Team (ESMT) member or Quality Improvement Manager (Chair)

· Education Officer

Denominational school:-

Catholic representative
	· 3 elected Members to include Chair or Vice Chairman of Education Committee (Chair)

· 3 Parent Council members

· 2 ESMT members (or 2 ESMT and 1 Quality Improvement Manager; or 1 ESMT, 1 Quality Improvement Manager and 1 Education Officer)

Denominational school:-

Catholic representative; additional Parent Council member.

	Location
	Centre**
	School – then Centre**


* Peer representative for Headteacher posts should be identified by the Education Officer or Quality Improvement Manager who should then inform Staffing.

** Centre could be Woodbank or any other Educational centre as appropriate to the locality of the school where the vacancy exists.
Section 2.4
Interview Procedures for First Interview

This will consist of 3 distinct parts:

Part 1 (30 minutes)

The panel interview will include a professional discussion on a scenario followed by general questions.  This first 30 minutes of the interview process will be preparation for the professional discussion with the Panel.  The candidates will be given the scenario which is based around a current educational topic on arrival for interview; they will be allowed 30 minutes to prepare their thoughts for the professional discussion.  Notes from this period should be taken into the panel interview.

Part 2 (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.

Part 3 (30 minutes)
Following the panel interview, candidates will complete a written task which will test a range of core skills, based on the Standard for Headship.
The purpose of the written task is to directly test the written communication / analytical skills required by a Headteacher.

A candidates schedule could be as follows:

Invitation to attend for interview at 0930hrs
· At 0930hrs the candidate is shown to the preparation room where they are issued with the scenario (see below).

· At 1000hrs the candidate will be invited to join the Panel

· At 1030hrs the candidate will be asked to move to another room to complete a written task (see below)

· At 1100hrs the written task is collected from the room by the administrator to the Panel.

Scenario (provided by the Quality Improvement Manager / Education Officer)

A scenario based on a current educational topic to be given to the candidate who then prepares a response based on the information given.  This will include their rationale for action which will be the focus of the professional dialogue as part of the panel interview. 

Written Task (provided by the Quality Improvement Manager / Education Officer)
The purpose of the written task is to directly test the written communication/analytical skills required by a Headteacher.

Some examples are as follows;

Written communication 


Letter of response to a parental complaint


Letter to parents to inform them of changes to the Service


Communication to parents and partners regarding school initiatives
Confirming school reports
Analysis and Interpretation


Priority management – a series of common tasks which require prioritisation with justification
Confidentiality and Equality

It is recommended that a bank of scenarios and written tasks is held with Staffing and those selected are agreed with the chair of the selection panel.  Scenarios and written tasks may be constructed for specific posts but these must be developed under the same principles of confidentiality as the interview questions.  Expected responses or criteria for success should be included with tasks to ensure each candidate is treated fairly.

Section 2.5
Interview Procedures for Final Interview
The format for the day will be as follows: 
Morning (in school wherever possible)
· From 1000hrs:
tour of the school for all candidates, given by a senior member of staff, possibly assisted by pupils.

· From 10.30hrs:
coffee for all candidates with staff/parents.

· From 1100hrs:
Presentations (allowing 30 minutes for each candidate).  Candidates will be required to give a 10 minute presentation on a current educational topic provided to them in advance, followed by 10 minutes of questions.  The audience of a maximum of 12 will be made up of parents, pupils, teaching and non‑teaching staff. 

Example of a presentation topic (provided by the First Interview Selection Panel)

How would you actively engage the learners of Galloway Primary School to become confident individuals, effective contributors and responsible citizens?

An overhead projector and PowerPoint facilities will be available for use if required.

