Appendix B

Summary of Recruitment Procedure

+ Review need for post
Identify the vacancy « Job Description * Selection panel
= Person Specification = Timescales
= Salary
Recrutment Pack Prepare Pack
{if required)
Advertise

Wilttin 5 working davs

Reasanable time frame

IntervigwiSalection

Irvwite to Inbervew

L
: Conditional offer pending
checks
Process checks
+ References

Select preferrad

« [DBS
s Cuglifications

= Whan all checks completa isgue confract

Induction
Probation (if applicable)

* Sat up personal file
Enter employee on SCR
* Keap selaction papers for 3 manths




Appendix C(i)
Job Descriptions

The Job Description should define the purpose, the scope and the principal
dufies and responsibilifies of the role. It provides a framewark which outlines the
expectations, both for the employee and the employer, and forms part of the
working ogreement. Job descriptions also include information about working
condifions, tools, equipment used, knowledge and skills needed, and
relationships with other positions.

The job descriplion should also include a safe recruitment stalement
The Governing Body is commifted to safeguarding and promoling the welfare of
children and young people, and expecis all staff and volunteers to share this

commitment.

For new supporl staff posts that do net malch the model job descriptions, the
school should seek a job evaluafion before the recruiiment process begins in
order fo assass the comect grade for the post.

Job Description Template

Job Tille .
Reports to [the post's line manager]
Responsible for (any positions this post manages)
Ligison with (key people the post works with — infernal and extermnal)
Job Purpose (very brief summary of the overall purpose of the job)
Principal (two or three bullets of the main areas of
Accountabilities responsibility fwork)
Duties (list anly key tasks. these could be under subhegadings/
General (there are some general sfatements which should be in

all job description]:

« To paorficipate in  the perdformonce and
development review process, taking personal
responsibility  for  idenfificoftion of leamning.
development oand fraining opportunifies  in
discussion with fine manager.

+ To comply with individual responsibilities, in

accordance with the role, for health & safety in the
waorkploce

« Enswre that all duties and services provided are in
accordance with the School's Equal Opporfunifies
Policy

« The Governing Body is commifted fo safeguarding
and promoting the welfare of children and young
people and expects all staff and volunteers to share

_int this commitment.




Appendix C(ii)
Person Specification

The person specificafion will require careful thought and drafting. It sets out the
qualifications, experence, skills, knowledge and personal characterstics
required to undertake the job. It is a very important document and should be
vsed throughout the recruitment process to develop the advert, shortlisting and
selection criteria. There should be no requirements which are not clearly related
to duties, there should be no unnecessary conditions or standards, nor use of
wiords which imply a bias of any kind which are not jusfifiable. Criteria should be
job related and ability-based. The person specification should only request
genuine and justifiable requirements that give equality of opportunity for all, for
example, asking for a specific number of years experience may discriminate

agains! younger applicants.

The skills, qualifies, qualifications and knowledge defailed in the person
specification will assist the manager to compile the advert, to shortist and then
to interview by providing selection criteria against which candidates skills, etc.

can be compared and assessed.

The person specification will enable prospective applicants to assess themselves
for the job and provides a benchmark for judging achievements.

The criteria required of the ideal candidate and the format of the person
specification may vary, but typically would include:

Experience the experience required to perform the role ouflined in
the Job Description, including in relation to working
with children.

Gualifications the qualifications required to undertoke the role.

Skills / Knowledge the competences and qualities that the successful

candidate should be able to demonstrate;

Aptitudes specific requirements of the job, e.g. ability to lift heavy
weights, ability to work with specific groups of children.

The person specification should also contain the recruitment and selection
policy statement.

The Governing Body is committed fo safeguarding and promofing the welfare of
children and young people, and expecfs all staff and volunteers fo share this

commitment.



Person Specification Template

General Detail General Specific examples
heading Examples
Gualifications & | Specific Relevant to post
Experience qualifications | Include
& experience | experience of
working with
children where
relevant
Literacy, Where required
numeracy and | and relative to
technology the responsibility
of the posilion
Communicafion | General skils | As per To cover specific
requirement of | examples of scenarios
position within the role
Working with Safeguarding | Knowledge level | Ability to manage a
| children and behaviour | of behaviour class, ensuring pupils
managemeani | management remain on foask
policy plus any | Understanding and
specialist skills implamentation of
school behaviour
management polkicy
and safeguarding
requirernents
SEM General - Understand and support
understand and | the differences in
support the | children and aduits and
differences in respond appropriately
people
Any specific
skills, knowledge
or gqualification
Inter- Working with | Ability to forge | Ability to establish
relationships others networks/links, rapport and respectful
internal and and trusting relationships
' external pariners | with children. their
families and carers and
other adults using
appropriate
communication shyles
Ability to build open
- and honest relationships
Responsibliities | Crganisational | Reguirements of | Abllity to be proactive
skills the post and inifiote action
dependent upon the
| duties of the posifion




The Governing Body is commiffed o safeguarding and promofing the welfare of children and
young people, and expecfs all stoff ond volunteers fo share this commitment.



