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THE MORAY COUNCIL LOCAL NEGOTIATING COMMITTEE FOR TEACHERS

Acting Up Procedures for Promoted Posts in Primary and Secondary Schools

(Teaching Staff)

March 2015
LNCT 007-15
The following is the protocol for Acting up Procedures in Primary and Secondary schools.
It was agreed that opportunities for career enhancement should be opened up to as many people as possible thus giving them the opportunity to gain relevant and appropriate Leadership and Management experiences.  

Please note that these arrangements apply for vacancies occurring as a result of absence and secondment.  They may also be used to fill a vacancy on a temporary basis whilst formal appointment procedures are being completed. 
Please see Appendix 1 for secondment application form template.
Termination of Acting Up Arrangements

One weeks’ notice is required from either side for the termination of the short or long term acting up agreement.  This should be given in writing.
Payment for Acting Up Appointees

Long Term Appointees
Will be auto paid the new salary on a monthly basis.  Holiday pay will be on a pro rata basis.

Short Term Appointees

Appointee must complete a temporary responsibility payment form on a monthly basis.  Higher rate of pay will only be applied after 20 days in the higher responsibility post (pro rata for part time).  Eg - if a teacher is appointed to a PT post 2 days per week they will receive the higher payment after 8 days of acting up.   Holiday pay will be on a pro rata basis.
Head Teacher - Long Term Acting Up Arrangements
Where a Primary School Head Teacher post becomes vacant either through secondment, winding down, phased retirement or long term illness (known to be for more than 13 weeks at the outset) and there is a requirement for an Acting Head Teacher then the following procedure will be followed;
1. 
The Acting Head Teacher post will be advertised across Moray by the Business Support Team and will be available on the Moray Council Teaching Vacancies Page and by link from the weekly communications bulletin as appropriate.  Vacancies will be advertised for a period of up to 2 weeks and adverts will include the date for interview as well as potential start date.
2.
Applications will be returned to the Business Support Team Manager and collated for distribution to the relevant QIO.
3.
A leet will be agreed by at least 2 members of the interviewing panel and candidates informed at least 1 week in advance of interview.
4.
The appointment process for such posts will be restricted to interview only involving Education Officers and a peer Head Teacher.  It will not include members the Parent Council or Elected Members of The Moray Council.  The interview will last for approximately 45 minutes and will include a 10 minute presentation on a given topic and a number of set questions and scenarios pertinent to the post.
5.
In the case of phased retirement or winding down, the substantive Head Teacher would replace the peer Head Teacher on the interview panel.

6.
Appointment paperwork for an Acting Head Teacher post will be completed by the Business Support Team. 
Depute Head Teacher - Long Term Acting Up Arrangements
Where a Depute Head Teacher post becomes vacant either through secondment, winding down, phased retirement or long term illness (known to be for more than 13 weeks at the outset), and there is a requirement for an Acting Depute Head Teacher then the following procedure will be followed;
1.
The Acting Depute Head Teacher post will be advertised across Moray by the Business Support Team and will be available on the Moray Council Teaching Vacancies Page and by link from the weekly communications bulletin as appropriate.  Vacancies will be advertised for a period of up to 2 weeks and adverts will include the date for interview as well as potential start date.
2.
Applications will be returned to the Business Support Team Manager and collated for distribution to the relevant Head Teacher.
3.
A leet will be agreed by at least 2 members of the interviewing panel and candidates informed at least 1 week in advance of interview.
4.
The appointment process for such posts will be restricted to interview only involving Education Officers or a peer DHT if available and the Head Teacher of the school concerned.  It will not include members of Parent Council or Elected Members of The Moray Council.  The interview will last for approximately 45 minutes and will include a 10 minute presentation on a given topic and a number of set questions and scenarios pertinent to the post.
5.
In the case of phased retirement or winding down, the substantive Depute Head Teacher would replace the peer Depute Head Teacher on the interview panel.

6.
Appointment paperwork for an Acting Depute Head Teacher post will be completed by the Business Support Team. 
Principal Teacher – Long Term Acting Up Arrangements
Principal Teacher post becomes vacant either through secondment, winding down, phased retirement or long term illness (known to be for more than 13 working weeks at the outset), there is a requirement for an Acting Principal Teacher then the following procedure will be followed;
1.
The Acting Principal Teacher post will be advertised across Moray by the Business Support Team and will be available on the Moray Council Teaching Vacancies Page and by link from the weekly communications bulletin as appropriate. Vacancies will be advertised for a period of up to 2 weeks and adverts will include the date for interview as well as potential start date.
2.
Application forms will indicate that they should be returned to the school.
3.
A leet will be agreed by at least 2 members of the interviewing panel and candidates informed at least 1 week in advance of interview.
4.
The appointment process for such posts will be restricted to interview only involving:

In Secondary



In Primary
Peer Principal Teacher


Head Teacher

Head Teacher



Peer HT/DHT

Depute Head Teacher


Officer or Peer Principal Teacher (if 






available)
The interview will last for approximately 30 minutes and will include a number of set questions and scenarios pertinent to the post.