At the conclusion of the presentations, each member of the audience will be asked to complete a form indicating their preferred candidate.  This information will be passed to the afternoon appointment panel to assist with their deliberations. 
Formal Interview (held in central Education Offices*)
This will consist of a formal interview with the appointment panel, which is constituted according to legislation and Council policy.  The formal interview will follow a traditional question, answer and follow-up pattern.  No further presentation will be required.  To help inform the decision of the panel, the Chair will make the feedback from the morning session available to the afternoon selection panel at the conclusion of the afternoon session before the final vote is taken.
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.
* Centre could be Woodbank or any other Educational centre as appropriate to the locality of the school where the vacancy exists

Section 2.6
Protocol for the Appointment of Acting Headteachers

The arrangements for establishing an acting Headteacher and depute Headteacher pool were agreed by the LNCT in June 2009.  The protocol for admission to the pool and appointment from the pool is detailed below.

1. The criteria for inclusion in these pools is: Headteacher – the standard for headship; depute Headteacher – generic job specification and person specification.  Headteachers of smaller schools would be eligible for inclusion in the acting Headteacher pool as experience of a larger school is valuable to the individual Headteacher and to the authority’s succession planning.
2. Access to the acting pool and appointments from it would be through the following routes:

· Proposed by an appointments panel, with the candidate’s agreement, where the candidate had not been appointed but had demonstrated the qualities and skills necessary for the post.  It is suggested that the question be put to all internal candidates:  “Would you accept nomination to the supply pool if the interview panel was prepared to recommend you for inclusion in it?”
· By interview with a panel set up for the purpose.  In this case, candidates would put themselves forward for consideration with a reference from her/his Headteacher/LEO.  The panel would comprise a peer (Headteacher/depute Headteacher) primary/secondary, a Quality Improvement Manager, who would chair the meeting, and another Quality Improvement Manager or Education Officer.  Interview would comprise a brief presentation on a topic given on the day followed by questions relating to the topic and to the specific post.

· All of those accepted for the acting pool would be encouraged to complete relevant CPD courses appropriate to the acting post level such as the Flexible Routes to Headship, the Scottish Qualification for Headship or local leadership courses.

· In the case of long-term absence of a promoted post holder (more than a school term) the post should be open to application from the members of the acting pool in the first instance.  Members of the acting pool would be expected to express interest by return to an email request for applications.  The post would be offered more widely only if it were not filled from the acting pool. 

· Where there is more than one applicant from an acting pool interviews would be held.  The panel would comprise an officer from the central team, a peer Headteacher/depute Headteacher and a representative of the Parent Council.  The interview would consist of a scenario question, which would be issued on the day, followed by questions relating to the scenario and to the specific post.  In exceptional circumstances the authority may decide to select a candidate without an interview if this course of action is deemed by the Director to best serve the needs of the service.
· In the case of short-term absence (less than a school term), speed is of the essence in putting in a substitute Headteacher or depute.  To this end, a suitable candidate from within the school would be appointed to ensure continuity.  The authority could exercise the right to fill the post from the acting pool without interview if there was no suitable, willing candidate from within the school.
· The Authority would retain the right to appoint from within a school’s teaching staff complement if no suitable candidate had applied from the acting pool or if this course of action best served the needs of the service. 
· CPD opportunities should be offered, where possible, to members of the acting pools to shadow depute/Headteacher posts or to take on projects within their own schools.  This should be a school-based arrangement with the school CPD co-ordinator playing a major role.  Such shadowing or project opportunities should relate to the individual’s development needs as explored in her/his PRD interview and to the school improvement plan.  Costs for these arrangements should be met by the school’s devolved CPD budget.  
· Members of the acting pools should be able to limit their availability to certain geographical areas within the Authority.
· Those who are accepted for the acting pool and are interested in posts in Roman Catholic schools should seek the approval of the Roman Catholic Church

3. A central register for each acting pool will be held and updated as new members are recruited to the pools.
4. Applications to the acting pools will be invited at the end of each school session by circulation to all teaching staff and a panel will meet to interview candidates at the beginning of the new session.
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Appendix 3.1
Training with Parent Council Representatives

The training offered to Parent Council representatives should cover;

(i)
an overview of the interview process

(ii)
a general discussion around some difficulties that can arise and how to get round them

(iii)
preparing questions for the interview 

(i)
General Discussion
1
The role of the Chair.

