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MNCT 06/05


24 November 2006



AGREEMENT ON THE RECRUITMENT AND SELECTION PROCESS FOR TEACHERS

1. INTRODUCTION

1.1 This MNCT Agreement brings together policies and processes linked to the appointment of Teachers. The purpose of the agreement is to provide a clear, step–by-step procedure to promote efficient appointment procedures.

1.2  The Council’s Recruitment and Selection Policy establishes the key principles that apply to all appointments within the Council. This Agreement reflects those principles and aims to ensure that the appointment of Teachers is consistent with the overall policy whilst recognising the specific issues associated with the recruitment and selection of Teachers.  

1.3 The Management Circular which advises on the appointment of Teachers to Catholic Schools is not a matter for the MNCT.  Those who require advice on the appointment of Teachers to Catholic Schools should refer to Management Circular 41.

1.4 Acting-up arrangements are detailed in a separate guidance note.

2. RECRUITMENT AND SELECTION PROCESSES
2.1
The process that should be followed with regard to the recruitment of Class and Subject teachers, Principal Teachers, Depute Head Teacher (Primary) [and Peripatetic Teachers, Staff/Curriculum Development Officers and Education Support Officers] is set out in Appendix 1.
2.2
The process that should be followed with regard to the recruitment of all Head Teachers and Depute Head Teacher (Secondary) is set out in Appendix 2.

2.3 The procedure (composed in table format) for Job Sizing new posts and reviewing posts under the criteria set out in Circular SNCT/28, as set out in MNCT 05/02, is attached as Appendix 3.

2.4 Relevant extracts from Midlothian Council Standing Orders and The School Boards (Scotland) Act 1988, are attached as Appendix 4.

2.5 MNCT Agreement, MNCT 06/02, Appointment Procedures for Principal Teacher and Teacher posts, is attached as Appendix 5.

2.6 Guidelines on the Drafting of Job Specifications are attached as Appendix 6. These guidelines will be reviewed but should be followed until further notice.
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2.7 Midlothian Council’s Recruitment and Selection Policy is attached as Appendix 7.  This policy is under review but will continue to apply until further notice 

2.8 A Screening/Interview Assessment Form is attached as Appendix 8.  This form will be reviewed but should continue to be used until further notice.

3. SELECTION PANELS

3.1. Advice on the construction of a selection panel for posts other than Principal Teacher and Teacher posts is found in Appendix 4.

3.2. For Principal Teacher and Teacher posts advice on the procedure to be adopted for selection panels is contained in Appendix 5.

Information and support in relation to implementing the recruitment and selection processes is available from the Personnel Unit and the Teachers’ Staffing Section of the Education Division

Attached Appendices:

Appendix 1
Processes for filling vacancies – Teaching staff, Principal Teacher and Depute Head Teacher (Primary)

Appendix 2
Processes for filling vacancies – All Head Teacher and Depute Head Teacher (Secondary)

Appendix 3
Job Sizing Process

Appendix 4
Midlothian Council Standing Orders – extract


Schedule 2 – School Boards (Scotland) Act 1988 as amended 2000

Appendix 5
MNCT 06/02 - Appointment Procedures for Principal Teacher and Teacher posts.

Appendix 6
Guidelines on the Drafting of Job Specifications.

Appendix 7
Midlothian Council’s Recruitment and Selection Policy

Appendix 8
Screening/Interview Assessment Form

Paper Circulated to:  All Head Teachers, Education Officers, Personnel Unit and Teacher Unions

3

MNCT 06/05 APPENDIX 1

PROCESSES FOR FILLING VACANCIES:

TEACHING STAFF, PRINCIPAL TEACHER (PT) and

DEPUTE HEAD TEACHER (DHT) (Primary)

· Class and Subject teacher, Principal Teacher, DHT (Primary)

- Responsibility for Recruitment and Selection for these posts – HEAD TEACHER
· Peripatetic teachers, Staff/Curriculum Development Officer, Education Support Officer

- Responsibility for Recruitment and Selection for these posts – EDUCATION OFFICER
STAGE
ACTION
RESPONSIBILITY 

FOR ACTION

1. Vacancy occurs
i. Notify Head of School and Community Learning via Teacher Staffing Section.

ii. Reason for Vacancy?
-
Post details


-
Existing post


-
New post (Authorisation-



Job Spec-Job Sizing).

iii. Link Education Officer advised if it is a school post.

iv. Where it is not a school post, the Education Officer should follow the procedures below and advise the Director/Head of School and Community Learning.

i.
Head Teacher/Education Officer

ii.
Head Teacher/Education Officer with support from the Teacher Staffing Section

iii
Head Teacher

iv   Education Officer



2.
Determine recruitment and selection process
i. Consider redeployment of any surplus staff.

(i.e. Compulsory transfer)

ii. Determine type of advertisement.

-
Internal to school

-
Internal to Midlothian

-
External.

iii.
Arrangements for Temporary post to cover the vacancy.


i.
Head of School and Community Learning (Teacher Staffing Section) in consultation with Head Teacher, Link Education Officer and Personnel Unit

ii. In a redeployment/compulsory transfer/alternative employment situation, the Trade Union Representative and/or OHSAS may also be consulted should this be necessary

iii. Advert authorisation completed by Head of School and Community Learning or Head Teacher
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STAGE
ACTION
RESPONSIBILITY 

FOR ACTION



iv.   A request for an internal only advert must be authorised by the Director/Head of School and Community Learning.

3. Job sizing


(New Post)


Refer to Appendix 6 (Professional Practice Paper 1) 
For a new PT or DHT Post

· Prepare Job Specification

· Submit the Job Specification to the Job Specification Working Group (Teacher Unions).


· Head Teacher or Education Officer with support from the Teacher Staffing Section

· Head of School and Community Learning

4. Preparation of details of post


Items to be prepared and, once the job specification is agreed, submitted to Teacher Staffing Section:

· Job Specification and confirmation of Salary Scale Point if PT or DHT

· Recruitment authorisation form completed

· Employee Specification and Selection Criteria

· School Information

· Information Pack( for posts covered by Care Commission Regulations pack must refer to “fit person” requirements) 

· Advertisement Details


Head Teacher or Education Officer with support from the Teacher Staffing Section

The Education Officer/Head of School and Community Learning must approve all employee specifications and selection criteria based on the Job Specification and GTCS standards
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STAGE
ACTION
RESPONSIBILITY 

FOR ACTION

5. Advertisement of post


i. Preparation of advertisement in press form.

ii. Advertisement checked and submitted to agreed national press outlet(s) (via Council advertising agency) – date of advert established.

iii
Advertisement timescales/deadlines will be made available for each Session.

iv. Internal bulletin prepared/copied and issued to all Divisions.


i.
Teacher Staffing Section in consultation with the Personnel Unit and advertising agency

ii.
Teacher Staffing Section

iii.
Teacher Staffing Section

iv.
Teacher Staffing Section

6. Dealing with responses to adverts


i.
Informal requests from prospective applicants for further information 

ii.
Requests for application forms and information pack


i. Head Teacher, Education Officer

ii. Teacher Staffing Section

7. Processing of application forms
i. Completed applications received.

ii.
Applications closed

· Applications checked, collated and listed

· GTCS Registration check

iii.
Collated list and copies of application forms sent out to the Head Teacher or Education Officer.

iv.
Screening of application forms in relation to the selection criteria – long leeting and/or short leeting. Recruitment and selection assessment record form completed for each applicant.(attached as Appendix 8)
.
i.
Teacher Staffing Section

ii.
Teacher Staffing Section

iii.
Teacher Staffing Section

iv.
Head Teacher with other senior staff and/or Education Officer
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STAGE
ACTION
RESPONSIBILITY 

FOR ACTION

8. Interview arrangements


Refer to


Appendix 4 and MNCT 06/02
A. Long Leets (where required)

i.
Long leet interviews arranged, candidates notified and interviews carried out following Council Recruitment and Selection Policy.  Date, time, place and panel members agreed.  All panel members should be trained in the Council Recruitment and Selection Policy but the Chair of the panel must be trained and must have an awareness of recent associated legislation.   Screening assessment forms, completed for each candidate must be returned to the Teacher Staffing Section after a period of two weeks where they will be retained for 6 months.

ii.
Head of School and Community Learning consulted on the provisional short leet (DHT posts).

iii.
References requested.

