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St Mary’s Kaikorai School

Staff Appointments Policy
2014

Rationale:

St Mary’s Kaikorai School​_ Board agrees that the statement of intent here is to comply with legislative requirements, relevant employment agreements, meet National Administration Guideline 3, appoint the best person to each position and ensure that due process is followed.
Guidelines
Guidelines: This is achieved by:
1) Convening an appointments committee.
2) A committee convened for that purpose will make each appointment other than Cleaning +/or Maintenance staff, day to day relief teachers, some long term relieving staff or temporary staff.

3) This committee will be known as the appointments committee.

4) The composition of the appointments committee will be determined by the nature of the position being filled and is outlined in Appendix A.

5) The appointments committee will be chaired by an elected member of the Board and guided by the Principal except in cases when the task of the committee is to appoint a new Principal. When the task of the committee is to appoint the new Principal the outgoing Principal may at the committee’s discretion offer advice and guidance but will not be a member of the committee.

Key tasks of the Appointments Committee
The Appointments committee will be responsible for:
1) Drawing up a timeline.

2) Determining the criteria for the appointment.

3) Drawing up a person specification and draft job description after appropriate consultation.

4) Advising the position appropriately.

5) Ensuring that an information pack, which includes relevant material, is available to prospective applicants and that suitable arrangements are made in the event that applicants wish to visit the school or make contact for further information.
6) Ensuring that applications are received and acknowledged.

7) Ensuring that when appropriate, referee reports are called for and received.

8) Drawing up a shortlist of candidates to be interviewed.

9) Making suitable arrangements for the interviews- timing, venue, format, questions and assessment.

10) Interviewing candidates.

11) Making the final decision and conveying the information to the full Board for ratification. This may be a decision to not make an appointment. 

Confidential and Ethical Conduct
Members of the Appointment committee will act in confidence and in an ethical manner throughout the process, which will essentially have the status of being “in committee”. Any relationships between a committee member and an applicant that may result in a conflict of interest must be disclosed- this may mean that a member stands down form the process.
Method of application, referee reports, interviews criteria for making an appointment.

1) All applicants must apply in writing by completing an application form which when signed will give the committee permission to make further enquiries of referees and other people.

2) Prior to shortlisting, all members of the appointments committee will have access to and familiarise themselves with each applicants application and curriculum vitae and have the same access to referee reports when they are used. Access to these documents will continue until the appointment has been made.

3) For all positions, written referee reports must be received for shortlisted applicants on the form provided and the validity of these reports must be confirmed verbally.

4) For all management positions, interviews must be held.

5) When interviews are to be held, shortlisted candidates must be informed verbally and in writing.

6) For teaching positions the successful candidate must: be a registered teacher and have a current practising certificate or have limited authority to teach. They must meet all the professional standards relevant to the position, be a close match to the person specifications and be able to perform the tasks outlined in the job description. For non- teaching positions the successful candidate must be appropriately trained and qualified.
7) The successful candidate will be informed verbally of the outcome of the committee’s deliberations as soon as possible and will be asked to accept the offer.

8) The offer, to the successful candidate, will then be put in writing and will state the terms of employment. This offer is to be acknowledged and accepted in writing by the successful candidate.

Concluding the Process
1) The Board will ratify the appointments pro forma.

2) Unsuccessful candidates will be informed verbally and again in writing while applicants who were not interviewed will be informed in writing.

3) Referees will be thanked in writing.

4) Travel and accommodation claims will be actioned according to any relevant employment contract/ agreement or any other undertaking given by the Board.

5) The successful candidate’s application form and curriculum vitae will be kept on file. Curriculum vitaes will be returned to unsuccessful applicants. Other information relating to all applicants will be destroyed.
6) Information for the annual EEO report will be collected and forwarded to the EEO officer.

7) When the application has been to a senior management position the appointments process will be formally evaluated.

Appendix A

Following is a list for which the appointments committee will be convened to make an appointment. The composition of the committee will vary depending on the position.

The appointments committee for a Scale A teaching position includes: 

Two members of the Board of Trustees, one of who must be a Bishops Representative, the Principal and a staff representative.

The appointments committee for a Principal includes:

Three members of the Board of Trustees, Including a Bishops representative, a staff representative and the services of a Principals Advisor e.g local serving or past Principal. 
Signed____________________________ 
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