2
Parental rights and responsibilities during appointment process, eg role of parents at leeting stage and first and final interviews.

3
Procedures on first and final interview days (scenario / task / tour of school / stakeholder presentation).

4
Application forms – educational ‘language’ (use blank form for first interview training).

5
Standards for Headship / links with application forms and person specification.

6
What questions might be asked; can supplementary questions be asked?

7
Issues re equality / fairness.

8
What to note on interview record sheet (nb: private notes shredded; overview feedback form only sent to candidate).

9
How the decision is made about the successful candidate (Chair has casting vote in case of tie).

10
References.

11
Stakeholder Presentation (Final Interview).

(ii)
“So You Think You Can Interview?”

Working in pairs or in groups, consider the following aspects of interviewing:

1
How do you put an interviewee at ease?

2
How do you make sure every candidate has an equal opportunity?

3
How might you deal with an over-talkative / quiet / very nervous candidate?

4
Can a candidate be allowed to start their presentation again if they get off to a bad start?

5
What if a candidate goes beyond the time allowed for the presentation?

6
Do you interrupt if a candidate has clearly misunderstood your question?

7
Should you take notes during and interview? (pros / cons)

8
If you forget to ask part of your question, is it alright to “get it in” later in the interview?

Invite Parent Council members to suggest other issues / scenarios.

(iii)
Possible Questions for Interview
With a partner, or in a group, discuss the questions below – you may wish to consider what information / response the interview panel might be looking for.

1
Tell us about your personal and professional qualities and how you might apply them in this post.

2
If appointed, how would you go about creating a strategic vision for the school?

3
How do you see parental involvement and decision-making within the school being developed?

4
Who or what makes up the school community at ……………………?

5
In what ways have you had the opportunity to demonstrate your leadership qualities in your present school and elsewhere?

6
In a busy job, with so many competing demands on your time, how will you ensure that learning and teaching remain at the core of what you do?

7
What would be your short / medium / long term goals for this school?

8
What has been your most demanding educational experience to date?

9
What aspect of the post could prove a particular challenge for you?

10
Can you highlight a moment from your career to date which gave you great professional satisfaction or a real sense of achievement?

You need to be prepared to ask a follow-up or prompt question if the candidate’s initial response is incomplete or lacks clarity, eg what follow-up / prompt questions might you ask in relation to questions 2 and 6?

Appendix 3.2
Sample scenarios / tasks for first interview
Task 1

Identification of School Improvement Priorities

A standards and quality stakeholder survey revealed strengths and areas for development.

Highlight no more than four overall areas for improvement.  Draw up a Plan of Action to describe how you would address the main areas for improvement in consultation and discussion with relevant stakeholders 

Extract from Standards and Quality Stakeholder Survey:

	Strengths
	Development

	· Attainment in reading has vastly improved at all stages over the last few years.

· Pupils are attaining Level A in P2 in all areas.

· Wider achievement is promoted.
	· Slow rate of progress in writing – below the national and local expectations.

· Monitoring and tracking of pupil progress.

· Some staff suggest a review of the literacy policy.


2.1
Learners’ Experiences:

	Strengths
	Development

	· Active learning approaches in the early stages.

· Good resources and good use of support staff to support learning.

· Eager, enthusiastic pupils who enjoy coming to school.
	· Some pupils claim they are ‘bored’.

· Some parents want to know more about how they can support their child’s learning.

· Some teachers suggest a review of planning for learning.


Task 2
Discussion
Each candidate will outline their priorities / way forward and offer reasons for their course of action.  Possible follow up questions:-

1
What aspect of learning and teaching do you think makes the most significant impact on learners’ attainment and achievement?