B.
Preparation of Short Leet

DHT Primary
i. Where a school has a School Board:

· Details of short leet candidates and list of applicants prepared.

· Head Teacher and/or Education Officer to review the applications with the School Board.  Short leet confirmed.  Teacher Staffing Section notified.

ii. Where there is no School Board:

· Consult relevant Parental Group.

· Short leet confirmed and Head of School and Community Learning advised via Teacher Staffing Section.


i.
Head Teacher/Education Officer with assistance from Teacher Staffing Section

ii.
Head Teacher/Education Officer in consultation with Head of School and Community Learning

iii.
Teacher Staffing Section

i .  Head Teacher and Education

     Officer with assistance from the

     Teacher Staffing Section

ii.   Head Teacher and Education   Officer
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STAGE
ACTION
RESPONSIBILITY

FOR ACTION


C
Interview Arrangements
i. Date, time, place and panel membership agreed

ii. Set question for candidates prepared for PT and DHT posts and issued with the letter of invitation for interview.

iii. Letters of invitation sent to candidates.

iv. Letter to those not selected for interview issued.

v. Details of candidates sent to Panel.

vi. Delphi forms prepared.


i. Head Teacher and Education Officer

ii. Head Teacher and Education Officer

iii. Teacher Staffing Section

iv. Teacher Staffing Section

v. Teacher Staffing Section

vi. Teacher Staffing Section



9. Interviews


i. Interviews take place and selection made.  Assessment of candidates made in relation to selection criteria.  Screening assessment forms completed for each candidate.

ii.  Screening forms must be returned to the Teacher Staffing Section after a period of two weeks where they will be retained for 6 months.


i. Chair of panel – Teaching Staffing Section advised of outcome by the Head Teacher or Education Officer

ii. Head Teacher or Education Officer



10.
Notification to 
candidates
i. Successful candidate and unsuccessful candidates notified by telephone as soon as possible. Personnel Unit advised of outcome and the successful applicant’s application form forwarded.

ii. Vetting processes i.e. Qualifications, GTCS Registration, Disclosure Scotland, References, Medical assessment, and Asylum and Immigration Act initiated for successful candidate

iii.  Conditional written offer of appointment sent, subject to checks being completed and homologation by Cabinet where required.

 iv.   Written notification to unsuccessful candidates.
i.
Head Teacher or Education Officer

ii.
Personnel Unit

iii  Personnel Unit

iv. Teacher Staffing Section



11. Retention of Documents
 All paperwork associated with the recruitment process will be retained for a period of six months following which time the application form and interview notes will be destroyed.  The post authorisation form, advertisement pack and applicant list will be retained for reference purposes.  
Teacher Staffing Section
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STAGE
ACTION
RESPONSIBILITY 

FOR ACTION

12. Confirmation of appointments
i.
Confirmation of selection panel decision by Cabinet

ii. Proposed starting date agreed in discussion with appointee and his/her current employer.

iii. All vetting procedures (including Care Commission where appropriate) completed

 iv.
Confirmation of appointment.

· Personnel Unit advised of outcome.

·  Delphi forms completed and sent to Personnel.  Salary scale/point to be identified. (Education Division to provide information to be taken into account for Salary placement purposes)
 v.
Written confirmation of appointment (including starting date) to appointee and Salaries Section.


i.
Director, Education

ii. Head Teacher or Education Officer

iii. Personnel Unit

 iv.
Teacher Staffing Section

with assistance from Head Teacher or Education Officer

v.
Personnel Unit
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MNCT 06/05 APPENDIX 2

PROCESS FOR FILLING VACANCIES:

ALL HEAD TEACHER AND DEPUTE HEAD TEACHERS (SECONDARY)

STAGE
ACTION
RESPONSIBILITY 

FOR ACTION

1. Vacancy occurs
i.
Notify Head of School and Community Learning via Teacher Staffing Section.

ii.
Reason for Vacancy?
-
Post details


-
Existing post


-
New post (Authorisation-



Job Spec-Job Sizing).

iii
Link Education Officer advised.


i.
Head Teacher/Education Officer

ii.
Head Teacher/Education Officer

iii
Head Teacher



2.
Determine recruitment and selection process
i.
Consider temporary redeployment of any surplus staff.

ii.
Determine type of advertisement

-
Internal to school

-
Internal to Midlothian

-
External.

iii.
Arrangements for Temporary or Acting post to cover the vacancy.


i.
Head of School and Community Learning (Teacher Staffing Section) in consultation with Head Teacher and Link Education Officer

ii. In a redeployment/compulsory transfer/alternative employment situation, the Trade Union Representative and/or OHSAS may also be consulted should this be necessary

A request for an internal only advert must be authorised by the Director/Head of School and Community Learning

iii. Advert authorisation completed by Head of School and Community Learning or Head Teacher
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STAGE
ACTION
RESPONSIBILITY 

FOR ACTION

3. Job sizing

Refer to Appendix 6, Appendix 3 and 

MNCT 05/02
For a new Post
-
Prepare Job Specification


-
Submit the Job Specification to the Job Specification Working Group (Teacher Unions)


Head Teacher or Education Officer

Head of School and Community Learning

4. Preparation of details of post


Items to be prepared and, once the job specification is agreed, submitted to Teacher Staffing Section:

· Job Specification and confirmation of Salary Scale Point

· Recruitment authorisation form completed

· Employee Specification and Selection Criteria

· School Information

· Information Pack

· Advertisement Details


HT Post:
Head of School and Community Learning and Link Education Officer

DHT Post:
Head Teacher with support from the Teacher Staffing Section

The Education Officer/Head of School and Community Learning must approve all employee specifications and selection criteria based on the Job Specification and GTCS standards



5. Advertisement of post


i.
Preparation of advertisement in press form.

ii.
Advertisement checked and submitted to agreed national press outlet(s) (via Council advertising agency) – date of advert established.

iii. Advertisement timescale/deadlines will be made available for each Session.

iv. Internal bulletin prepared/copied and issued to all Divisions.


i.
Teacher Staffing Section in consultation with the Personnel Unit and advertising agency

ii.
Teacher Staffing Section

iii.
Teacher Staffing Section

iv
Teacher Staffing Section



6.
Dealing with responses to adverts


Responding to:

i.
Informal requests from prospective applicants for further information

· DHT posts

· Head Teacher posts.

ii
Requests for application forms and information pack.
i.
Information from:

· Head Teacher or Education

     Officer 

· Head of School and Community Learning or Education Officer

ii.
Teacher Staffing Section
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STAGE
ACTION
RESPONSIBILITY 

FOR ACTION

7. Processing of application forms
i.
Completed applications received.

ii.
Applications closed

· Applications checked, collated and listed

· GTCS Registration check

iii.
Collated list and copies of application forms sent out:

· For Head Teacher posts – to the Director, Education and Head of School and Community Learning, or Link Education Officer

· For DHT posts – to Head Teacher and Link Education Officer or Head of School and Community Learning.

iv. Screening of application forms in relation to the selection criteria – long leeting and/or short leeting. Recruitment and selection assessment record form completed for each applicant.  (Attached as Appendix 8)

· Head Teacher posts

· DHT posts.


i.
Teacher Staffing Section

ii.
Teacher Staffing Section

iii.
Teacher Staffing Section

iv
Action by:

· Head of School and Community Learning and Education Officer

· Head Teacher and Head of School and Community Learning, or Education Officer
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STAGE
ACTION
RESPONSIBILITY 

FOR ACTION

8.
Interview arrangements


Refer to


Appendix 4
A.
Long Leets (where required)

i.
Long leet interviews arranged, candidates notified and interviews carried out following Council Recruitment and Selection Policy.  Date, time, place and panel members agreed.  All panel members should be trained in the Council Recruitment and Selection Policy but the Chair of the panel must be trained and must have an awareness of recent associated legislation.   Screening assessment forms, completed for each candidate must be returned to the Teacher Staffing Section after a period of two weeks where they will be retained for 6 months.

· Head Teacher posts

· DHT posts.

ii.
Director, Education consulted on the provisional short leet.

iii.
References requested.


i.
Action by:

· Head of School and Community Learning and Education Officer with assistance from the Teacher Staffing Section

· Head Teacher and Head of School and Community Learning or Education Officer, with assistance from the Teacher Staffing Section

ii.
Head of School and Community Learning

iii.
Teacher Staffing Section




B.
Preparation of Short Leet
i.
Where a school has a School Board:

· Details of short leet candidates and list of applicants prepared and sent to School Board members.

· Director, Education or Head of School and Community Learning/Link Education Officer/Head Teacher to review the applications with the School Board.  Short leet confirmed.  Teacher Staffing Section notified.


i.
Action by:

· Director, Education or Head of School and Community Learning/Head Teacher with assistance from the Teacher Staffing Section

· Director, Education or Head of School and Community Learning or Education Officer/Head Teacher
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STAGE
ACTION
RESPONSIBILITY 

FOR ACTION


ii
Where there is no School Board:

· Consult relevant Parental Group
ii.
Action by:

· Director, Education or Head of School and Community Learning or Education Officer/Head Teacher


iii
Short leet confirmed and Director advised via Teacher Staffing Section.
iii.
Head of School and Community Learning with assistance from the Teacher Staffing Section


iv.
For HT post, the substantive HT is advised of names of short leet candidates so that school visits can be arranged.

v.
Short leet candidates for HT post may then contact the school to arrange a visit.


iv.
Head of School and Community Learning with assistance from the Teacher Staffing Section

v.
Substantive HT or Acting HT at the school


C
Interview Arrangements

i.
Date, time, place and panel membership agreed:

· Head Teacher posts

· DHT posts.

ii.
Set question for candidates prepared and issued with the letter of invitation for interview.

iii.
Letter of invitation sent to candidates.

iv.
Letter to those not selected for interview issued.

v.
Details of candidates sent to Panel.

vi.
Delphi forms prepared


i.
Action by:

· Director, Education or Head of School and Community Learning in collaboration with Teacher Staffing Section and Council Secretariat

· Head Teacher in collaboration with Teacher Staffing Section and Council Secretariat

ii.
Head of School and Community Learning and/or Education Officer and Head Teacher

iii.
Teacher Staffing Section

iv.
Teacher Staffing Section

v.
Council Secretariat (papers prepared by Teacher Staffing section)

vi.
Teacher Staffing Section
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STAGE
ACTION
RESPONSIBILITY 

FOR ACTION

9.
Interviews
i. Interviews take place and selection made.

Assessment of candidates made in relation to selection criteria.  Screening assessment forms completed for each candidate.

ii. Screening forms must be returned to the Teacher Staffing Section after a period of two weeks where they will be retained for six months


i. Chair of panel – Council Secretariat advised of outcome by Education Division Adviser to the Committee

ii. Education Division Adviser to the Committee



10.
Notification to 
candidates
i.
Successful candidate and unsuccessful candidates notified by telephone as soon as possible. Personnel Unit advised of outcome and the successful applicant’s application form forwarded.

· Head Teacher posts

· DHT posts.

ii. Vetting processes i.e. Qualifications, GTCS Registration, Disclosure Scotland, References, Medical assessment, and Asylum and Immigration Act initiated  for successful candidate.

iii. Conditional written offer of appointment sent, subject to cross checks being completed and homologation by Council.

iv.
Written notification to unsuccessful candidates.

v. All paperwork associated with the recruitment process will be retained for a period of six months following which time the application form and interview notes will be destroyed.  The post authorisation form, advertisement pack and applicant list will be retained.  


i.
Action by:

· Director or Head of School and Community Learning or Education Officer

· Head Teacher

ii.
Personnel Unit 

iii  Personnel Unit

iv.
Teacher Staffing Section

v. Teacher Staffing Section
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STAGE
ACTION
RESPONSIBILITY 

FOR ACTION

11.
Confirmation of 
appointments


i.
Homologation of appointment panel decision.

ii. Proposed starting date agreed in discussion with appointee and his/her current employer.

iii. All vetting procedures completed

iv. Confirmation of appointment

· Personnel Unit advised of outcome

· Delphi forms completed and sent to Personnel.  Salary scale/point to be identified. (Education Division to provide information to be taken into account for Salary placement purposes)

 v.
Written confirmation of appointment (including starting date) to appointee and Salaries Section.
i.
Cabinet

ii. Head of School and Community Learning or Education Officer or Head Teacher

iii. Personnel Unit

 iv
Teacher Staffing Section with assistance from Head Teacher or Education Officer

 v.
Personnel Unit
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JOB SIZING PROCESS*


Reference should be made to Circular SNCT/24, Circular SNCT/28(revised) and MNCT 05/02 Job Sizing Procedure for Promoted Teaching Posts 

Stage


Action
Responsibility for Action

1. Vacancy occurs
· Teacher Staffing Section notified of Post Title and reason for Job Sizing. 


Head Teacher/ Education Officer

2. New Post Created
i.
Job Specification drafted.
i.
Head Teacher/Education Officer




Assimilated Post
ii.
Job Specification drafted.
ii.
Head Teacher/Education Officer




Application to Review (SNCT/28)


(June and December)


iii.
Job Specification Reviewed if changes to job specification have initiated a review.


iii.
Head Teacher/Education Officer

Reference should be made to Circular SNCT/28 (revised )and MCNT 05/02





3. Review of Job Specification
i.
Job Specification submitted to the Education Division Teacher Staffing Section.


i.
Head Teacher/Education Officer

Reference should be made to Appendix 6 (PPP1)


ii.
(
Review and Agreement (with amendments if required) of the Job specification by the Job Specification Working Group (JSWG) (Teacher Unions).


(
Minutes of JSWG sent to Job Sizing Co-ordinators’ Group.


ii.

Head of School and Community Learning, administration by the Teacher Staffing Section


(
Head of School and Community Learning, administration by the Teacher Staffing Section




iii.
Job Specifications not agreed by the Working Group will be returned to the Head Teacher/Education Officer for re-drafting.
iii.
Head of School and Community Learning
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Stage


Action
Responsibility for Action

4. Job Sizing


i.
For New posts, a Job Sizing Questionnaire should be completed and signed by the Head Teacher and sent to the Teacher Staffing Section.

ii.
For Assimilated posts and applications for Job Sizing Reviews a Job Sizing Questionnaire should be completed and signed by the post holder.  The completed questionnaire should then be signed off by the Head Teacher and sent in to the Teacher Staffing Section.


i.
Head Teacher

ii.
Head Teacher


iii.