Appendix D
Resignation Dates

Resignation dates will, o a certain extenl, diclate the fimescale for
appointments. When setting the timetable it is advisable to plan for interviews to
take place in time for staff fo meet relevant resignation dates.

Teachers
The latest resignation dotes for teachers are as follows:
o Last day of Christmas/New Year Break up to 319 December for

Easter release
« Last day of Easter break for release at end of summer term 31%

August
« Last day of Summer Break up fo 3149 August for release at 314

December
Exceplions may apply in cases of il-health refirement,

Support staff
Support staff must give 2 calendar months' nofice up to level 34 level 35 and

above will be 3 months, unless advised otherwise.



Appendix E
Shortlisting

All application torms should be scrutinised by the interview panel to ensure that
they are fully and properly completed; that the information provided is
consistent and does not contain any discrepancies, and to identify any gaps in
employment. Incomplete application forms should not be accepled and
should be returned for completion or checked with the candidate.

Any anomalies, discrepancies or unexplained gaps in employment identified
should be noted and where the applicant is shortlisted, should be discussed of

interview. As well as reasons for obvious gaps in employment, the reasons for o
histary of repeated change: of employment without any clear career or salary
progression, or a mid career move from o permanent post to supply teaching
or temporary work, oko need to be explared and verifled.

All candidates should be assessed equally against the criteria contained in the
Person Specification without exception or variation. A consisient approach in
ossessing the applicant's details against the selection crteria will help ensure
faimess and avoid discrimination. The reasons for not shortlisting should be
clear and objective, so that should an unsuccessful candidate request
feadback from the panel it will be possible to show how the decision was

reached.

Where possible, shortlisting should be aranged within 5 working days of the
closing date for the advertisement.
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Appendix F
Model letter Inviting Candidates for Interview (email can also be
vsed as preferred method of contact)

Dear
INTERVIEW FOR (POST)

Following your application for above position, | am pleased fo invite you fo
attend for interview on wnterviewn at dTimen at (Name] Academy,

The interview and arangemenis are detailed on the attached schedule,

Please let me know whather you will, or will not, be able to attend this interview
Qs soon as possible.

if you have any special requirements in relafion to the inferview day, please let
me know.

Should any difficulty arse please do not hesitate fo contact me at the above
address.

Yours sincerefy



Appendix G

Running the Selection Process

The table below outlines exercises that could be used as part of o selection
process. Candidate must be informed which of the following will be used in the

selechon process.

In-tray Exercise

Example pieces of work typical of that which is likely to be
tound in their in-fray. The exercise wil require them to
make decisions on responses and priorities.

Personnel Case Study

Scenarios which could include disabiliies, misconduct,
capability, il health issues and how they mighi deal with

them.

Presentation

Preseniation on a subject relafing to a specific issue at

the school/academy which will indicate how they might
deal with the issue and provide evidence of
communication skills. N

Budget/Dafa Analysis

Exercises to test how proficient the candidate is at the
management and administration of budgets and
analysing critical data.

Interview

Questions covenng all aspects of the post to gain
evidence using appropriate questioning techniques in a
structured format and related to the person specification.
Also allowing candidates to ask guesfions.

To L.;r;’ Introductions

A chance for the condidate to look around the
school/academy and meet other staff members. An
opportunity to meet other members of the Governing
Body might be appropriate, and evidence ‘social skills'.

Group Discussion

All candidates get together to discuss a given fopic and
are observed by the Panel. This wil give an indication of
how they interact as part of a feam. leadership skills,

persuasive skills etc.
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Appendix H
Interviewing

The selection process should always include a face-to-face Interview
even if there is only one candidate. This provides the cpportunity to
explore any questions that arise from the application. The interview will
assess the merits of each candidate against the job requirements, and
explore their suitability to work with children.

A sullable interview room and waiting areq should be avallable taking
into account the needs of any disabled applicants.

Planning the interview

If candidates are given the opportunity to visit prior to inferview, the panel
must decide who will be avallable o greet candidates. it is advisable to
salect someone other than the outgoing post holder. It must also be
decided whether any information gained about the candidate during this
visit will be used as part of the seleclion process. Candidates should be
informed accordingly. Internal candidates should be treated no

differently from external candidates.

The format for the day(s} must be decided i.e. whether to have one or
two days for the selection - this will be dependant upon the grade of the
post. For senior appointments it is possible to use selection tools such as;
in-tray exercises, group exercises, presentations, case stludy, role play,
wiorking with pupils, ability tests as well as the interview (see Appendix H
tor further clarfication). Activities and exercises can highlight particular
skills and attributes in candidates. Specific exercises can be used fo
gather inforrmation on interpersonal/communicalion, analytical, decision
making and self-management and leadership skills,

The interview panel should meet prior to interview to agree the above
and to:
- agree a consensus about the required standard for the job to
which they are appointing;
« consider the issues to be explored with each candidate and who
on the panel will ask about each of these issues;
« agree their assessment criteria in accordance with the person

specification,
Involving pupils

Invalving pupils in the recruitment and selection process in some way, or
observing short listed candidates' interaction with pupils 5 commeon, and
recognised as good practice. There are different ways of doing this, for
gxample. candidates for leaching posts might be asked to teach a
lesson; short listed candidates might be shown round the school by pupils



ond g governor of senior member of stalf, and/or meet with pupils and

staff.