2
What do you think are the main challenges for Headteachers / class teachers in implementing the ethos of A Curriculum for Excellence?

· The Learning Environment –

· In what ways does this need to change or remain the same to embrace the philosophy of A Curriculum for Excellence?

· What would the learning environment look like, eg what would I see, hear and feel when I walked into your class?

· Learners’ Experiences –

· How do you ensure children are engaged and motivated at all times?

· In what ways do you allow for personalisation and choice in the classroom?

· What methodologies do you use to promote successful learning?

· Improving Attainment –

· What are the key aspects of an effective monitoring and tracking system?

· How can parents support their child’s learning?

· What strategies have you used to improve performance in pupils writing?

· What criteria would you use to determine successful learning?

· Planning for Learning –

· In what ways can the children be involved in planning their own learning?

· How would you plan for learning to ensure the 7 principles of curriculum design were evident?

· How can we ensure progression of learning as we become familiar with the new outcomes and experiences?

Task 3

Written Task

Write a letter to Headteachers in the cluster inviting their schools to become involved in a joint innovative learning and teaching project.
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Appendix 3.5
Job Description
Education Service
	Job Title:
	Headteacher

	Ref No:
	T7/

	Department:


	Education and Social Work Services


	Salary Point:

SALARY

£
	HT Scale 

Pt  #


	School:


	#
School

	Job Sized:
	Based on a school roll from September 20 of #


	Responsible To:
	Director of Education


	Responsible For:
	Whole school leadership and management



	Job Purpose:
	The role of the Headteacher is to provide vision direction and high standards of education and care to enable all children and young people to become:

· Successful learners

· Confident individuals

· Responsible citizens

· Effective contributors

The Headteacher will, within the resources available, conduct the affairs of the school to the benefit of the community it serves, through pursuing objectives and implementing policies set by the education authority under the overall direction of the Service Director of Education. 



	
	The Headteacher shall be accountable to the education authority for the duties outlined in A Teaching Agreement for the 21st Century, Annex B. and for other such duties as can reasonably be attached to the post. 

In conducting the role of Headteacher, the professional actions defined in the Standard for Headship in Scotland must be fulfilled.

	Main

Responsibilities
	Lead and manage learning and teaching:

· Ensure that effective learning and teaching takes place is a central responsibility of headship.  

· Headteachers develop a culture of respect and good behaviour, create an appropriate ethos, set high expectations, support and encourage good practice and regularly monitor and evaluate the quality of learning in the school.

· Embrace the principles of inclusion, have an understanding of the impact of discrimination and poverty, develop strategies to counter these and provide pastoral care to children and young people

· Offer effective leadership and management of the overall curriculum, to ensure that school based decisions are in accordance with the general principles of good curriculum design outlined in “A Curriculum for Excellence”.

Lead and develop people:

· To promote ambition, demonstrate clear commitment and develop, empower and support effective teams and individuals.

· To building school capacity by developing leadership in others.

· To build a learning community which supports achievement and attainment.  In taking these actions, Headteachers work within the structure of employment legislation, national and local agreements, and policies governing employment.

Lead change and improvement:

· To support and maintain existing good practice and encourage and promote constant improvement in the development of children and young people. 

· To demonstrate personal commitment to continuous improvement through self evaluation, together with skills in problem solving, creative thinking, strategic planning, in implementing change, in the use of quality assurance strategies to judge the need for and effectiveness of change, and in improving support for staff, children and young people and parents.

Use resources effectively:

· To make best strategic and operational use of available resources to create, maintain and monitor an appropriate learning environment for effective learning and teaching, and to support continuous improvement.  This should include appropriate delegation of tasks to members of the senior management team and other staff.  In taking these actions, Headteachers take due account of audit, child safety, health and safety requirements, human resources management and other legislative and policy requirements in relation to public service and public spending.
Build Community:

· To develop and maintain partnership with parents, children and young people, other services and agencies and in doing so extend the educational vision to embrace an agenda of lifelong learning.
· To create a culture of respect and inclusion and a common commitment to the broader community and to the intellectual, spiritual, physical, moral, social and cultural well being of children and young people and their families.



