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POLICY FOR STAFFING

Staff Appointments

When a vacancy occurs as result of the resignation, promotion or retirement of an existing member of staff, or from the identification of funding for an additional post, the school reviews the school’s needs. These relate to the current situation, gaps in Curriculum or age-range expertise, future developments/improvement plans or the aspirations of remaining staff for a personal change of role.

When appointing staff, Cilffriw Primary does not discriminate against applicants, nor treat them less favourably, for reason of their gender, marital status, race or disability.

The needs of the school are identified best by wide discussion and consultation with the Chair of Governors/Governing Body, Senior Management Team, staff and LEA PDOs where appropriate.

When a temporary teaching vacancy arises and is to be filled on a monthly basis, it is in accordance with the Conditions of Service and LEA/other advisory body policy. Temporary posts are advertised and the normal recruitment procedures applied.

Once a decision to recruit is made, a Selection Panel is established. This might consist of designated Governors from the Appointments Committee and members of the Senior Management Team, the composition depending on the appointment.

The Selection Panel prepares the intended selection criteria, person specification, salary, job description and interviewing procedures.  The panel work together to agree dates and methods.
Confidential references are obtained for all short-listed candidates. Short-listed candidates are invited to visit the school before the interview. Proof of qualifications, and medical and police checks, are sought before confirmation of appointment.

Head Teacher/Deputy Head Teacher

Appointments for Head Teachers and Deputy Head Teachers are advertised nationally.

The Governing Body seeks advice from the LEA for the appointment of a Head Teacher. The LEA is consulted on Deputy Head Teacher appointments if appropriate.

Teaching Staff

All main-scale appointments are advertised nationally, and those candidates selected for interview should meet the list of essential criteria.

For some posts specific Curriculum strengths are required, but staff should be adaptable and it is the appointment of a good Primary teacher that is most important.

Staff are encouraged to develop other Curriculum strengths and expertise, and to work as part of a Curriculum team. They should consider their own professional and career development within the staffing structure of the school. There is flexibility, allowing individuals to change areas of responsibility and to develop other skills. 

Support Staff

Support staff are a valuable asset to Cilffriw Primary and, as such, the appointment of support staff is made following the procedures for the appointment of teaching staff, taking into consideration equal opportunities.

All support staff are encouraged to develop their expertise and professional development through courses, meetings and variety of work.

Nursery Nurse posts are advertised in the internal bulletin, The Evening Post and on the internet. Any full-time posts available are first advertised internally. Those interviewed should have relevant qualifications, experience and be able to work as a member of a team.

Teaching Assistant posts are advertised in the internal bulletin, The Evening Post and on the internet.  Those interviewed should have experience of working with children and be able to work as part of a team. A willingness to take childcare courses is desirable.

School Administration posts are advertised in the internal bulletin, The Evening Post and on the internet.  Those interviewed should have had relevant experience – which might include, working in schools, word-processing qualifications, IT and financial experience – and should have a friendly, welcoming manner.

Caretaking posts will be advertised in the internal bulletin, The Evening Post and on the internet.  The successful applicant should have experience of cleaning, building maintenance and management of resources, if possible.

Midday Supervisor posts are advertised in the internal bulletin, The Evening Post and on the internet.  Those interviewed should have experience of working with children in school at lunchtime, first-aid qualifications, be able to manage the Welfare Staff and respond to the children’s needs.

Staffing Structure

The staffing structure at Cilffriw Primary consists of a Senior Management Team, which includes the Headteacher/Deputy Headteacher/ Key Stage Co-ordinators. The SMT meets on a regular basis to discuss management issues, School Development Plans, professional development. 

Structure as at: 2004/5
Head Teacher (see job description)

Main areas of responsibility

· Raising standards

· School Self-evaluation

· School Development/Improvement Plan

· Performance Management

· Child Protection

· Staff development

· Senior Mentor
· Health and Safety

· Premises Grounds Maintenance

· Behaviour/Discipline

· Links with parents, community etc.

Deputy Head Teacher (Partnership with the Head Teacher – see job description)

Main areas of responsibility

· Assessment, recording and reporting / Record of Achievements
· Day-to-day organisation duties, rotas, timetables etc,

· Curricular leader Key Stage 1 and 2

· Behaviour / Discipline

· Primary / Secondary Liaison 

Key Stage Co-ordinators’ Responsibilities

Early Years Co-ordinator

· Monitoring standards 

· Desirable Learning Outcomes
· Home-school liaison

· Pre-school induction

· Parental involvement

· Baseline Assessment

Curriculum responsibilities I.C.T., SENCO
Key Stage 1 Coordinator

· Monitoring standards 

· Cross-phase liaison

· End of Key Stage 1 assessment

· Behaviour and discipline 

· Support staff, students
Curriculum responsibilities English, Mathematics, KS1 Music KS1 + 2
Key Stage 2 Coordinator

1.
Monitoring standards in the department

2.
Cross-phase liaison

3.
End of Key Stage 2 assessment

4.
Behaviour and discipline 

5.
Timetables

Curriculum responsibilities English, Mathematics KS2 Welsh KS1 + 2
Further Information

Useful Documents and Resources

DfES
What the Disability Discrimination Act (DDA) 1995 Means for 
Schools and LEAs (20/99)

DfES
Working with Teaching Assistants: A Good Practice Guide 
(0148/2000)

DfES
Guide on Employing Disabled Teachers (01/00)

DfES
Recruitment & Selection Procedures: Vetting Teachers and 
Other Staff (09/98)

Folens Publishers
Primary Professional Development: The Deputy Teacher’s 
Handbook (FA3598)

SHA
Managing Staff Appointments (Sept. ’96)

SKILL National Bureau
Into Teaching series 1998: Employing Disabled Teachers
for Students with Disabilities

Stationery Office
Disability Discrimination Act 1995
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