5.
In the case of phased retirement or winding down, the substantive Principal Teacher would replace the peer Principal Teacher on the interview panel.

6.
Appointment paperwork for an Acting Principal Teacher post will be completed by the school. 
Short Term Acting Up Arrangements
Where a promoted post becomes vacant either through short term illness (indicated as being more than 2 weeks but  less than 13 working weeks at the outset) or a vacancy whilst a post is being advertised the following procedure will apply;
Less than 3 months
· Post should be advertised in line with the following Tables.
· A Temporary Responsibility Claim Form should be completed each month and forwarded to HR.

· Application should be in the form of ‘note of interest’.

· Recruitment in this process should normally be within one week.

· Appointment must be in line with relevant job description/person specification.
· An interview of up to 30 minutes would be held and would apply regardless of the number of applicants.

Acting Head Teacher - Pool of Potential Applicants
	Acting Vacancy
	Pool of Potential Applicants
	Advertised By
	Paperwork

	HT Primary
	All permanent DHTs within school in first instance

All teachers in school (if no suitable applicants)


	Advert prepared by Business Support Team and advertised by the school with return address and closing date stated

	Business Support Team

	HT Secondary
	All permanent DHTs within school


	Advert prepared by Business Support Team and advertised by the school with return address and closing date stated


	Business Support Team


The interview panel will consist of Education Officers, HT or peer HT

For both primary and secondary posts:

Where the above fails to produce an appointment, the procedure for Long Term Acting Up arrangements should be applied.  Where a post lasts for 6 months or more then consideration should be given to Long Term Acting Up arrangements.
Acting Depute Head Teacher - Pool of Potential Applicants
	Acting Vacancy
	Pool of Potential Applicants
	Advertised By
	Paperwork

	DHT Primary
	All teachers in school
	Advert prepared by Business Support Team and advertised by the school with return address and closing date stated
	Business Support Team

	DHT Secondary
	All Principal Teachers in school
	Advert prepared by Business Support Team and advertised by the school with return address and closing date stated


	Business Support Team


The interview panel will consist of Education Officer, HT and peer DHT if available.

For both primary and secondary posts:

Where the above fails to produce an appointment, the procedure for Long Term Acting Up arrangements should be applied.  Where a post lasts for 6 months or more then consideration should be given to Long Term Acting Up arrangements.

Acting Principal Teacher - Pool of Potential Applicants
	Acting Vacancy
	Pool of Potential Applicants
	Advertised By
	Paperwork

	PT Primary
	All teachers in the school 
	HT
	HT

	PT Faculty/Subject
	All teachers within that faculty/subject
	HT
	HT

	PT Guidance
	All teachers in the school
	HT
	HT

	PT SfL
	All teachers in the school
	HT
	HT


The interview panel will consist of HT, DHT, peer PT if available.
For both primary and secondary posts:

Where the above fails to produce an appointment, the procedure for Long Term Acting Up arrangements should be applied.  Where a post lasts for 6 months or more then consideration should be given to Long Term Acting Up arrangements.
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	EDUCATION AND SOCIAL CARE

Long Term Acting Up

[JOB TITLE]

[SCHOOL]


Surname: ………………………………… Forenames: ….…………………….…………

Preferred Title:………  Payroll No: MC  TCH …………………… GTC No:............................

Home Address  ………………………………………………………………………………

…………………………………………………………………………….…………………….

Postcode………………  Tel No …………..……… E-mail:………………………………

School  ……………….………………….  Post  ………………..…………..……………...

Signature  ……………………………  Date ………………………………………………

Please state why you consider you are a suitable candidate for this post:

	


(Continuation from page 1)

	


Completed application forms should be returned to:

[Head Teacher]

[Address]

The closing date for the post is 12.00pm on [date] 
Please ask your line manager to complete the attached report before forwarding to:

[Head Teacher], [school] no later than [interview date to be inserted]
	Brief Comments by Line Manager




Signature of Line Manager ……………………………….  Date ……………………

Signature of Applicant  …………………………………… Date ……………………..

(having seen this report)
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