This post is subject to candidate vetting through Disclosure Scotland.
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Appendix 3.5
Person Specification
EDUCATION SERVICE
	Department: Education and Social Work Services
	Post: Headteacher
	Ref No: 

	
	
	

	
	
	
	
	Requirements
	
	

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

	
	
	
	
	
	
	

	1. Education and Training
	
	
	
	4.  Knowledge
	
	

	Registered Teacher

Standard for Headship or equivalent
	X 

X
	
	
	Knowledge and understanding of contemporary developments in learning and teaching, education, schools, schooling and society.

· Learning and teaching

· Education policy schools and schooling

· Social and environmental trends

· Leadership and management


	X

X

X

X


	

	2.  Experience
	
	
	
	5.  Personality Factors
	
	

	Leading and managing learning and teaching

Leading and developing people

Leading change and improvement

Uses resources effectively

Building community
	X

X

X

X

X


	
	
	Demonstrates self awareness and inspires and motivates others

Judges wisely and makes decisions appropriately

	X

X
	


	3.  Skills and Abilities
	
	
	
	6.  Other requirements
	
	

	Professional values and commitment to children and young people, to equality of opportunity, to ethical practice, democratic values and lifelong learning

· Vision and standards

· Integrity and ethical practice

· Democratic values

· Learning for Life

Communicates Effectively

· Relates well to children and young people.

· Effective communicator within the school and wider community 

· Can build effective relationships


	X

X
X

X

X

X

X
	
	
	Current driving licence
	
	X


Appendix 3.6
Sample wording for Job Advert

on myjobscotland.gov.uk
Dumfries and Galloway

....the natural place to teach

Headteacher, ……………….School, Dumfries

Roll ………, Salary £……………., Ref ……………….
We are seeking to appoint committed leaders with vision and a passion for learning.  You will have the confidence and capacity to impact positively on the lives of young people.  You will already have proven leadership qualities and be committed to very high standards of achievement.  This post represents a unique opportunity to be innovative in developing our culture of sharing and learning.
Closing date: << closing date to be two weeks from publication and will not normally be placed during school holidays >>
Interview dates …………………………………….

For further details and to apply on-line,
visit www.myjobscotland.gov.uk

Posts subject to candidate vetting through Disclosure Scotland

Informal enquiries to << contact name >>, on  << tel number >>

Appendix 3.7
Example: Headteacher Application Form

	Employment Application Form - Headteacher


	Post Applied for: 
	
	
	School / Location:
	


	Position Number:
	
	
	Closing Date:
	


Personal Details

	Surname:
	
	
	Initial(s):
	


	Address:
	


	Town:
	
	
	Postcode:
	


	Contact No: (please specify at least one)
	Home:
	

	Work:
	
	
	Mobile:
	


	National Insurance No:
	
	
	E-mail Address:
	

	Are you an EEA (European Economic Area) applicant including UK?
	Yes
	
	No
	


 (If answer is No)
You will be considered for a Certificate of Sponsorship (CofS). We would advise that you firstly undertake a self assessment against the Points Based criteria for working in the UK. The assessment tool is available at www.ukba.homeoffice.gov.uk/pointscalculator . Please note that a CofS does not guarantee that you will be successful in gaining permission to enter or remain in the UK.

(If answer is Yes)
If selected for interview you will be required to produce two forms of identification (originals) to show that you are permitted to work in the UK.  The Immigration Asylum and Nationality Act 2006 details the different types of documentation which are deemed as suitable and guidance is available at www.ukba.homeoffice.gov.uk.

