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INTRODUCTION 
 

The privilege and responsibility for the appointment of a Headteacher rests with the 

Governing Body. The guidance in this booklet is offered to help governors through the 

process of recruiting and appointing a new Headteacher for their Church of England school.  

 

It is based upon experience and the good practice demonstrated in the eight local 

authorities covering the Diocese of Chelmsford.  

 

Governing Bodies may adapt examples given to suit their own school’s needs and 

circumstances and should be used together with any guidance given by their local 

authority. 

The Diocesan Board of Education recognises that the appointment of a Headteacher or 

Deputy Headteacher is amongst the most vital decisions a Governing Body must make and 

believes it is essential that the Diocesan Director of Education or his representative i.e. the 

Diocesan Adviser linked to the school be invited to attend and offer advice throughout the 

whole selection process.  This includes attendance at meetings of the Governing Body at 

which the job description, person specification and job advertisements are agreed.   

(Please note – this is a legal requirement in the case of Voluntary Aided schools, if the 

Local Authority (LA) Representative has been invited, and it is recommended that 

Voluntary Controlled schools, by agreement, follow the same procedure).  

Please contact the Diocesan Office (01245 29441) as soon as possible following the 

resignation of an existing Head or Deputy. 

 

Whether in a church school or academy, governors must satisfy themselves that the Head 

and Deputy can provide Christian Leadership within the school. 

 

The Diocesan Board of Education seeks to encourage Governing Bodies of Voluntary Aided 

(VA) schools to exercise their right to appoint practising Christians to teaching posts 

whenever possible, but recognises the frequent difficulty in doing so and the need for 

governors to decide how and whether they will use this right in their own particular 

circumstances.   

 

In view of the fact that the Governing Body of a Voluntary Aided school and an academy is 

the employer of its staff, all contracts of employment should be with the Governing Body 

rather than the LA and should recognise the Church Foundation of the school.   

 

More advice can also be given by your Local Authority and the Diocese. 
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SUCCESSION PLANNING 

 

It is good practice for Governing Bodies to regularly review their staffing arrangements and 

to consider if the current arrangements, as well as providing the best teachers and staff, 

are also preparing for the future leadership of the school as a church school. This may be 

through performance management, CPD and systems such as policies and governor 

training.  

 

The Diocese and Local Authority have no veto over a Governing Body’s decision but the 

Governing Body is required by law to take into full and proper account any advice given by 

the Local Authority or Diocesan representative present.  If a Governing Body makes an 

appointment contrary to advice offered, correspondence may follow from the Local 

Authority or Diocese requiring governors to explain their reasons. 

 

Advisers or officers are present throughout the recruitment process to support governors in 

their deliberations and decision; to guard against inaccurate judgement or inappropriate 

comment; to ensure compliance with statutory procedures and equality of opportunity; and 

to offer professional advice about candidates’ performance evidence and general suitability 

for headship. 

 

Governing Bodies usually find that the Headteacher appointment process provides a useful 

opportunity to refocus on the aims, values and performance of the school.  The whole 

process can typically last 6 - 10 weeks.  Several meetings will be necessary, involving 

appropriate officers at each stage.  The formal interview process usually involves one, or 

more occasionally, two days of activities and governors should be prepared to commit to 

these full days. 

 

The Diocese can offer training (through the Diocesan Schools Adviser) for Governing Bodies 

and staff teams about a school’s vision and values, and help it to rediscover its confidence, 

identity, purpose and distinctiveness as a church school. 

 

Before embarking upon the recruitment process, the Governing Body through its 

succession planning, may wish to give consideration to other options which might be 

suitable and available as alternative models for school leadership.  These may include 

formal strategic partnership or federation with another school (or schools) through an 

Executive Headteacher.   

 

 

  



HEADTEACHER RECRUITMENT - DIOCESAN GUIDANCE 

 

5 
 

LEADERSHIP QUALIFICATIONS 
 

For a first headship in a maintained school, it used to be the case that applicants had to 

hold the NPQH (National Professional Qualification for Headteachers) in order to be eligible 

for appointment.  

 

Since early 2102 this requirement has been lifted and is now an optional qualification. 

Whilst bearing in mind that the NPQH is optional and applicants may not therefore be 

discounted on the strength of that factor alone, governors might nonetheless form a view 

to their consideration of an applicant in relation to whether they have pursued the NPQH 

qualification on a voluntary basis in preparation for assuming their first headship.   