Job Sizing Questionnaire verified by the Job-Sizing Co-ordinators.


iii.
(
Job Sizing



Co-ordinators





(
The verified Job Sizing Questionnaire sent for processing through the Job Sizing toolkit.



(
Job Sizing



Co-ordinators



(
Job Sizing Questionnaire processed through the Job Sizing toolkit.


(
Personnel Unit and (a) Job Sizing Co-ordinator/s


iv.
Director, Education/Head of School and Community Learning/Head Teacher/post holder advised of the outcome of the Job Sizing process.


iv.
Head of Personnel

· * It is likely that there will be a small number of posts that will need to be measured by benchmarking. Guidance on this process will be issued separately.

MNCT06/05 APPENDIX 4
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MIDLOTHIAN COUNCIL STANDING ORDERS

Approved by Midlothian Council on 17 June 2004.

Establishment of an Appointment Committee

The Committee will comprise the following members:-

(i)
For the appointment of a Head Teacher of a Primary or Secondary school:

-
3 School Board nominees; and

-
3 elected Members/religious representatives, one of whom will chair the committee and have a casting vote should that be required.

(ii)
For the appointment of a Depute Head Teacher of a Secondary School:

-
3 School Board nominees;

-
3 elected Members/religious representatives; and

-
the Head Teacher of the school, who will chair the Committee and have a casting vote should that be required.

(iii)
For the appointment of a Depute Head Teacher for a Primary School:

-
the Head Teacher of the school, who shall chair the Committee and have a casting vote should that be required;

-
the assisting Head Teacher from the existing panel;

-
the Director, Education or his representative; and

-
3 School Board nominees.

Notes relative to (i) to (iii) above:-

· where an elected Member/religious representative is unavailable to attend a meeting of the Committee, the Chief Executive is authorised to appoint a substitute elected Member/religious representative; and

· where the school concerned does not have a School Board, and where in terms of Schedule 2 to the Education (Scotland) Act 1980, as amended, 3 parents or 3 elected Members/religious representatives may replace them, the Chief Executive is authorised to appoint parents and/or elected Member/religious representatives as appropriate.

Quorum - The quorum for meetings of the Committee will be 2 members nominated by the Education Authority and 2 from the School Board, plus the Head Teacher where required.  Notwithstanding this, every effort should be made to secure the maximum possible attendance of members.

Minutes - The Minutes of the Committee will be submitted to the next meeting of the Cabinet.  Persons recommended for appointment by the Committee shall be appointed by the Cabinet, unless it appears to them that the candidate is not eligible for the post, in which case they may refuse to appoint them.  Where the Cabinet refuse to appoint a recommended candidate and it is still intended to fill the post, then the post will be re-advertised and the necessary procedures followed afresh.
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School Boards (Scotland) Act 1988


Section 11.
SCHEDULE 2

APPOINTMENT OF HEADTEACHERS OR DEPUTIES

1. Where an education authority intend to fill a post, other than on an acting basis, of headteacher or deputy headteacher of a school, they shall

(a) advertise the post in such publications circulating throughout Scotland as they consider appropriate; and

(b) if they decide to proceed further with the appointment, set up a committee (to be known as an “appointment committee") for the purpose of considering a short leet of candidates provided by the education authority and making recommendations to the authority for the appointment of persons to fill posts in accordance with this Act.

2. Except where paragraph 4 below applies, an appointment committee shall consist

(a) where the appointment of a headteacher is being considered, of equal numbers of persons nominated by the education authority (one of whose nominees shall be the chairman of the committee) and by the School Board:

(b) in any other case, of an equal number of persons nominated by the education authority and by the School Board and the headteacher of the school, who shall be chairman of the committee,

but pupils of the school and members of the staff (whether teaching or not) of the school other than the headteacher may not be members of an appointment committee.

3. Any vacancy occurring in the membership of an appointment committee shall be filled by a further nomination by the body which nominated the person whose place has become vacant.

4. Where for any reason no School Board are, for the time being, established for a school, an appointment committee shall consist of persons nominated by the education authority, together with, where paragraph 2(b) above applies, the headteacher of the school (who shall be the chairman.

4A. (1) Subject to sub-paragraph (2) below, any reference in paragraphs 2 to 4 above to the headteacher of a school shall include a reference to any person appointed to act for the time being as the headteacher of that school if that person is not, himself, a candidate for the post.

(2) Where an education authority has reasonable grounds for considering a person acting as headteacher would not be a suitable person to be a member of and chair a committee under this Schedule, the authority may exclude him from so acting.

4B. Where it appears to an education authority that an appointment committee cannot be constituted as mentioned in paragraphs 2 to 4A above, the authority may, after consultation with the Board, constitute an appointment committee made up of equal numbers of persons nominated by the authority and the Board with such other person as appears to the authority to be suitable as chairman.

Application of 1973 Act to appointment committees

5. The 1973 Act shall apply to appointment committees as it applies to sub-committees of an education authority appointed under that Act, but

(a) sections 56 and 57 of that Act shall not apply to appointment committees;

(aa) in respect of the performance of his duties as a member of an appointment committee, a person

(i) shall not, under or by virtue of that Act, be entitled to receive any allowance or expenses:

(ii) shall be entitled to receive under this sub-paragraph from the education authority such allowances and expenses as may be determined by the Secretary of State;

(b) members of appointment committees shall not require to be members of the education authority; and

(c) nothing in that Act shall

(i) enable functions of an appointment committee to be discharged by the education authority or by any other person or body;

(ii) enable the education authority to control the exercise of functions by an appointment committee; or

(iii) prevent an employee of the education authority being a member of an appointment committee.
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School Boards (Scotland) Act 1988

Conflict of interest

5A. (1) Subject to sub-paragraph (2) below, where, whether before or during any meeting of the appointment committee, any member of the appointment committee becomes aware that he or any person connected with him has (whether directly or indirectly) a material interest in or relating to any matter to be or being considered by the appointment committee they shall declare such interest and withdraw from the meeting during such consideration and shall not vote on any question relating to the matter.

(2) Nothing in sub-paragraph (1) above shall

(a) require a member of the appointment committee to declare an interest or withdraw or

(b) prohibit him from voting,

in relation to any matter where his interest exists by reason only of his being the headteacher of the school or a parent of a pupil in attendance at the school.

(3) Section 346(2) of the Companies Act 1985 (meaning of "connected person") shall apply for the purpose of determining whether a person is connected with a member of the appointment committee as it applies for the purpose of determining whether a person is connected with a director of a company; and for such purpose references in that section to a director of a company shall be construed as if they were references to such a member.

(4) The validity of any proceedings of the appointment committee shall not be affected by any failure to comply with this paragraph.

Short leet

6. Subject to paragraphs 7 and 8 below, a short leet shall consist of not less than 3 persons who have applied for the post and are eligible for it (in terms of any requirements by or under any enactment relating to eligibility for the post or for the class of post).

7. Where there are fewer than 4 applicants who are eligible for the post the education authority may

(a) subject to paragraph 12 below, omit the name of any candidate whom they consider to be unsuitable; or

(b) re-advertise the post.

8. Nothing in paragraph 7 above shall authorise the education authority to reduce the leet to fewer than 2 names.

Preparation of short leet

9. Subject to paragraph 10 below, the authority shall prepare the short leet and send it to the appointment committee; and the committee shall consider it and make their recommendation under paragraph 16 below.

