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Our Mission Statement:

‘The aim of St Cyprian’s Greek Orthodox Primary Academy is to provide its children w
primary education of the highest quality in a supportive learning environment through
National Curriculum in the core subjects, enriched by the progressive teaching of the |
language and Christian Orthodox religion.

The children will be equipped with the knowledge, skills and spirituality to enable therr
achieve their full potential and prepare them for transition to secondary education and
contribute positively to the challenges of a diverse multicultural society.’

The term ‘parents’ in this policy also refers to carers.
INTRODUCTION

1 Scope
This policy applies to all staff appointments, including secondments, both internal and
external.

2. Our Aims

* To appoint the person who best meets the skills, experience and competencies nece
for the post

* To employ a workforce which reflects our diverse community

* To portray an image as a fair employer which values its staff

» To become the employer of choice for people seeking employment

3. Stage 1: Pre Recruitment

Key Principles

e Posts are authorised and fully funded before recruiting
Posts have an up to date, evaluated, job description and person
specification
All new/vacant posts which are authorised and fully funded are advertised
unless :

[
a) there is a suitable redeployee either within the Academy
b) it is a temporary appointment of less than 6 months duration,
c) it is ring-fenced as part of a restructuring or reorganisation process.
d) it is a placement following an approved training scheme or apprenticeship

Managers will:

+ Consider whether the post is about to be affected by developments that mean the ve
should not be filled immediately.

* Where an existing post has become vacant, use the previous post holder’s exit inter
and questionnaire data to inform the design of the new post.

4. Stage 2: Setting up the recruitment panel
Key Principles
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Recruitment panels have at least 2 members, at least one of whom is fully trained in ti
school's recruitment procedure. The recruiting manager will normally chair panels anc
responsible for arranging panels.

Recruitment panels are balanced wherever possible in terms of race and gender and

equal access to information.

For posts covered by the Safeguarding Guidelines, there is at least one member on tt
who has undergone special training.

5. Stage 3. Job Description and Person Specification

Job descriptions and person specifications will be prepared by managers and should |
the generic templates. The Academy is committed to the principles of social inclusion
therefore discourages the use of criteria that are not essential to do the job or which nn
exclude some sections of the community. All jobs must be evaluated following the Jot
Evaluation Policy & Procedure before being advertised.

Person specifications should:

o List essential, accurate, non-discriminatory criteria only.

o Ask for only relevant experience and qualifications necessary for the job.

o Not ask for a specific number of years experience, as time is an inadequate
measurement of competency by itself (except for posts where it is necessary tc
registration or professional standards).

« Enable assessment of applicants’ ability to deliver services to a diverse Custon
within a diverse workplace.

e Allow transferable skills and experience to be considered.

Allow equivalent qualifications, including those from overseas, to be accepted,

e [f a qualification is deemed a necessary requirement.

7. Stage 4: Advertising

Key Principles

The redeployment process has to be followed before any internal or external advertise
placed.

All jobs are normally advertised externally unless it has been decided, e.g. due to fina
constraints or career development reasons, they should be advertised internally only i
first instance. Where jobs are advertised intemally only, they are open to all employee
(although employees in their probationary period will not normally be considered).

8. Stage 5: Response Handling

Job Packs and application forms will include special statements for posts subject to th
Safeguarding policy. Equalities monitoring sheets will be separated from all applicatio
to shortlisting and interviewing.

9. Stage 6: Selection Processes

Key Principles

Shortlisting and interview processes are completed by recruitment panels within a rea
period after the closing date of the advertisement.

Selection criteria for shortlisting and interviewing and methods of assessment will be ¢
in advance.
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Selection processes, i.e. tasks, presentations, shortlisting and interviews are designec
assess applicants against the job description and person specification. The relative wi
of each of these elements must be agreed in advance with the Recruitment Panel.

All shortlisting and interview decisions are documented.

All applicants who have declared that they have a disability and meet the shortlisting «
are interviewed.

10 Stage 7: Shortlisting

The panel should agree on and undertake the best method of shortlisting taking into a
the needs of the role. It may be necessary to be more flexible about the closing date i
post is hard to fill or if very few applications have been received.

Shortlisting should be designed to draw out from candidates the full range of compete
required for the role.

Panel members must:

* Assess the information supplied by candidates against the shortlisting criteria in the
specification.

* Discuss the method to use in respect of all candidates and agree a common and cor
approach.

