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Introduction 

 
Appointing a headteacher is probably the single most important task that governors undertake. 
This Headteacher Appointment Pack has been designed to support governors through the 
appointment process.  
 
Schools in the 21st century are more complex and flexible organisations than ever before and the 
role of leading them is a multi-faceted one, demanding new skills and different approaches. At the 
same time there is the looming recruitment challenge; in England, 45 % of headteachers, deputy 
headteachers and assistant headteachers are aged over 50 and not enough new leaders are 
rising to fill the gap when they retire; in Cornwall the figure is slightly worse in that 50% are aged 
over 50. A key problem is that many of those with the potential for leadership are deterred by the 
increasingly wide-ranging and demanding nature of the role. 
 
Although the most common outcome of the process undertaken by a Governing body following 
the retirement of their headteacher is the appointment of a successor in the traditional manner, an 
increasing number of schools across the country are looking at alternative forms of school 
leadership. For example, some governing bodies have chosen to appoint an executive head who 
is already the headteacher of another local school. Should you wish to explore this further please 
contact Nigel Warbis nwarbis@cornwall.gov.uk and Sue Green: sue.green@truro.anglican.org  
 
The aim of this pack is to provide guidance to governors as they work with the Diocese and their 
Education Officer, to ensure that they are fully prepared and fully informed to make the best 
choice of person to be the headteacher of their school. The Diocesan Officer and Education 
Officer will also support governors to ensure that the follow correct recruitment and appointment 
processes.  

The Diocesan Director of Education and the Education Officer who is responsible for your school 
should be involved at the earliest stages in the process of appointing a new headteacher.  At all 
times, please refer any questions, concerns or queries to them. 

 
As far as possible, meetings involving officers of the Diocese, the School Improvement team and 
Governor Services should be convened during the working day.  
 

 
 
 
 

 

mailto:nwarbis@cornwall.gov.uk
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Some Important Points to Remember 
 

 The process, from start to finish, must be: 
× Fair 
× Objective 
× Transparent  

 
 Although Governor Services support is free of charge the school is responsible for the 

cost of the advert, travel expenses and incidental interview expenses e.g. provision of 
lunch and refreshments. 

 
 At least one member of the Governing Body must have undertaken the Safer Recruitment 

training either on-line at the NCSL website or at one of the day courses currently available 
through CYPF personnel (contact Nicky Cook: ncook@cornwall.gov.uk). 

 
 As a Governing Body you will determine the composition of the selection panel for the 

formal interview. This should ideally contain a gender mix and an odd number of 
governors to avoid the possible need for a casting vote. As Voluntary Aided Church of 
England schools it is recommended that Foundation Governors make up the majority of 
the formal interview panel. The formal interview panel members must be present at 
shortlisting. All governors, if possible, should be involved in the  election process by 
attending activities in the first part of the day, prior to the formal interview. 

 
 Governors should declare any personal or professional connection with a candidate.   

 
 Gossip and ñhear sayò do not form part of a professionally conducted appointment 

process. 
 

 The appointment process is two-way.  Governors are selecting the best person for the job 
but candidates are also deciding if the job is the right career move for them.  

 
 If a governor (usually a teacher governor) has an indirect pecuniary interest in the 

appointment, or non-appointment of a headteacher, governors should debate and agree 
the extent of the role that the governor should play in both the shortlisting and the final 
interview. 

 
 Governors sometimes ask if they can involve the outgoing headteacher in parts of the 

appointment process.  It is important that the outgoing headteacher is kept informed, in 
general terms, of the progress being made in the appointment of his/her successor, and 
the Education Legislation (Standards and Framework Act 1998, Schedule 16, Para 19; 
Amendment August 2000 to Statutory Instrument 2163, 1999) allows for Governors to 
determine the extent to which the outgoing teacher is involved once they have declared 
any direct or indirect pecuniary interests. 
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The Role of the Diocese and the School Improvement Team 
 
Governor Training 
 
A half day training event will be provided each term for the school governors of all schools 
recruiting, or planning to recruit, a headteacher.  It is recommended that all governors involved in 
headship appointments attend the training, which will take place in two locations in the county. 
 