10. The authority shall prepare the short leet in consultation with, and taking account of the views of -

(a) the School Board, if the post to which the short leet relates is that of headteacher of a school for which such a Board is established; and

(b) the headteacher, if the post is that of deputy headteacher.

Procedure of committee

14. The appointment committee and (where appropriate) the School Board shall

(a) inform the education authority in advance of any meeting to be held by either of them in connection with appointment to any post;

(b) consider any advice given by him or his nominee in relation to the appointment.

l5. An officer of the education authority shall

(a) be entitled to attend any proceedings of the appointment committee or a School Board; and

(b) give the committee or, as the case may be, the Board such advice as he considers appropriate,

in relation to an appointment to which this Schedule applies.

16. The appointment committee shall, unless they consider that no person on the short leet is suitable for the post, recommend one candidate for appointment.

17. Where an appointment committee recommend the appointment of any person to a post to which this Schedule applies the education authority shall appoint that person accordingly, unless it appears to them that the candidate is not eligible for the post in which case they may refuse to appoint him.

18. Where an education authority refuse, under paragraph 17 above, to appoint the person recommended by the appointment committee, the authority shall, if they intend to fill the post, undertake fresh procedure under paragraph 1 above.

19. It shall not be competent for a deputy headteacher to exercise any of the functions of a headteacher under this Schedule.

School Boards (Scotland) Act 1988


Schedule 2: APPOINTMENT OF HEADTEACHERS OR DEPUTIES

This Schedule lays down procedures which education authorities are required to follow when they intend to fill a senior post in a school. The Schedule only applies when the post is to be filled on a substantive basis rather than on an acting basis. Where the post is to be filled on a substantive basis, education authorities are required to advertise vacancies for senior school staff and to establish appointment committees to consider candidates for those vacancies. The Schedule also determines the composition of the appointment committees; these must include the nominees of the School Board for whose school the appointment is to be made, nominees of the education authority and the headteacher (where appropriate). In the case of headteacher appointments, the Schedule also provides for the School Board to be consulted on the short leet of candidates.

Paragraph 2 provides that, where a School Board exists for the school to which an appointment is to be made, the Board are to nominate one half of the members of the appointment committee. The Board cannot, however. nominate members of the school staff, whether teaching or not, nor pupils of the school (even when these are Board members). The amendment to the section introduced by the Education (Scotland) Act 1996 puts beyond doubt that both teaching staff and non-teaching staff are debarred from membership of an appointment committee on the grounds that it is not appropriate for members of staff to have a deliberative role in the appointment of more senior members of staff. The Board is not obliged to nominate only Board members (although it is expected they will normally wish to do so). There may be circumstances where there are insufficient Board members available to serve, or where the Board believes some additional person would represent important interests - perhaps a parent of a pupil at the school with special needs who is not a Board member.

The headteacher is automatically chairman of deputy headteacher appointment committees, but is not a Board nominee. (No minimum or maximum size for the appointment committee is set, but in setting up the committee the authority will need to take account of the size of the Board and the fact that they may not nominate staff members to the committee.) The remainder of the committee is to be nominated by the education authority. Like the Board, the authority may not nominate members of the staff of the school or pupils of the school to the committee. Again like the Board, the authority is not obliged to nominate only elected members or authority officers. In the case of the appointment of a headteacher, the chairman of the committee is to be one of the
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authority's nominees. Other than the headteacher, no member of the staff of the school may serve on an appointment committee. Paragraph 4 deals with the case where there is no School Board for the school.

Paragraph 4 provides that, if for any reason a school does riot have a School Board (or Interim Board), an appointment committee is to consist entirely of the nominees of the education authority with, in the case of deputy headteacher posts, the headteacher of the school as chairman. The other provisions of the Schedule apply to committees constituted under this paragraph.

Application of the Local Government (Scotland) Act 1973 to Appointment Committees

Paragraph 5 makes a general provision for matters such as procedure and allowances for members of appointment committees by applying the provisions of Schedule 10 to the Local Government (Scotland) Act 1973 to appointment committees as if they were sub​committees of an education authority appointed under that Act. The following exceptions are, however, made.

1. Sections 56 and 57 of and Schedule 10 to the 1973 Act (which allow for discharge of functions by officers and others) are not to apply to the work of appointment committees;

(aa) in respect of the performance of his duties as a member of an appointment committee, a person -

(i) shall not, under or by virtue of that Act, be entitled to receive any allowance or expenses;

(ii) shall he entitled to receive under this sub-paragraph from the education authority such allowances and expenses as may be determined by the Secretary of State;

2. It will not be necessary for members of appointment committees to be members of the education authority.

Nothing in the 1973 Act is to:

· enable the functions of an appointment committee to be discharged by the education authority or anyone else;

· enable the education authority to control the activities of an appointment committee; or

· prevent an employee of an education authority from being a member of an appointment committee.

School Boards (Scotland) Act 1988


Conflict of Interest

Appointment committees are subject to limited conflict of interest provisions as a result of the application of the Local Government (Scotland) Act 1973 under paragraph 5 above.

Paragraph 5A introduces wider provisions which apply to appointment committees in the same way as the conflict of interest provisions in section 5A of the Act apply to meetings of the School Board and its committees. As appointment committees are constituted by the education authority, they are not meetings of the Board hence the need for separate provisions in the Schedule. As under section 5A, the effect of paragraph 5A is that members of an appointment committee must declare any material interest they, or a person connected with them, have in relation to any matter being considered; must withdraw from meetings where such a matter is under consideration; and must not vote on any question relating to the matter. The only exception from the requirement to declare a material interest is an interest which arises solely from being either the headteacher of the school or a parent of a pupil in attendance at the school.

Paragraph 5A(3) provides that section 346(2) of the Companies Act 1985 (meaning of "connected person") applies for the purpose of determining whether a person is connected with a member of the appointment committee as it applies for the purposes of determining whether a person is connected with a company director. The definition in section 346(2) includes a person's spouse, children and stepchildren, as well as a range of corporate bodies and other persons associated with the person or his spouse, children or stepchildren.

Short leet

Paragraph 6 provides that generally, a short leet for consideration by an appointment committee is to consist of at least three eligible applicants for the post. ("Eligibility" means eligibility under section 90 of the 1980 Act which provides that teachers must be registered by the General Teaching Council before being employed in education authority schools and under section 21 of the 1980 Act which requires that teachers appointed to denominational schools be approved as regards their religious belief and character by representatives of the church in whose interest the school is conducted.)
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Paragraph 7 provides that where there are fewer than 4 eligible applicants for the post, the education authority has the discretion to omit from the leet any candidates that they consider unsuitable. This is subject to the qualification set out in paragraph 8 below that the short leet may not be reduced to fewer than two candidates in order to ensure choice for an appointment committee.

Preparation of short leet

Paragraphs 9 and 10 were amended by section 30 of the Standards in Scotland's Schools etc. Act 2000 and allow for a streamlined procedure whereby an authority prepares a short leet in consultation with the Board and the headteacher (if the post is that of deputy headteacher).

Paragraph 9 requires the education authority to prepare the short leet of candidates and send it to the appointment committee to consider and recommend one candidate for appointment unless the appointment committee considers that none of those on the leet is suitable.

Procedure of committee

Paragraphs 14 and 15 taken together give the education authority the opportunity to ensure that Boards and appointment committees are fully appraised of all the relevant professional issues and technical considerations in making senior appointments.