	


The Disability Discrimination Act 1995 defines a disabled person as someone with a ‘physical’ or mental impairment which has a substantial and long-term adverse effect on his/her ability to carry out normal day-to-day activities.

We fully support the Disability Discrimination Act 1995.  So, if you have a disability and from the information detailed on your application form you appear to have the minimum skills, experience and attributes for the post, you will be guaranteed an interview.
	Do you consider yourself to be a person with a disability?
	Yes
	SYMBOL 168 \f "Wingdings"
	No
	SYMBOL 168 \f "Wingdings"


If called for interview, do you have specific access requirements we should be aware of?  Please give details below – (eg ramp access, large print materials).
Qualifications

	Type
	Subject
	Result

	
	
	


Training

Please let us know of any relevant Training/Development
	Subject
	Title
	Date(s)
	Relevance

	
	
	
	


Membership – General Teaching Council for Scotland (GTCS)

	GTCS Registration Number
	Full / Provisional
	Classification / Registered Subject

	
	
	


	Have you maintained a CPD profile / portfolio?
	Yes
	SYMBOL 168 \f "Wingdings"
	No
	SYMBOL 168 \f "Wingdings"

	If yes, with effect from which date?                                              …………………………….


Current Post

	Job Title
	School / Company
	Current Salary
	Notice Period

	
	
	
	

	Current Duties:




Work History

	Employer
	Job Title
	Start Date
	End Date
	Brief description of responsibilities, knowledge, experience and reason for leaving

	
	
	
	
	 (Please continue on a separate sheet if necessary)


APPLICATION QUESTIONS – Standard for Headship

It is essential that all candidates for the post of Headteacher are able to demonstrate the essential elements and professional actions described in the Standard for Headship.  This can be found at www.scotland.gov.uk/publications/2002/11/15817/13985
1. Strategic Vision, Values and Aims

	


2. Knowledge and Understanding

	


3. Personal Qualities and Interpersonal Skills

	


4. Leading and Managing Learning and Teaching

	


5. Leading and Developing People

	


6. Leading Change and Improvement

	


7. Using Resources Effectively

	


8. Building Community

	


Support Information – Please provide any additional relevant information in support of this application.  Care should be taken to ensure that there is no repetition of information given in previous sections

	


Referees
	The attached ‘Report on Applicant’ should be completed by someone who is able to provide an up to date assessment of your professional performance.  

The Report must be returned (as detailed on the form) within one week of the closing date.


Special Details

	Are you related to any Councillor or employee of Dumfries and Galloway Council?  If so, please give details:


	

	Are you related to any member of the Parent Council for this school?  If so, please give details:
	


	Driving Licence Details:  Do you have a current driving licence?
	Yes
	SYMBOL 168 \f "Wingdings"
	No
	SYMBOL 168 \f "Wingdings"


	Details of any Endorsements/Penalty Points:
	


How did you become aware of this vacancy?  (Please be specific)
	Newspaper
	
	Website
	
	Other
	


Monitor
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	Have you entered details on the equal opportunities monitoring form?
	Yes
	SYMBOL 168 \f "Wingdings"
	No
	SYMBOL 168 \f "Wingdings"


Declaration

	The information you supply will be processed in accordance with the provisions of the Data Protection Act 1998 (the Act) and will be used solely for the purposes of recruitment and personnel administration.  Dumfries and Galloway Council will not otherwise copy or transfer your data to any person.  If your application is unsuccessful Dumfries and Galloway Council will retain the information you supply for 6 months and then delete it.

I declare that the information I have given is to the best of my knowledge, true and correct.  I understand that deliberately falsifying or omitting information will disqualify my application and, if discovered after appointment could constitute grounds for dismissal.  I consent to the processing by Dumfries and Galloway Council of the information submitted by me, including any information qualifying as sensitive information for the purposes of the Act.  I undertake to inform Dumfries and Galloway Council of any changes to the information provided.