Diocesan and Education Officers: 
 
Representatives of the Diocese of Truro and of the Director of Children, Young People and 
Families, the designated Education Officer can be invited to be present at the appointment and 
will advise and offer guidance to governors on all aspects of the appointment process. The 
governors will need to pass a formal resolution according the Director of Children, Young People 
and Families rights to attend meetings of the governing body for the purposes of giving advice. 
Should a Governing Body not accord advisory rights to the Local Authority they must notify the 
relevant Officers and the Diocese of short-listed candidates in order for the any responses to be 
made. It would however be very unusual for the Governing Body not to accord advisory rights. 
 
The Education Officer will recommend that the whole interview process should be completed in 
one day. Should governors wish for the process to take place over two days the Education Officer 
will be present on the second day only however a representative from the Diocese will be present 
for both days if required.  
 
Education Officers:- 
 

 are knowledgeable about issues relating to good practice 
 

 are able to advise governors on any legislation relating to Employment, Sexual 
Discrimination, Equal Opportunities or Race Relations Acts and Safer Recruitment 

 
 can advise Governors on technical and professional issues relating to the interview 

process 
 

 have no voting powers but are there to support and assist governors 
 

 are skilled at keeping detailed notes throughout the formal interviews which will be 
used by governors during their deliberations and to enable feedback to be given to 
candidates 

 
 work in very close partnership with the Dioceses of Truro and Roman Catholic 

Diocese of Plymouth 
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The Appointment Process 
 

There are four stages in which governors are involved in making a successful appointment.  Each 
stage is equally important and requires time, preparation and, in some cases, follow-up work by 
the governing body. 

 
The time between the initial meeting and the interview day is, on average, about eight weeks 
although governorsô decisions at the initial meeting can influence timescales to some extent.  
 

 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Stage 1 
 

The Initial Meeting of the Governors 
(This may take up to 2 hours and involves all governors able to attend, a 

Diocesan Officer, an EIO and/or a Governor Services Officer) 

Stage 2 
 

A. Selecting the candidates to be interviewed (Shortlisting) 
B. Deciding the programme for the interview day  

(This may take up to 3 hours and involves all governors able to attend, a 
Diocesan Officer, an EIO and/or a Governor Services Officer) 

 

Stage 3 
 

Conducting the interviews and making the final selection 
(This will usually take a full day and involves all governors able to attend in 
the morning [interview panel only in the afternoon] a Diocesan Officer and 

an EIO) 

Stage 4 
 

Arranging good induction procedures for the newly appointed 
head 
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Resignation Timescales 
 
Governors also need to be mindful of resignation dates for existing headteachers and deputy 
headteachers. 
 
With agreement governors may waive the resignation period. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 

 

Resignation Date  Start Date 

Headteachers 
 

 
30th September 

 
 

 
1st January 

 
31st January 

 

 
 

 
1st May 

 
30th April 

 

 
 

 
1st September 

 

Deputy Headteachers and MPG Teachers 

 
31st October 

 

 
 

 
1st January 

 
28th/29th February 

 

 
 

 
1st May 

 
31st May 

 

 
 

 
1st September 
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Safer Recruitment 
 

 Candidates will have been asked to bring proof of identification and evidence of their 
qualifications with them on the day of the interview.  

 
 These documents, which must be original copies, have to be checked before the 

interviews begin - a member of the Governor Services Team and/or the Education Officer 
will assist governors with this formality.  

 In the event of a candidate failing to provide evidence of qualification and identification on 
the day of interview, then their appointment could still be made but it would be subject to 
verification by the production of these documents within 7 working days. 

 At least one governor is required to have completed Safer Recruitment training.  

 For further information on Safer Recruitment training contact Nicky Cook 
ncook@cornwall.gov.uk 

 
 

 
 
  

 
 
Required Proof of Identification: 
 

× Driving Licence or passport (must include a photograph) 
× Birth Certificate 
× Change of name documentation, if relevant 
× Current utilities bill confirming address 

 
 
Essential Proof of Qualifications: 
 

× QTS and GTC Registration 
× Evidence of participation in NPQH training (if not a current head or somebody who has had 

experience as a substantive head)  
× Certificates which corroborate qualifications referred to on the application form 
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Administrative Duties 
 

Governor Services Team, led by Bex Couch (rcouch@cornwall.gov.uk), will carry out the 
administrative work at no charge to the school.  