Paragraph 17 requires the education authority to appoint the person recommended by the committee unless the candidate is not eligible for the post. It is possible that a candidate who was (or appeared to be) eligible at the time the short leet was drawn up might have become ineligible by the time of the final recommendation. The education authority may not refuse to appoint a recommended candidate on grounds other than ineligibility. (The criteria for eligibility are defined in paragraph 6.)

Paragraph 19 prohibits any deputy headteacher from exercising the functions of a headteacher in relation to appointments. This provision therefore requires that any vacancy for the post of headteacher at a school has to be filled before permanent appointments to the post of deputy headteacher can be made. This reflects the importance of the headteacher as senior professional and manager in the school.
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MIDLOTHIAN NEGOTIATING COMMITTEE FOR TEACHERS

Appointment Procedure for Principal Teacher and Teacher Posts

Agreement has been reached with regard to the Appointment Procedure for Principal Teacher and Teacher Posts and a copy of the agreement is attached.  This procedure should be followed in all future appointments for such posts.

Head Teachers are asked to ensure that an accessible paper copy of this agreement is available for staff within the establishment.

Donald MacKay – MNCT Chair

Sonia Kordiak – MNCT Joint Union Side Secretary

Circulated to: All Schools, Teacher Unions, SNCT
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MIDLOTHIAN COUNCIL

APPOINTMENT PROCEDURE FOR PRINCIPAL TEACHER AND TEACHER POSTS

1. Introduction

1.1
The Midlothian Council Recruitment and Selection Policy gives guidance on the Council’s recruitment and selection procedures.  The Council Policy should be followed when a school seeks to recruit for Principal Teacher and Teacher posts.

1.2
When appointing relevant teaching staff, the selection process will involve appropriate members of the School Board and/or Cabinet and Officers of the Education Division as defined by the Midlothian Council’s Cabinet in accordance with the Council Standing Orders, and relevant legislation.

1.3
Arrangements for the appointment of Principal Teachers and Teachers are as follows.

2.
Procedure to be followed
2.1
Following the advertisement of the post and initial review of all applications for the vacant post, a selection panel will be nominated by the Head Teacher.

2.2
The Head Teacher will consult the school’s Link Education Officer or the Head of School and Community Learning when nominating a selection panel and completing the selection process.

2.3
If a school does not have a School Board then the Head Teacher may make use of a formally constituted Parent Group associated with the school in order to seek to identify a parent member for the selection panel.  Every effort should be made to involve a parent.  However if a parent member cannot be identified then the selection panel can continue with the involvement of a member of the schools management team and/or an Education Officer.

2.4
The construction of a selection panel.


Post
Chair of Panel
Other Members of
Quorum



the Panel


Principal Teacher
Head Teacher
Education Officer
a minimum of 2




DHT
a maximum of 4




Parent


Teacher
Head Teacher
Education Officer
a minimum of 2



or DHT
DHT or PT
a maximum of 4




Parent
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2.5
The Chair


The Head Teacher (or DHT when appropriate) will chair the selection panel and have a casting vote should that be required.   In the long term absence of the substantive Head Teacher, the acting Head Teacher may chair the panel, subject to the approval of the Director, Education.

2.6
Quorum


The quorum for the selection panel, which must include the Head Teacher, or DHT when appropriate, will be 2 members with a maximum of 4 members.

2.7
The Minutes of the panel will be submitted to the Director, Education.  Persons recommended for appointment shall be approved by the Director, Education unless it appears that the candidate is not eligible for the post, in which case the Director, Education may decline to confirm the appointment.
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GUIDELINES ON THE DRAFTING OF JOB SPECIFICATIONS

Guideline issued by: Head of School and Community Learning 
1. INTRODUCTION.

1.1. Under the terms of Section 5 of the National Agreement ‘A Teaching Profession for the 21st Century’ three of the ‘devolved’ arrangements contained in Annex F of the agreement refer to “appointment procedures”, “promotion procedures” and “specific duties and job remits”.

1.2. Although there are existing appointment procedures for promoted posts, the creation of new promoted posts at Principal Teacher Level, the establishment of Annex B (Outline of Teacher Duties) of the national agreement, and the requirement to Job Size all new posts has created the need to review the specific duties and job remits for new management posts.

1.3. In order to take account of Annex B of the national agreement and to ensure a consistent approach to the identification of specific duties and job remits within the recruitment and selection procedure it is proposed that a Job Specification template be used to guide head teachers. (Appendix 1)

1.4. The template sets out the Job Specification for the post and provides details of the Job Purpose, Outline of Duties, and an indication of the duties that are specific to the post. This, along with the baseline school data, will allow the post to be job sized to determine the scale point and salary for the post. Job Sizing will be carried out in due course in accordance with agreed criteria.

1.5. Further reference guidelines will be developed to provide guidance in relation to:

· ‘Selection Criteria’ that can be used within the selection procedure; and 
· ‘Guidelines on Job Specifications’ that can be used when drafting the duties that are specific to the post.
28

1.6. It should be noted that the development of the Job Specification template is an interim step in the policy and practice development process in order to address the assimilation of current Assistant Principal Teacher and Senior Teacher posts, and the emerging school and support service management structures. For APT and ST posts the current (i.e. pre-August 2003) duties of post holders should be used as the basis for the development of new job remits in line with the duties indicated in Annex B and the further exemplification of these duties in the job specification template. It is not anticipated that all duties listed will require to be undertaken by these new PTs.
1.7. Further development of policy and practice in relation to recruitment and selection procedures will required to be undertaken in relation to “appointment procedures”, “promotion procedures” and “specific duties and job remits”. This will be subject to consultation, negotiation and agreement within the Local Joint Negotiating Committee (LJNC).
2. GUIDANCE.

Head teachers and Education Officers are asked to take account of the following guidance when drafting a Job Specification:

2.1 The Job Specification template (Appendix 1) should be used when drafting a Principal Teacher Job Specification.

2.2 Information relevant to the post requires to be detailed with reference to the four sections of the Job Specification,  (This is highlighted yellow in the electronic document template):
2.2.1 Section 1 - Job Specification:

· Insert the title of the post: Principal Teacher - …………….. This should refer to the title of the post within the management structure of the school and could refer to a subject area, curricular area, guidance or other relevant title. i.e. Principal Teacher - English, Principal Teacher - Literacy, Principal Teacher – Curriculum, Principal Teacher – Guidance, Principal Teacher – Pupil Support, Principal Teacher – School Improvement etc.
· Insert the name of the school.

· Insert the location of the school – town or village name.
· Indicate if the post is part or full time and give the FTE.

· Indicate if the post is permanent or temporary.

· The post reference and scale point will be provided by the Personnel Unit.

29

2.2.2 Section 2 - Job Purpose:

· Insert details relevant to the grade of the post. This should give the purpose of the post within the school or team context and should refer to the subject area, curricular area, guidance or other relevant area; as given in section one of the job specification.

· For example:

The Principal Teacher - Curriculum at ………. Primary School will work as part of the management team of the school and have responsibility for the area of learning, teaching and achievement. The specific curricular area will be identified in the school’s annual plan for improvement.

Or

The Principal Teacher – School Improvement at ………. Primary School will work as part of the management team of the school and have responsibility for the management of school improvement projects. The specific project priority area will be identified in the school’s annual plan for improvement.

Or

The Principal Teacher - Literacy at ………. Secondary School will work as part of the management team of the school and have responsibility for the curricular area of Literacy. This will involve working across the whole school and working with associated schools.

Or

The Principal Teacher - Science at ………. School will work as part of the management team of the school and have responsibility for the curricular area of Science. This will involve working with the range of staff responsible for the delivery of the Science curriculum.

