PROCEDURE FOR DEPUTE HEAD TEACHER APPOINTMENTS 
1. Vacancy Information

Educational Services will inform the Chairperson of the Parent Council of a vacancy for a Depute Head Teacher in the school and this will trigger all of the following actions.
In the event that the authority takes the decision to appoint a Depute Head Teacher to a school via redeployment procedures then the Director of Educational Services will consult with and advise staff and parent representatives of any school involved.
Action – ESO Staffing

2. Appointment Schedule

The appointment schedule will detail:

(a) the date of advertisement

(b) the closing date for applications

(c) date for sifting and initial leeting meeting

(d) date for initial interviews and assessment tasks
(e) date for final interviews

(f) potential start date for successful candidate

A meeting of representatives from Educational Services (Head Teacher + Education Service Officer – Staffing or Quality Improvement Officer) and representatives from the Parent Council will be held to agree to (a) – (f) above within three working weeks of the vacancy being declared.
Action – ESO Staffing and QIO

3. Advertising

Within two working weeks of the appointment schedule meeting having taken place, a national advert will be processed by Educational Services.
Action – ESO Staffing

4. Meeting to Sift Applications and Select Candidates for Initial Interview and Assessment Tasks
The leeting process for any Depute Head Teacher post must involve robust professional screening.  It is important that those candidates selected for final interview are both professionally qualified for the post in terms of the competencies required and are ready for the post for which they are applying.  Therefore, the leeting procedure requires a high level of professional input.  Whilst recognising that this is a key area for the Education Authority, parents, through their awareness of the local characteristics of the school and the local area bring much to this stage of the process and are actively encouraged to participate.  The sifting/initial leeting panel therefore will consist of:

· Head Teacher 
· Quality Improvement Officer 

· Peer Depute Head Teacher 

· Two representatives from the Parent Council (The Parent Council, where it so wishes, can nominate someone who is not a member of the Parent Council to represent the parental view.  The choice of the parent representatives will be a matter for the Parent Council however it is envisaged that at least one of the parental representatives will be a parent with a child at the school.)

This panel will select a number of candidates to go forward to an initial interview and to undertake a selection of activities and exercises designed to examine their suitability for the post.

5. Initial Interview and Assessment Tasks
This element of the process should be seen as the selection stage at the end of which a number of candidates will be nominated for final interview.  Membership of the panel for this stage of the process:

· Head Teacher (Chair)
· Head of Service or nominee

· Quality Improvement Officer 

· Peer Depute Head Teacher 

Activities and exercises, designed by Education Officers, will be undertaken on the same day as the initial interview and a report, written by the assessment tasks group (consisting of officers from Educational and Personnel Services), will be provided to the panel to assist with their deliberations and consideration of the merit of each candidate.  Following this the panel will select candidates for final interview and Educational Services will inform the Parent Council of the names of these candidates, all of whom will be deemed suitable for appointment.  
Action – ESO Staffing
6. Final Interview

NB – The legislation guarantees that not less than one-third of the membership of any final interview panel must comprise parent member or members of the Parent Council or parents nominated by the Parent Council.

Panel membership:

· Head Teacher (Chair)
· Chair of Education and Social Services Committee(Remit 1) or nominee

· One Ward Member

· Two Parent Council representatives (The Parent Council, where it so wishes, can nominate someone who is not a member of the Parent Council to represent the parental view.  The choice of the parent representatives will be a matter for the Parent Council however it is envisaged that at least one of the parental representatives will be a parent with a child at the school.)

·  Quality Improvement Officer

  

·   Peer Depute Head Teacher 

NB – Appointments to Denominational Schools 

Where the Depute Head Teacher appointment is to a Roman Catholic School then the church will be invited to nominate a representative to participate in parts 4 and 6 above.  Such invitation will be sent directly to the Bishop of the Diocese for his consideration.  





     Action – ESO Staffing
CASTING VOTE

N.B. In all of the panels above the Chair of the panel will have a deliberative and, where necessary, casting vote.

7.
Redeployment of staff 
All teachers are employed by the Education Authority and assigned to a particular place of employment.  The terms and conditions for all teachers however contain a mobility clause which states that teachers may be liable to transfer to another place of employment should the authority require it.  The Moray Council has an agreed policy setting out procedures to be followed for the staffing of schools following the Council’s decision to:

(a) close schools 

(b) amalgamate schools 

(c) undertake management restructuring within schools

See policy attached as Appendix A.
8.
Temporary Appointments

Temporary transfers of staff to Depute Head Teacher posts may happen for good management and educational reasons. 
Examples of reasons for temporary transfer could include:

· cover for long term absence

· providing extra support to another school

· continuous professional development for individuals

· secondment for various reasons

Again, should the Director of Educational Services consider any such temporary transfer then he will consult with and advise staff and parent representatives of any school involved and the Joint Secretaries of LNCT.

9.
Appointment of Depute Head Teacher to a school where no Parent Council exists

The procedures as indicated above in Sections 1-8 will apply with the following amendments:
At the outset, Educational Services will convene a meeting of parents at the school to offer an opportunity for parents to nominate 2 representatives to participate in the selection process.
2. Meeting to Agree Appointment Schedule – The parent body will be given an opportunity to nominate two representatives.  Should these nominations not be forthcoming, the arrangements for appointment schedule will be processed by the Director of Educational Services and his staff.

4. Meeting to Sift Applications and Select Candidates for Initial Interview and Assessment Tasks – As above, the parent body will be invited to nominate two representatives failing which the panel will consist of:

· Head Teacher 
· Quality Improvement Officer 

· Peer Depute Head Teacher 

6. Final Interview – As above, the parent body will be invited to nominate two representatives failing which the final interview panel will consist of:

· Head Teacher 
· Quality Improvement Officer or nominee

· Chair of Education and Social Services Committee or nominee

· One Ward Member
· Peer Depute Head Teacher (no voting rights)
CASTING VOTE

N.B. In all of the panels above the Chair of the panel will have a deliberative and, where necessary, casting vote.


Conflict of Interest


No person who has a material interest in, or relating to, the appointment may participate in the leeting procedure or sit on the appointment panel.

] Professional advisers – no


] voting rights