Governor Services Team will, with the agreement of the governing body:  
 

 Place the advertisement 
 

 Collate and send to applicants:  
× covering letter 
× person specification  
× job description 
× school information pack 

 
 Photocopy application forms for: 
× selection panel 
× Education Officers 
× Diocesan representatives 

 
 Write letters inviting short-listed candidates for interview 

NB:  The letter will include medical forms and instructions relating to proof of 
identification and qualifications 
 

 Send for and screen references for child protection issues after shortlisting and collate 
and pass these to the designated Education Officer  
 

 Type programme 
 

 Copy programme to candidates, governors and relevant Diocesan and Education 
Officers 
 

 Confirm the appointment with the successful candidate and send CRB Forms 
 

 Complete EP1 and all other relevant documentation; send all relevant papers to the 
Education Personnel Department via the Chair of Governors 
 

 Collect and store documentation after the interviews. (Due to Freedom of Information 
legislation, all documentation and written comments are held for a period of 6 months 
after the interviews. They are then shredded.) 
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Stage 1 ï The Initial Meeting of the Governors 
 

 The Governing Body will need to formally accord the Local Authority and Diocese 
 advisory rights. 

 
 At the initial meeting the Governing Body will be supported by an Education Officer 

and a Diocesan Officer, who will, wherever possible, support governors throughout the 
whole appointment process. An Officer from Governor Services Team will also be 
present to support the Governors. 

 
 The Governor Services Officer will check that people present at the initial meeting are 

all current governors.  No governor who is eligible and considering applying for the 
vacant post should be present at this meeting. They may attend subsequent meetings 
if they decide not to apply. 

 
 By the end of the meeting(s), governors will have a clear understanding of the 
appointment process and will have completed the óChecklist for Headship Processô, 
which is shown on the next page. 

 
 At this meeting the Governors will agree the following: 

 
× The person specification 

× The job description 

× The ISR (Individual School Range) 

× The wording and dates of the advertisement and the closing date for applications 

× The date of the shortlisting, together with the names of the governors who will 
receive the applications for consideration 

 
× The date of the interview 

× The names of the governors to be on the selection panel 

× The governors who will prepare the information pack on the school to send to 
candidates 

 
× The type and format of information that governors wish to send to potential 

applicants (see Appendix 4) 
 
× The breakdown of school costs including the advertisement, the potential 

expenses to be made available to candidates and the incidental expenses on the 
day of the interview 

 
× The amount of money that can be claimed by candidates as interview expenses 

for travel and accommodation may be confirmed at shortlisting 
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CHECKLIST FOR HEADSHIP PROCESS 

 

Check Comment Completed 

Composition of the 
Governing Body 

 
 
 

 

Administration Work 
 

 
 
 

 

Advertisement appears 
 

 
 
 

 

Closing date 
 

 
 
 

 

Shortlisting Date 
 

 
 
 

 

Interview Date 
 

 
 
 

 

Govs to receive 
applications  
(Add names) 

 
 
 
 

 

Formal interview panel  
(Add names) 

 
 
 
 

 

Wording of advertisement 
(Insert) 

 
 
 

 

Salary point and ISR 
 

 
 
 

 

Person Specification 
 

 
 
 

 

Job Description 
 

 
 
 

 

Govs to prepare School 
Information and deadline 
(Add names) 

 
 
 
 
 

 

School Information 
(Hard copy or CD) 

 
 
 

 

Interview expenses 
(optional at this stage) 
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The Job Description and Person Specification 
 
What sort of headteacher do we need? 
 
When any vacancy occurs in a school there is an opportunity to re-appraise the duties to be 
carried out and the skills required to fulfil them.  This equally applies to headteacher 
appointments.  It is important for governors to take note of the increasing range of demands 
placed on headteachers and take them into account when making the appointment. 
 
Governors may wish to refer to the National Standards for Headteachers 
(http://www.tda.gov.uk/leaders/leadershipsupport/standardsframework.aspx) These standards are 
used in the training programme for those aspiring to headship and a copy has been sent to your 
Chair of Governors.    
 
Job Description 
 

 A generic job description for headteachers, which the governors may wish to adopt, is 
included as Appendix 7 
 

 A copy of the current Conditions of Service for headteachers is available in school 
 
Person Specification 
 

 This is central to the selection process.  It affects: 
 
× Who applies for the job 
× Who is shortlisted for interview 
× The interview process 
× The assessment of the suitability of each applicant 
 

 This document identifies the attributes which are either ñessentialò or ñdesirableò in order to 
undertake the duties of the role effectively  
 

 The Person Specification will be used as the criterion against which applicants will be 
shortlisted 
 

 Essential Criteria ï These are prerequisites for any applicant to be considered for 
shortlisting. An applicant who does not fulfil all of the essential criteria cannot be 
interviewed. Governors should be mindful of the danger of limiting their field by selecting an 
excessive number of essential criteria. 
 