Or

The Principal Teacher – Pupil Support at ………. Secondary School will work as part of the management team of the school and have responsibility for the provision of pastoral care and guidance for a group of pupils. This will involve working across the whole school and working in liaison with external agencies.

· The standard job purpose detailed in section 2 should remain unchanged and follow on from the above mentioned contextual details.

2.2.3 Section 3 – Outline of Duties:

· The outline of duties detailed in Annex B of the national agreement is referred to as an appendix to the job specification and should remain unchanged.

2.2.4 Section 4 – Duties Include:

· Insert details relevant to the grade of the post. This should give the allocated area of responsibility and provide more specific details of the duties relevant to the grade of post within the school or team context. Reference should be made to the subject area, curricular area, guidance or other relevant area; as given in section one of the job specification.

· The specific responsibilities and duties are detailed under four headings. The four headings and the specific duties relate to the Job Sizing Toolkit Questionnaire. Where a specific responsibility on the job specification template is not relevant to the post then it should be deleted from the list. For example if the post does not carry any budget responsibility then the relevant reference 1.3 should be deleted.
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· At present further additional specific responsibilities cannot be added to the list, but the opportunity is available in this section to provide an exemplification of the responsibilities and duties where direct line management responsibilities and additional responsibilities are associated with the post. Reference should be made to the Job Sizing Questionnaire and the associated explanatory notes & examples (Appendix 2).

2.3 This guideline is provided as a basis for writing the job purpose and description of duties. However this is merely an example and head teachers should therefore feel free to provide details and descriptions that reflect the nature and context of the post relevant to meeting the needs of the school in order to maintain or improve the delivery of the education service. Once a number of job specifications have been developed then further reference examples will be available for head teachers to draw upon.

2.4 The Job Specification will then be used to job size the post in order to provide a scale point and associated salary.

2.5 The Job Specification will be subject to review and evaluation by the Head of School and Community Learning in consultation with the Personnel Unit and the Teacher Unions.

2.6 Head Teachers and Education Officers should feel free to contact the Head of School and Community Learning should they wish to discuss any issues raised in this guideline.

FORBES MITCHELL

Head of School and Community Learning

14 July 2003

Contact Person: Forbes Mitchell 0131 271 3719 forbes.mitchell@midlothian.gov.uk 



Associated Papers:  Appendix 1 - Job Specification template; and




Appendix 2 – Job Sizing Questionnaire and associated 

explanatory notes & examples


Paper Circulated to: All Head Teachers, Education Officers, Teacher Unions

File Code: Job-spec-guide-14-07-03(PPP-1r1)
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Midlothian


RECRUITMENT AND SELECTION POLICY



1.

INTRODUCTION
1.1

The aim of this Recruitment and Selection Policy is to implement the Council's Equal Employment Opportunities Policy in the area of appointment procedures to ensure that all appointments are based on merit and that all job applicants are treated equally.

1.2

The Council's Recruitment and Selection Policy is based on current employment legislation and good personnel practice to ensure fair and consistent policy application and equal access to employment.  This Policy also takes full account of the COSLA Code on Recruitment and Selection.

1.3
The Policy applies to all employees of the Council and to all those who apply for employment.

2.
AIMS OF POLICY

2.1
The main aims of the Recruitment and Selection Policy are:-

(a)
to establish best practice standards to promote effective decision-making in the appointment of employees;

(b)
to ensure a fair, consistent and standardised approach to recruitment and selection; and

(c)
to apply the principles of equal opportunities consistently in all stages of the recruitment and selection process;
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3.
GENERAL STATEMENT OF POLICY
3.1
Midlothian Council is committed to achieving equality of opportunity in recruitment and will promote anti-discriminatory practices to achieve fair access to employment.

3.2
Employees will be recruited from the widest appropriate recruitment market.

3.3
The Policy applies to all temporary and permanent recruitment for full- and part-time posts, except in the circumstances described in Section 9 below.  Internal and external applicants will be treated equally.

3.4
Every job applicant will be made aware of the Council's policy on recruitment and selection.

4.
RESPONSIBILITIES

4.1
The Chief Executive has overall responsibility for the implementation and review of the Recruitment and Selection Policy.

4.2
Directors have specific responsibility for recruitment and selection decisions within their own Division, and for ensuring that line managers and other staff comply with this Policy. For relevant teaching posts, this responsibility will rest or be shared with Elected Members and School Board Members in accordance with procedures established under the School Boards (Scotland) Act 1988.

4.3
The Head of Personnel is responsible for:-

(a)
advising on the proper implementation of the Recruitment and Selection Policy;

(b)
co-ordinating the monitoring of recruitment and selection procedures and practices and, if necessary, review of the Policy;

(c)
ensuring that all employees and applicants are made aware of the Policy;


(d)
providing a co-ordinating role in the provision of appropriate training 

across Council Divisions; and

(e)
approving proposals to amend or supplement the recruitment process to meet the needs of Divisions e.g. the validation of candidate testing techniques.

4.4
All individuals involved in recruitment and selection will be expected to understand and correctly apply the Council's policy on recruitment and selection.  Appropriate training will be given to achieve this objective (see Section 8)

33

5.
ROLE OF PERSONNEL STAFF
5.1
Wherever staffing resources permit, an officer of the Personnel Unit will attend at each stage of the recruitment process in a fully participative capacity.  The final selection decision will rest with the Divisional officers involved.  For relevant teaching posts, an officer of the Personnel Unit may be involved in an advisory capacity in accordance with procedures established under the School Boards (Scotland) Act 1988.
5.2
The Employee Resources Section of the Personnel Unit will provide guidance in the interpretation and application of the Policy.

6. ESSENTIAL POLICY ELEMENTS

6.1 When a vacancy arises, all the following stages in the recruitment and selection process will be implemented in the following order: -

 (a)
Vacancy Review

The Director will assess the need to fill the vacant post in relation to policy, statutory, organisational and budgetary requirements.  He/she may also take into account information gained from the previous postholder at an exit interview.  The Director must obtain any necessary authorisation before seeking to fill the post.

(b)
Job Summary/Job Description
Every post must have an accurate, up to date Job Summary or Job Description.  The main purpose, duties and responsibilities of the post will be clearly defined.  Where job requirements have changed significantly, the Job Summary/Job Description will be reviewed in accordance with nationally or locally approved arrangements.

(c)
Selection Panel
(i)  Where a Chief Officer post becomes vacant, the Council will be responsible for making an appointment.  The Council will be advised by the Chief Executive or, where the post of Chief Executive is being filled, by the Head of Personnel.

(ii)  For all other vacancies except teaching posts, the Divisional Director will nominate a selection panel who, with the Personnel Unit representative referred to in 5.2 above, will determine the appointment arrangements including timescale.  The nominated selection panel will normally remain constant throughout the recruitment process.

(iii) When appointing relevant teaching staff, the selection process will involve appropriate members of the School Board and/or the Cabinet and officers of the Education Division as defined by Midlothian Council's Cabinet in accordance with Schedule 2 of the School Boards (Scotland) Act 1988.  Appropriate arrangements will be established for other teaching posts.
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(iv)  Panel members will be trained in the Recruitment and Selection Policy, and related skills and practice.  Consideration will be given to the appropriate composition of the panel in respect of line management responsibility, professional/technical knowledge, and also equality issues consistent with the Council's Equal Employment Opportunities Policy.

(d)
Employee Specification
(i)  Prior to advertising a vacancy the existing Employee Specification will be reviewed, and/or, if necessary, a new Employee Specification prepared.  This should state the essential and desirable skills and abilities necessary for the successful performance of the job.  The specification provides the shortlisting and interview evaluation criteria.

