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Appointment of Headteacher

There is a wealth of guidance and good practice available: ‘The Governor’s Guide to the Law’, for example, or Wiltshire’s own Guidelines, which are very full.  I am sending you this summary to save you the trouble of wading through it all for yourself.  Suffice it to say that this is an accepted model, in use across the Diocese and across our LEAs.  

The process falls into a distinct chronological sequence:

· Setting up the Appointments Panel

· Agreeing the calendar of events

· Creating the advertisement and Application Pack

· Dealing with the application process

· Longlisting and shortlisting

· Creating the process for the Interview Days

· Conduct of the interviews

· The appointment procedure

· Debriefing unsuccessful candidates and preparation for induction

Summarising each of these as briefly as I can:

· Setting up the Appointments Panel
This is the first task of all, and one which drives the whole process.  The full Governing Body must elect its Appointments Panel by formal proposal, and give it a mandate to appoint the new Headteacher subject to full Governing Body ratification – see below.  It is customary for the Chair to head up this Panel.  There is no restriction on membership, though the Foundation Governors should be represented. Staff or Teacher Governors can be members of the Panel, provided they do not intend to apply for the post.  The process of appointment is thereupon handed over to the Panel.  Its elected members, and they alone, are responsible to the Governing Body for carrying out the task of appointment.  Confidentiality must be emphasised from the start.  The LEA is entitled to attend as advisers to the Panel, but not to vote. The Salisbury Diocese Board of Education welcomes invitations to attend in an advisory capacity too.

· Agreeing the calendar of events
This can prove difficult because of the need to ensure that all members of the Panel can attend all meetings, and also because of the problems caused by LEA and Diocesan diaries.  But it must be done – most simply by agreeing the initial meeting date and setting all subsequent dates at that meeting.  Once that calendar is in place it is sacrosanct to all parties.

· Creating the advertisement and Application Pack
Once the calendar has been agreed, the Panel’s next task is to draw up the advertisement.  There are various models.There are key decisions to be taken on salary, for instance, which must appear in the advertisement.  It is also important to establish the parts of the advertisement which refer to the school’s Christian Foundation.  The advertisement can then be processed by the LEA alongside its other advertisements if the Panel so wishes – most panels do.  It must include your closing date, and preferably the other key dates too.  It can be displayed on the Diocoesan website too (www.saled.org) .  The Application Pack will contain all the information which the Panel wishes to send to initial applicants – to include most obviously their agreed Person Specification and Job Description, school details, diocesan details, and the application form.  This should all be agreed at the initial meeting.

· Dealing with the application process
This meeting should also establish responsibility for issue of these Packs, and receipt of completed application forms.  Issues of confidentiality, especially if there are to be internal candidates, come into play here.

· Longlisting and shortlisting
The panel will have agreed a date on which to meet for longlisting.  This involves sifting through all the application forms and agreeing which ones are to be rejected at this stage.  This is carried out against your agreed Person Specification and Job Description, so that no unsuccessful candidate can claim unfair treatment.  Candidates who are longlisted will then have references sought.  It can be a short process if someone has prepared the way by summarising key points from each applicant against the Person Specification.  If you are so unlucky as to attract a small field, the two selection processes may become one.  Whoever is managing this process – LEA or Panel - will be responsible for calling up the references.
· Creating the process for the interview days
The Panel will then meet again for a longer meeting at which the final shortlist is drawn up and the interview process determined.  Generally, Governors find that 4 or 5 candidates provide a very full timetable – more than that can become unwieldy.  Here again, the LEA and Diocese will be able to offer practical help to the Panel.  There will be a need to decide how to deal with the references.  Best practice guidelines suggest that they should not be available for consideration until the final decision is being made – or even after that.  However, some Panels like to read the references at shortlisting or on the interview days. You may regard this as too prejudicial.  It is essential, however, that the references are not photocopied and that proper arrangements are made for their disposal afterwards.

· Conduct of the interviews
The LEA and Diocese will advise you on this in detail, but it is worth noting at this early stage that you may wish to give an opportunity for the full Governing Body to meet the shortlisted candidates informally at lunch, tea or early evening during the process.  This enables all Governors to feel some involvement with the appointment, and can help at ratification – see below.  It will also be important to give consideration to the ways in which you will engage the staff and pupils.

· The appointment procedure
This is the mechanism by which the Panel arrives at its final decision, with advice, and offers the post to the preferred candidate.  It is always best if this is a unanimous decision, and this may need careful management from the chair.  There may have been a further selection at some point from your initial 4 – 5 candidates down to a final 2 or 3.  The successful candidate will be offered the post by the Chairman subject to ratification by the Governing Body, who will already have the date for their single agenda meeting in their diaries.  This meeting normally takes place later on the second day of interviews.  The successful candidate can wait for the ratification or go home to await your telephone call. 

· Debriefing unsuccessful candidates and preparation for induction
The unsuccessful candidates will be offered a professional debrief from me or from the LEA.  The Governors will need to consider a number of factors around induction of the successful candidate, including advance publicity, preliminary meetings with committee chairmen, headteacher etc prior to his/her arrival in post.

I hope this will prove a helpful summary for you and the Panel once constituted.  I cannot overemphasise the importance of following good practice in this matter. However, you have the full support of the Diocese, as well as that of the LEA, in working your way through it.  Although it may look a little daunting, it is well tried and generally produces a very good result.
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