It is important to ensure thal candidales are supervised at all fimes and
are never left alone with pupils.

Interview Questions

The panel should agree a set of questions they will ask all candidates
relafing to the requirements of the post and agree the issues they will
explore with each candidate, based on the information provided within
the candidate's application. A candidate’s response to a question about
an ssue will determing whether and how it is followed up.

It is acceptable to ask different supplementary guestions of candidates
based on their application and responses.

Where possible it is best to avoid hypothetical guesfions because they
allow thecretical answers. It is best to ask competence based questions
that ask a candidate to relate how s/he has responded to, or dealt with,
an actual situvation, or questions that fest a candidate's attitudes and

understanding of issues.

In addition to assessing and evaluating the candidates' ability o perform
the dufies of the post, the inferview should also explore Bsues relaling to
safeguarding and promoting the welfare of children including:

L ]
L]
-

The candidate's altitude toward children and young people
Motivation to work with children and young people;

Ability to form and maintain appropriate relafionships and
personal boundaries with children and young people;

Emofional resilience in working with challenging behaviours: and,
attitudes fo use of authority and maintaining discipline.

His or her ability to support the school's ogenda for safeguarding
and promoting the welfare of children and understanding of
child protection issues

Previous expenence of working with children especially the age
group relevant to the job

Other issues that should be covered include:

gaps in the candidate's employment history and a safisfactory
explanation sought

reasons for any history of repeated changes of employment
without any clear career or salary progression, or a mid career
maove from a permanent post to supply teaching or femporary
WOrk.

Other concermns or discrepancies arnsing from the information
provided by the candidate



+ The panel should also ask the candidate if they wish to declare
anything in ight of the requirement of an enhanced DBS
disclosure.,

Al Iinterview

On amival a member of the interviewing panel or an appropnate
member of staff must verfy any documents the candidate has provided
are orginal and take o photocopy. For the successful candidate these
should be retained in the personal file and recorded on the school's
single cenfral record of recruitment vetting checks.

For unsuccessful candidates this will be kept with the recruitment
poperwork for 3 months, betore being destroyed.

During the interview the chair of the interviewing panel! should explain:

» the interview structure, including the fact that the panel will be
making notes dunng the process

+ provide imporfant delails of the post, including number of hours
per week, weeks per year (if this is a support staff post) and salary
details,

« when the candidate can ask guesfions

* Close the interview and explain the next stage i.e. when the
candidate will be notified of whether they have been successful,

The chair will also be responsible for overseeing the discussion in the
decision-making process fo ensure that only relevant, justified points are
considered and that these are supported by evidence.

It is important to keep the interviews to time. Interviews invariably fake
longer than expected so it s important to allow sufficient time for each
candidate, Extended interviews are offen counter-productive for both
the candidate and the panel.

It should be remembered that applicants are entitled to have access to
all interview notes made (about themselves) which must be retained as
part of the record of the interview, It is important therefore to avoid
making personal comments on the interview notes. All interview notes
must be retained for 3 months, after which they shouid be destroved.



Appendix |
Induction

Once an employee commences work it is important to inifiote an effective
induction process which will mean that new staff are clear about their job and
feel secure about what they should be doing. They should be informed about
the aims and values of the school and how they can contribute fo its mission.

Anyone who is new to a job will have some gaps in their knowiedge and skills,
which will need to be idenfified and supported. If their fraining and
development needs are taken into account and they are well supporied with
clear informafion they will quickly get 'up to speed’ and begin fo make a real
confribution to the role.

If induction is poorly planned and executed a new member of staff will take
longer fo learn the job and 1o become effective. maoke more mistakes than

necessary and become disillusioned with the job and the school.

As part of the induction and/or probation penod for new employees, their
otfitude and behaviour towards children should be monitored. It is important o
ensure that new employees understand and abide by the school's policies and

follow guidance given by experienced and senior staff.

It is important to ensure that induction training for all new staff includes fraining
on safeguarding children that will enable them to fulfil their responsibilities in
respect of child protection effectively, ond thot suitable refresher fraining fo
keep staff knowledge and skills up to date is also available. It is also important
to ensure the employee has a good understanding of acceptable and
appropriate conduct with pupils. and is made aware of the schools
confidentiality and code of conduct policies.

For Safeguarding and to promote the welfare of children the induchion
programme should also include information about, and written statements of:

« Policies and procedures in relation to safeguarding an promoting welfare
e.g. child protection, anti-bullying, antivacism, physical intervention or
restraint, infimate care, intemet safety and any local child protection and
safeguarding procedures,

« Saofe practice and the standards for conduct and behaviour expected of
staff and puplls in establishment ({Code of Conduct);

« How and with whom any concems about those issues should be raised;
and

e Other relevant personnel procedures e.g, disciplinary, capability and
whistleblowing.

The programme should also include aftendance at child protection training
appropriate fo the person’s role.

ir



All new staff should be mode oware of the content of all schools policies and
procedures and should sign and completion and/or acceptance form during
the induction process.