(ii)  Qualification requirements will be the minimum required for satisfactory job performance.  All other criteria will be justifiable in terms of the requirements of the post.

(e)
Advertising
All vacancies will be advertised internally and externally simultaneously, except where Section 9 below applies.

Advertisements will accurately reflect the Job Summary/Job Description and the essential skills, qualifications and attributes identified in the Employee Specification although the detail required will vary depending on the nature of the post.  The Council's commitment to equality will be stated in all advertisements, including, where appropriate, a statement referring to particular target groups and whether or not the post is suitable for job-share.

(f)
Application Forms and Applicant Information
(i)  All applications must be on a Midlothian Council application form.  Curriculum vitae will not be accepted.  Information regarding disabilities will only be sought in compliance with the Disability Discrimination Act.

(ii)  Inappropriate personal information will not be sought.  A separate form will request voluntary declaration of information required for equal opportunities monitoring purposes, and will not be made available to the selection panel.  Each applicant will be given an Applicant Information Pack, which will include information on the Council, the employing Division and its structure, a Job Summary/Job Description and conditions of service.  It will also outline the recruitment process.
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(g)
Communication
Applications will only be acknowledged on receipt of a stamped, self-addressed envelope from the applicant. All applicants will be informed in writing of the outcome of their application or exceptionally, notified of alternative arrangements within the Applicant Information Pack.

(h)
Shortlisting
(i)  Final shortlisting will be carried out by all the selection panel members meeting together, and will be determined by evaluating application forms against the criteria set out in the Employee Specification, using the appropriate documentation for recording purposes.

(ii)  In the case of relevant teaching posts, short-listing will be carried out in accordance with procedures established under the School Boards (Scotland) Act 1988.  Appropriate arrangements will be established for other teaching posts.

(i)
Interview and Selection Methods
(i)  Interviews will be conducted in a fair, consistent and structured manner.  An interview plan will be agreed, in advance, by the selection panel and will consist only of questions and information pertinent to the requirements of the post.

(ii) In determining the selection arrangements, the panel will give due consideration to the use of formal methods of competence/skills testing.  Where testing is seen as beneficial, the Head of Personnel will be consulted to ensure the tests are appropriate and will not disadvantage any group.

 (j)
Selection Decision
Each panel member will independently complete an Assessment Form for each candidate after each interview.  The assessment forms will be used as the basis of the selection decision, and the reasons for this decision will be recorded and retained by the Council as specified in Section 7.

(k)
Vetting Procedure
The successful candidate’s appointment will be confirmed only after the following procedures have been completed:-



Criminal Conviction Screening
(i)  For posts that are exempt from the provisions of the Rehabilitation of Offenders Act, all applicants will be required to disclose information on criminal convictions, including spent convictions.  This information will be obtained via the application form;

(ii)  For posts subject to the screening of the selected candidate by the Scottish Criminal Records Office, an authorised officer shall obtain any relevant information and advise panel members accordingly.
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(iii) for teaching posts, the list of registered teachers supplied by the General Teaching Council for Scotland will be checked.



Medical Screening
All appointments will be subject to pre-employment medical screening, in accordance with the procedure adopted by the Council.



Validation of Qualifications
The line manager will be provided with original certificates of qualification by the successful candidate.  A verified copy will be retained within the employee’s Personal File.  For posts which require professional registration, such as teachers or solicitors, the successful candidate will be required to provide evidence of qualifications and current  registration status.



References

All appointments will be subject to satisfactory references.  Information sought must be objective and relevant to the post and to the candidate’s employment history.  A standard form will normally be used for this purpose.

7.
RECORD-KEEPING

7.1
A record of short-listing evaluations and of interview decisions will be made by each panel member using the standard documentation.  These will be held by the Council for a period of six months from the date of selection decision. If a complaint has been submitted relating to an appointment, the relevant records will be kept until the complaint is resolved.

8.
TRAINING FOR PANEL MEMBERS
8.1
The Council is committed to ensuring that all panel members will be trained in recruitment and selection methods in order to fulfil the objectives of the policy.  This will include training for Elected Members and representatives of School Boards who participate in the recruitment of Council employees.

8.2
The Personnel Unit will also provide advice on the Policy to representatives of external organisations such as funding bodies who participate in the recruitment of Council employees.
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9.
EXCEPTIONS
9.1 Positive Action/Preferential Treatment

9.1.1
The Council applies certain other Policies and conditions of service which create exceptions to the Recruitment and Selection Policy in order to give more favourable treatment to the following categories of people:


(a)
trainees on Employed Status Training Programmes;


(b)
employees awaiting redeployment as a result of policy, organisational 

structure or budget reviews, including teaching staff who are subject to 

compulsory transfer arrangements;

(c)
employees being considered for alternative employment on the grounds of ill-health; and


(d)
job applicants with disabilities.

9.1.2
Additional positive action measures targeting under-represented groups, consistent with legislation, may arise out of changes or additions to Council policies.

9.2
Advertising
9.2.1
Occasionally, a permanent appointment may be made to a post from existing employees only following an internal advertisement.  Any decision to restrict advertising in this way should be with the joint agreement of the Director and the Head of Personnel.

9.2.2
It is recognised that some services require immediate cover for absent employees to ensure staffing levels are sufficient to maintain essential services and/or safety standards.  In these circumstances employees may be appointed on short-term temporary contracts without advertisement. Wherever practicable, the Council will establish registers of qualified and experienced individuals who have made themselves available for employment on this basis and who have been placed on a register following a formal selection process.

10.
COMPLAINTS

10.1
All applicants have the right to make a complaint of unfair treatment relating to any stage of the recruitment and selection process.

10.2
Internal applicants who wish to make a complaint of unfair treatment relating to the recruitment and selection process should refer to the Council’s Grievance Procedure.
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10.3
A complaint by an external applicant, in the first instance, should be made in writing to the relevant Director. The Director will consult the selection panel members before making a written response. If the complainant remains dissatisfied, he/she will be advised of the right to submit the complaint to the Chief Executive, who will normally arrange for an enquiry.  A report may be submitted to the Cabinet.

10.4
A complainant will suffer no future disadvantage in respect of promotion or employment, regardless of the outcome of the complaint.

10.5
Where a complaint regarding the recruitment process is proven, all appropriate practices and procedures will be reviewed and amended accordingly to ensure no further breach of the policy.

10.6
Where employees of the Council are found to have acted in breach of the Recruitment and Selection Policy, this will normally be addressed through training. However, in exceptional circumstances, an investigation under the Council’s Disciplinary Procedure may be necessary.

11
REVIEW

11.1
This policy shall be reviewed as necessary in consultation with the trade 

unions.
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Midlothian Council – Education Division

Recruitment and Selection Assessment Record
Post:


Post Reference Number:


Selection Panel Member:




Candidate 1
Candidate 2
Candidate 3
Candidate 4
Candidate 5
Candidate 6

Employee Specification Criteria

E = Essential

D =Desirable
E/D







1.1











1.2











1.3











2.1











2.2









2.3











2.4











3











4










Progress to Longleet Interview?









Progress to Shortleet Interview?









Selected at Interview for appointment?








Recording Code:  = Criteria met – evidence from Application Form – AF    Longleet Interview – LL    Shortleet Interview – SL




The criteria reference number should be marked on a copy of the application form for reference purposes

Teaching posts should be referenced against the employee specification criteria and relevant standard i.e standard for full registration, standard for headship.
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