» Shortlist all disabled candidates who meet the shortlisting criteria, even if some othe
candidates meet them more fully or if reasonable adjustments can be made to help th
the job (see guidelines on employing people with disabilities).

* Not base any part of their decision on prior knowledge of a candidate or any assumg
made about them.

* Not assume that overseas qualifications are not acceptable or are not of an equal st;
* Forward candidates who best meet the shortlisting criteria to the next stage (intervie
test).

Declare if they know any candidate and seek advice to see if they may remain on the
* Apply extra scrutiny when considering posts subject to the Council's Safeguarding
Guidelines.

* Record agreed decisions on one shortlisting template. This will be kept as part of the
records relating to the recruitment process.

11 Stage 8: Interviews

The panel will normally remain as formed at the beginning of the recruitment process.
Representatives from partner organisations or customer based groups may be involve
assessment process and/or invited to observe and/or ask questions at the interview.

The panel will:

* Seek references, at this stage if recruiting to certain high risk posts and for other pos
applicants have given their permission to do so prior to an offer being made.

* Agree in advance, the core interview questions, who will ask them and how supplem
questions will be formulated.

+ Set core questions directly related to the criteria set out in the person specification a
supplementary questions which will provide more information

« Clarify details from a particular interviewee's application form or test results.

* Address any special arrangements requested by candidates.

+ Check their authorisation to work in the U.K.

* Use the interview record template, to individually assess each candidate.
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« Reach a decision after all candidates have been interviewed and record it as the offi
decision.

Interview panels will comprise of members relevant to each job application, e.g:

Headteacher — Academy Trustees, Diocese

Deputy Headteacher — Academy Trustees, Headteacher

Senior Staff — Headteacher, Deputy Headteacher, Academy Trustees (optional
Teachers — Headteacher, SLT, Academy Trustees (optional)

Teaching Assistants — Headteacher, Deputy Headteacher

Midday Supervisors — Headteacher, Senior Midday Supervisor, School Council
Site Manager — Headteacher, Academy Trustees , School Council

School Business Manager — Headteacher, Academy Trustees (Academy Trust
member invited)

Office Staff — Headteacher, Business Manager

Kitchen Staff — Headteacher, Business Manager, Head Cook

Wrap Around Club — Headteacher, Business Manager

12 Stage 9: Appointment Considerations

Key Principles

Appointments are not confirmed for some posts designated as high risk in terms of the
access to children or vulnerable adults or potential for fraud until all necessary backgr
checks have been completed.

Applicants are not normally appointed if they have had :

9 days sickness absence in the previous 12 months, or sickness absences on
occasions in the previous 12 months
If an applicant’s sickness absence record, as identified from the application for
one of the above levels or higher, this will be explored with them at the intervie:
verified before an appointment decision is made.
Managers will give due consideration, however, to:
the school’s responsibilities under the Disability Discrimination Act and the nee
consider reasonable adjustments for those with a disability.

- absences which are related to pregnancy or gender reassignment

- absence due to a one-off operation or illness.
for existing staff, a recognised industrial injury sustained whilst working for the
Academy and their previous work record and attendance history.
Managers will decide on a case by case basis whether an appointment is to be
having regard to all of the above and taking into account advice from the Occu
Health Service where appropriate.

13 Stage 10: Final Assessment

The selection decision must be based on the overal! assessment of the candidates at
stage of the selection process, taking into account the relative weighting of the assess
criteria, i.e. the application form, any tests, preliminary interviews as well as the final
interview.
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14 Stage 11: Offer of Employment

The manager will:

* Contact the successful applicant to make a verbal offer of employment, conditional ¢
satisfactory outcome of pre-employment checks.

» Carry out the pre-employment checks including enhanced DBS. A snapshot of the D
be retained until it is no longer valid or until the member of staff leaves the school, wh
is earlier. Copies are signed and dated by the member of staff.

« Arrange a full induction and probation period for the new starter.

* Provide feedback when requested by unsuccessful applicants.

15 Unsuccessful Recruitment

* Managers may use aiternative recruitment methods after 2 unsuccessful attempts of
advertising the posts externally or if the post is in a recognised skills shortage area. Tl
might include using recruitment consultants, search companies or specialist agencies
which advice must be taken from a Recruitment Consultancy.

* If the selected candidate withdraws, leaves, has an unsatisfactory employment chec
identical post becomes vacant within 6 months of the offer date, other interviewed car
deemed appointable may be offered an appointment, in order of merit, if they are still
available.
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