	Signature
	
	Date
	
	

	Note:  Canvassing Disqualifies.  You are welcome to contact us for further information.  Should you approach a member of the Council, Officers of this Authority or Members of the parent Council, directly or indirectly, to canvass for this post, your application will be disqualified.  I have read and understand the above statement.


In the interests of economy we do not acknowledge application forms unless you enclose a stamped addressed envelope or an email address.  
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Appendix 3.8
Example: Headteacher Reference Form

REPORT ON APPLICANT FOR A HEADTEACHER POST
	Post Applied for:
	


	School:
	


	Surname and Initial of Applicant:
	


	Present Post:
	


	School:
	


	Report completed by:
	


	Position:
	


	Contact Address:
	


	
	


	Contact Telephone No:
	

	E-mail Address:
	


	Date:
	


	How long have you known the candidate and in what capacity?

	

	


MEETING THE STANDARD FOR HEADSHIP

Please complete the sections below in relation to the stated essential elements and professional actions of a Headteacher as detailed in the Standard for Headship 2005 (www.scotland.gov.uk/Publications/2002/11/15817/13985). 

	1.
Strategic vision, values and aims

	


	2.
Knowledge and understanding

	


	3.
Personal qualities and interpersonal skills

	


	4.
Leadership and management of learning and teaching

	


	5.
Leadership and development of people

	


	6.
Leadership of change and improvement

	


	7.
Effectiveness in use of resources

	


	8.
Ability to build community

	


GENERAL REMARKS

	1.
Timekeeping / Attendance record for the past 2 years

	


	2.
Please add any other comments to the assessment already provided

	


	Signed:
	Date:


	Candidate’s Comments:

	

	Signed:
	Date:


TO BE RETURNED, WITHIN ONE WEEK OF THE CLOSING DATE, TO:

CENTRAL STAFFING SECTION (TEACHERS), WOODBANK, 30 EDINBURGH ROAD, DUMFRIES DG1 1NW
Email: CentralStaffing@dumgal.gov.uk
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Appendix 3.9
First Interview Record Sheet
EDUCATION SERVICE
APPOINTMENT PROCEDURES FOR HEADTEACHERS
FIRST INTERVIEW - INTERVIEW RECORD SHEET
	Post: Headteacher 
 School

Completed By:


Signed: 
 Date: 





	Candidate Name:


	Present Post:

	Relevant Experience:




1
OVERALL ASSESSMENT: Standard for Headship in Scotland
	Please select a level for each of the three actions
	Comments
	Level

(1-6)

	1. Strategic Vision, Values and Aims

· Vision and standards

· Integrity and ethical practice

· Democratic values

· Learning for life
	
	

	2. Knowledge and Understanding 

· Learning and Teaching

· Education Policy, Schools and Schooling

· Social and Environmental trends and developments

· Leadership and Management
	
	

	3. Personal Qualities and Interpersonal Skills

· Communicating Effectively

· Demonstrating self awareness and Inspiring and Motivating others

· Judging wisely and deciding appropriately

· Showing political insight
	
	


Level 6 - Excellent; outstanding 

Level 5 - Very Good; major strengths

Level 4 - Good; important strengths with areas for improvement

Level 3 - Adequate; strengths outweigh weaknesses

Level 2 - Weak; important weaknesses

Level 1 - Unsatisfactory; major weaknesses
2
RESPONSE TO SCENARIO

	Quality of response (demonstration of knowledge and understanding of the professional actions of a senior manager)
	Level (1-6)

	
	


3
RESPONSE TO WRITTEN TASK

	Quality of written response (Candidate’s ability to communicate effectively in writing/analyse trends to inform future action)
	 Level (1–6)

	
	