 Desirable criteria  ï These are the attributes which governors consider it would be 
beneficial for the successful applicant to have 
 

 An example person specification is shown in Appendix 1.  This can be modified as required 
to meet the specific needs of your school 
 

 The job description and the person specification must be referred to throughout the process 
to help to ensure that the right person is appointed 

 
 
 
 
 

http://www.tda.gov.uk/leaders/leadershipsupport/standardsframework.aspx
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The Individual School Range (ISR) 
 

 Governors need to consider the salary they wish to pay their new headteacher. 
 

 This is an opportunity to review the demands of the job, and to take into account the 
financial situation of the school. 
 

 Account should also be taken of recruitment and retention issues. Governors need to offer a 
salary range which will encourage suitable candidates to apply, but which is within the 
constraints of their short and long term budget. 
 

 Governors also must ensure that there is a sufficient points difference between the 
headteacher and deputy or assistant heads. (Governor Services can offer guidance on this 
issue).   
 

 Governors will need to agree an Individual School Range (ISR) which is the 7 point scale for 
the salary of the new Headteacher (see Appendix 2). 
 

 The ISR depends significantly upon the group category into which the school falls. 
 

 Candidates can be offered the post at different points on the scale if this is due to 
differences in their levels of experience and/or qualifications. 
 

 However a newly appointed headteacher cannot initially be paid above the fourth point on 
the agreed 7 point scale. 
 

 The Education Officer will be able to provide governors with recent information about the 
numbers of applications being received, data about salary scales and benchmark 
information about the salaries being paid in schools of a similar size.  
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Advertising the Post 
 

 Headship and Deputy Headship posts must be advertised nationally.  This is usually 
through the weekly education journal the Times Educational Supplement (TES) (Hard Copy 
and Web Site).  
 

 It is a decision for governors to make whether the post is advertised as a separate item or 
as part of the County Council block advert (if available). 
 

 Advertisements will also appear on the vacancy list on the County Council Intranet.  
 

 Governors should consider advertising in the Church Times which attracts a wider Christian 
readership and the Diocesan Website Vacancies section. 
 

 Experience has shown that advertising in local papers is very expensive and does not result 
in any greater expression of interest. 
 

 Most applicants use electronic means to look for posts. 
 

 Governors need to agree and provide the following information in the advertisement: 
 

× name and address of school 
× school group and the current number on roll 
× the ISR (see guidance on page 11 and Appendix 2) 
× address for further information and application forms 
× closing date for applications 
× clarity that this is a Church of England school 
× brief description of post, including the start date, whether it is a teaching or non-teaching 

and any significant features of the school 
 

 Examples of possible wordings of adverts are shown in Appendix 6. 
 

 NB: Adverts are expensive.  Governors need to consider: 
 
× current rates; (an indication of current rates will be provided by the Governor Services 

Officer) 
 

× the budget available (governors are responsible for paying the cost of the advert). 
 
The Times Educational Supplement costs are currently: 
 

 Cost 

Mono 
Per single column cm + cost of your chosen online package 

£25 

Colour 
Per single column cm + cost of your chosen online package 

£35 

Bronze Online Package £250 

Silver Online Package £500 

Gold Online Package £750 

For example; a 10x3 advert with the compulsory Bronze internet package will cost 
approximately £1000. 
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The Information Pack 

 
 People who are interested in the post will require further details of the school.   

 
 Governors will need to appoint a committee to agree the content and wording of the 

information pack. 
 

 Governors should aim to have the information pack ready by the first day of the advertising 
period.   

 
 It is not the quantity of information provided by the pack which is most important but the 

quality. What makes your school special and a desirable place in which to work?  
 

 The information in the pack is what will ñsellò a school and consequently it forms a very 
important part of the recruitment process.  It is your only chance to make a strong first 
impression. 

 

 
 
 
The information pack should include:- 
 
× A letter from the Chair of Governors including references to distinctive features of the school 

that governors are proud of and wish to promote. (see examples of letters in Appendix 5) 
× Details of the location of the school 
× Details of links to the school website 
× A CD-ROM of documentation and/or a DVD or video. (It is advisable not to use Microsoft 

Publisher for the CD-ROM as many people do not have easy access to the program 


