	



Procedures for Acting Up Appointments for Promoted Teaching Posts
Agreed at LNCT –  8 March 2016
1.
Introduction
1.1 This agreement defines the circumstances where a promoted post would be offered on an acting-up basis, and the procedure to be followed.
2.
Circumstances for Acting Up 
2.1
There may be occasions when it is necessary to fill a promoted post on a temporary acting basis, pending a permanent appointment to the promoted post, or to cover for a teacher who is temporarily absent.
2.2
In line with our Recruitment & Selection Policy, it is important in terms of fairness that longer term vacancies are open to all staff who have the required experience, skills and knowledge for the promoted post.

2.3
It is also recognised the value of providing staff with an opportunity to undertake an acting up appointment on a short term basis to enhance their knowledge and skills, and to support career development.  
2.4
Prior to filling the post, any surplus promoted teacher, meeting the requirements for the post, will be considered for the temporary post.
3. Procedure – Short Term (Less than 19 weeks)
3.1
The school session is 195 days (39 weeks).  Appointments for less than half of the full session are deemed to be “short term” appointments.  
3.2
If the vacant temporary promoted post is subject to a job-sharing arrangement, then in the first instance, the job share partner will be given the opportunity to fill the vacancy by moving to a temporary full-time contract. 


Head Teacher Post
3.3
This post would usually be filled by the formal deputising DHT.  If there is no deputising DHT then the other DHTs within the school will be invited to apply for the post.  Where more than one DHT applies, consideration can be given to sharing the responsibility between DHTs, or alternatively holding interviews. 
3.4
In circumstances where no internal DHT wishes to act up, then post will be open to existing DHTs across the council.  The post will be advertised through an internal advert or email to the schools.
3.5
In small schools where there is no DHT, the PT may be considered for a short term acting up arrangement, or the post may be open to all council DHTs. The course of action to be taken will be discussed with the Educational Service Manager.
Deputising Head Teacher Post (where such a post exists alongside other DHT posts)
3.6
An existing DHT within the school will normally fill this acting vacancy.  If more than one suitable DHT expresses an interest, consideration will be given to sharing the post or holding interviews. 
3.7
If no internal candidate wishes to act up, then the post will normally be open to all existing DHTs by means of an internal advert or email to relevant schools.  
Depute Head Teacher Post 
3.8
The PT would usually fill the acting vacancy.  If more than one suitable PT expresses an interest, then consideration should be given to either sharing the post, or holding interviews.  
3.9
If no internal candidate wishes to act up, or there is no PT post, then the post will be open to all PTs across the council, by means of an internal advert or email to relevant schools. 

Principal Teacher Post
3.10
The HT will invite all suitably qualified staff in the school to express an interest in the acting post.  
3.11
Where no internal candidate wishes to act up, the post will be open to all council staff who meet the requirements of the post. The post will be advertised through internal advert or email to all relevant schools.

4. Procedure – Long Term (More than 19 weeks)

4.1
When the known vacancy is for longer than 19 weeks, such as a secondment, career break or maternity leave, then the standard advertising and recruitment process will be followed.  
4.2
Acting up arrangements will not be made permanent without the normal recruitment process being followed.
5. Application
5.1
As acting up arrangements generally require to be arranged quickly, application forms will not be necessary.  Instead, a letter of interest should be submitted to the relevant HT or DHT.  A list of all applicants will be maintained.

5.2
The Education Support Officer – Staffing must be advised of the acting up arrangements and will confirm this to the HR Service Centre to ensure the appropriate payment arrangements.
6. Interview
6.1 Where there is only one suitable internal candidate who has applied for a short term acting up post, the candidate may be offered the post, without interview, following discussion and agreement with the aligned Education Service Manager.  
6.2 Where more than one candidate applies then an interview will be held to enable the candidates to demonstrate the variety of skills and abilities, commensurate with the post.  The interview panel is outlined in Table 1 below:
	Post
	Panel

	Head Teacher
	Chair Chief Education Officer or Service Manager
Head Teacher (from another school)

Service Manager or QIO

	Deputising Head Teacher
	Chair Head Teacher 
Head Teacher from another school

Service Manager or QIO

	Depute Head Teacher
	Chair Head Teacher

Head Teacher from another school

Service Manager or QIO

	Principal Teacher
	Chair Head Teacher 
Depute Head Teacher

QIO


6.3 The structure of the interview will be the same as that for a permanent post e.g. presentation or prepared question, followed by 5 or 6 questions.  The interview should be structured to enable the candidate to demonstrate the variety of skills and abilities commensurate with the post.  
6.4 An interview assessment form should be completed, and feedback from the chair of the interview panel to unsuccessful candidates will be available on request.
7. Salary Arrangements
7.1
Where a teacher is appointed on a temporary basis to carry out the duties of a promoted post holder in a school, education establishment or education team, pending a permanent appointment to the promoted post or in place of a teacher who is temporarily absent, the council shall increase the teacher’s salary to the salary for the post. 

7.2
In line with SNCT guidance there is no additional salary entitlement until the teacher has been in the acting post for 20 days. The 20 days do not have to be consecutive. Once the teacher has been employed for 20 working days, payment is made for those 20 days and every subsequent day employed in the post. 

7.3
If the teacher is again employed in an acting capacity in the same post, and 6 months has elapsed since the teacher left the post, the 20 working day requirement will apply once more.
8. Ending Acting Up Arrangements
8.1
Where either the council or the post holder wishes to terminate the acting up appointment, a 4 week notice period will normally be required.

9. Parental Involvement
9.1
As the appointment is on a temporary basis there will be no requirement for the Parent Council to be involved, however the Head Teacher or Depute Head Teacher should ensure that the Parent Council are advised of the temporary arrangement.
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