Level 6 - Excellent; outstanding 

Level 5 - Very Good; major strengths

Level 4 - Good; important strengths with areas for improvement

Level 3 - Adequate; strengths outweigh weaknesses

Level 2 - Weak; important weaknesses

Level 1 - Unsatisfactory; major weaknesses

4
SUMMARY
	


Signed ……………………………………….
Date …………………………
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Appendix 3.9
Final Interview Record Sheet
EDUCATION SERVICE
APPOINTMENT PROCEDURES FOR HEADTEACHERS
FINAL INTERVIEW - INTERVIEW RECORD SHEET
	Post: Headteacher 
 School

Completed By:


Signed: 
 Date: 





	Candidate Name:


	Present Post:

	Relevant Experience:




1
OVERALL ASSESSMENT: Standard for Headship in Scotland

	Please select a level for each of the three actions
	Comments
	Level

(1-6)

	1. Strategic Vision, Values and Aims

· Vision and standards

· Integrity and ethical practice

· Democratic values

· Learning for life
	
	

	2. Knowledge and Understanding 

· Learning and Teaching

· Education Policy, Schools and Schooling

· Social and Environmental trends and developments

· Leadership and Management
	
	

	3. Personal Qualities and Interpersonal Skills

· Communicating Effectively

· Demonstrating self awareness and Inspiring and Motivating others

· Judging wisely and deciding appropriately

· Showing political insight
	
	


Level 6 - Excellent; outstanding 

Level 5 - Very Good; major strengths

Level 4 - Good; important strengths with areas for improvement

Level 3 - Adequate; strengths outweigh weaknesses

Level 2 - Weak; important weaknesses

Level 1 - Unsatisfactory; major weaknesses
2
RESPONSE TO QUESTIONS
	Questions
	Quality of response (demonstration of knowledge and understanding of the professional actions of a senior manager)
	Level

(1-6)

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	

	9
	
	


Level 6 - Excellent; outstanding 

Level 5 - Very Good; major strengths

Level 4 - Good; important strengths with areas for improvement

Level 3 - Adequate; strengths outweigh weaknesses

Level 2 - Weak; important weaknesses

Level 1 - Unsatisfactory; major weaknesses

3
SUMMARY
	


Signed ……………………………………….
Date …………………………
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Appendix 3.10
Final Interview Presentation Record Sheet
EDUCATION SERVICE
APPOINTMENT PROCEDURES FOR HEADTEACHERS

FINAL INTERVIEW PRESENTATIONS

Thank you in participating in the appointment procedures for the post of Headteacher at ………………………………………………..school.

To allow us to consider the opinions of all groups fairly, please tick the appropriate box.  

Are you a:-

	Parent
	
	

	Elected Member
	
	

	Pupil
	
	

	Staff member
	
	


We welcome your opinion on a preferred candidate and reasons for your preference.

These sheets will be gathered and collated by the Education Officer.

My preferred candidate is:



For the following reasons:
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Appendix 3.11
Interview Feedback Record Sheet
EDUCATION SERVICE
INTERVIEW FEEDBACK RECORD SHEET

	
	Rank Order

	
	Parent
	Elected Member
	Pupil
	Staff member

	Candidate 1
	
	
	
	

	Candidate 2
	
	
	
	

	Candidate 3
	
	
	
	

	Candidate 4
	
	
	
	


Parent Council Meeting


(see Sections 2.1 and 2.2)














Staffing advertise post, prepare application packs and interview schedules


(see Section 1.1)





Opt for no involve-ment in process


(no further action)





Agree wording for


Job Advert on myjobscotland.gov.uk





Opportunity to comment on Leet





Opt for involve-ment





Training for Parent Council representatives


(see Section 3)











Appointments Procedures “Who Does What?” (see Section 1.3)





Yes








First Interview


(see Section 2.4)





Applicants apply through www.myjobscotland.gov.uk








Final Interview


(see Section 2.5)





Coordinator / Administration


Checklist


(see Section 1.2)





Wish to attend first interview





Leet for First Interview – by Directorate




















Appointment of Successful Candidate


(see Section 1.1)





No














Summary of Process











Wish to attend second interview
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