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Appointment & Recruitment Policy


See also Pay Policy & Equal Opportunities Policy:
This policy concerns the appointment and recruitment of all staff - teaching and support.  It should be read in conjunction with the Pay Policy, Equal Opportunities Policy and the Race Policy.  The Local Authority (LA) guidelines on disclosure also apply and should be consulted fully.


Philosophy

The ContinU Plus Academy (CPA) fully appreciates the benefits of recruiting the most highly qualified personnel and ensuring their continued development whilst in post in order to continue to raise standards of achievement.  Potential candidates for all posts at the CPA must be confident of being assessed equitably for the post under consideration.  No canvassing of any members of the school will be tolerated and each candidate will be considered on their merits, bearing in mind the job in question.  Care will be taken to ensure that the candidates are made aware of the ethos which we seek to create, that they are supportive and involved members of the school community.


Principles

Vacancies will normally be notified by the Chairman of Governors or Headteacher according to the priorities facing the school.  The Governing Body has complete responsibility for appointing a Headteacher and will normally do so after obtaining advice from the LA, Human Resources (HR) or other professional bodies (e.g. ASCL Consultants).  For all other posts, the interview and selection process will normally be completed by the Headteacher, working in concert with the Chair of Governors.

The priorities for establishing that a vacancy exists will normally be outlined through the curriculum and improvement plans which will be presented to the Governing Body for their consideration and approval.  When a replacement vacancy arises, the post will be assessed for its continued viability by the Headteacher who will decide whether a replacement for the post is necessary given the priorities facing the school at the time.






Practice

Full account will be taken of the DfE guidelines.  Vacancies will be advertised in order to secure a range of applicants for the vacant post.  A range of advertising media will be used and will vary depending upon the nature of the post and the likelihood of attracting a highly qualified field.  Usually advertisements for teaching staff will use the national media and those for support staff will use the local media.  The media considered will usually include local newspapers, the Times Education Supplement (TES) and the school website, although other media may be considered and used.  Advertisements will be drawn up and placed with enough time given for potential applicants to make a carefully considered application.
 
The advertisement will contain information about the post, the correct salary level, date of appointment, process for obtaining information and submitting an application, the closing date, the address of the school and brief information about the post.

The information pack for candidates will normally be put in a school folder and will contain information about the post, closing date and salary scale to match the advertisement.  An outline job description and person specification may be included as well as a summary statement about the school, information on our non-smoking policy and the equal opportunities statement will also be included.  For senior posts information about the local area e.g. house prices may also be included. 

The interview and selection team will be drawn up by the Headteacher and Chair of Governors, also a timeline for the interview process will be established.  This will include long listing, short listing and requests for references.  The long and short listing will normally be done by the Headteacher and Chair of Governors. 

The date and programme for the interviews will be compiled and sent to the candidates selected for interview, as will the requirement to provide evidence of qualifications, two referees and an application for disclosure (CRB check).  Absolute care will be taken to ensure that safeguarding procedures are fully adhered to, according to DfE/Government guidelines.  It is good practice to have a list of at least two reserves that may be called upon if short listed candidates withdraw or are unable to attend.  Candidates will normally be given a description of the post at this time; however a specific job description will only be drawn up for the successful candidate. 

The interview programme will be circulated to all members of the interview panel and will be copied to the Deputy Headteacher (for cover purposes and day-to-day administration), the kitchen (for lunch and refreshments), the general office, staff notice board and anyone included in the programme.  The interview panel will also receive the information sent to candidates, copies of their applications, references and the criteria checking sheets for each post related to the person and job specifications.

A selection and interview team will be drawn up for each post.  This will normally include the Headteacher, a Governor, the link attached member of the leadership group and the Head of Faculty or Department.  County advisors and members of the inspectorate or external consultants may also be invited to form the assessment panel. 

During the interview and assessment stage every effort will be made to ensure that candidates are treated equitably and are given every opportunity to learn about the requirements of the post and demonstrate their suitability for it.

Candidates for teaching posts will normally be required to teach a lesson or part of a lesson and will normally be given a range of assessment tasks relevant to the post.  These may include a student panel, in tray exercises, data handling exercises and a panel interview.  Candidates for non-teaching posts may be required to demonstrate the practical skills needed to discharge the duties required of the post (e.g. ICT skills). 

The assessment and interview panel will not discuss the suitability of each individual candidate for the post until all candidates have completed the assessment process.  The Chair of Governors or Headteacher will normally chair the selection discussion and members of the interview panel will be invited to contribute fully.  The panel will apply criteria for selection as agreed before the interview and selection process.

The successful candidate will normally be informed by telephone the same day and unsuccessful candidates will be offered debriefing information.  A copy of the successful candidate’s application form will be sent to the Chair of Governors (if he/she was not a member of the interview panel) and the LA is informed together with a request for a contract to be drawn up.

The successful candidate will normally be invited to attend an induction day and will be given the support necessary to ensure that they are able to meet fully the requirements of the job.

Any complaints about the procedure involved in interview and selection will be directed to the Chair of Governors and the Complaints Procedure will be followed.


Performance Indicators

Applicants give positive feedback about their experiences to the Headteacher or person responsible for the application and recruitment process.



Approved by:									 Headteacher

Authorised by:								 Chair of Governors
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