 

All participants in the revised programme will be expected to cover six modules: 

 Strategy and Improvement 
 Teaching and Curriculum Excellence 

 Leading with Impact 
 Working in Partnership 

 Managing Resources and Risks 
 Increasing Capability 

 

The elective modules cover a range of themes and participants are also required to 

undertake face to face training, a nine day school placement and to engage in leadership 

activities within their own school culminating in a comprehensive write-up of the project. 

 

The NPQH is not compulsory and middle leaders may choose different professional 

development to support them in preparing for senior leadership e.g. Church School 

Leadership Course, Heads in Waiting (Essex LA). 

 

It is important to focus on the person specification and job description so see if a candidate 

meets the criteria rather than assuming that an accreditation ensures that they will.  
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AN OUTLINE STEP-BY-STEP GUIDE 

 

Please note that brief records should be kept of all meetings and any decisions made. 

 

1. Headteacher: Announces his/her resignation or retirement.  Informs Governing Body (Chair 

of Governors).  Copy of letter sent to Local Authority (LA) and Diocesan Board of Education 

(DBE) informed. [NB: Process should not proceed until written confirmation received] 

 

2. Chair of Governors (or Governing Body Clerk): Contact LA and Diocesan Schools Adviser to 

arrange an initial meeting with Governing Body/recruitment panel. 

 

3. Governing Body: Meeting to agree the Headteacher Recruitment Panel and elect a chair, 

Salary Range(ISR) agreed and possible timelines. By agreeing the panel the Governing Body is 

delegating the responsibility of appointing a Headteacher. Ideally its membership should be 

representative of the make -up and gender of the full Governing Body. As an example a panel 

of five might consist of: a parent governor, a foundation governor, a community governor, the 

chair of governors and a member of the personnel committee. At least one member of the 

recruitment panel must have Safer Recruitment training. 

 

4. Initial Meeting: Governing Body Recruitment Panel with advisers and/or officers from LA and 

Diocese.  Timelines finalised, dates and advert agreed, job description and person specification 

agreed.  

 

5. Recruitment Pack: Prepared and sent to LA (if using their services). 

 

6. Advert: Published in agreed publication and format.  Applications awaited!  On closing date, 

copies sent to members of the Recruitment Panel  

 

7. *Shortlisting meeting (governors and advisers): Candidates selected (against person 

specification criteria) and invited for interview.  References sought.  Unsuccessful applicants 

informed. This meeting is often combined with Step 8. 

 

8. *Planning and Preparation meeting: Finalising activities and questions e.g. presentation 

topic; written task; scheduling of events; in-school arrangements and activities (e.g. 

school/student council interview, practical activity and assembly); one-to-one interview; 

venues, hospitality and catering.  Programme finalised, typed up and sent to all Recruitment 

Panel members, advisers, candidates and out-going Head. 

 

9. Interview day(s): At venues set (school and/or off-site). After all tasks and the formal 

interviews have been completed the Recruitment Panel meets with the advisers to consider its 

decision. At least an hour and a half should be allocated for this. Scrutiny and completion of 

mandatory paperwork and eligibility checks (D.B.S. & Asylum and Immigration Act etc.).  

 

10. Formal meeting: Full Governing Body to ratify interview Recruitment Panel’s recommendation 

(person and salary level) – if an appointment is to be made.   

 

11. Successful candidate: To be notified, usually by telephone.  Appointment confirmed and 

contract issued. Co-ordination of arrangements for resignation from current post and for 

notifying governors not present, out-going Head, staff, parents, LA and DBE and public. 

Unsuccessful candidates notified and feedback offered, usually by LA adviser. 
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THE PROCESS 

 

Confidentiality remains paramount throughout the process.  Nothing discussed in 

Governing Body meetings must be shared with others, including staff and the 

outgoing Headteacher. 

 

Eligibility for the Recruitment Panel 

Anyone who is a governor with a valid term of office may participate in the process.  

Although eligible to do so, it is not recommended that staff governors form part of this 

process. The current Headteacher may not be a member of the Recruitment Panel. It is not 

good practice for the Deputy Headteacher or other staff members to be on the Recruitment 

Panel.   

 

Remember that too large a number of governors on the interview panel may prove 

unwieldy and impractical.  The recommended number is 3 or 5. This excludes the LA Officer 

and the Diocesan Adviser. In the event of a split decision the chair of the panel may 

exercise his/her right to have the casting vote. However, it is hoped that a panel would be 

able to reach a unanimous decision. 

 

Governors who wish to be involved should be available for each step of the process:  

 initial meeting 

 short-listing meeting 

 planning and preparation meeting 

 interview day(s)   

 

This is considered ‘best practice’.  It secures consistency and continuity throughout the 

process, which helps events to flow smoothly and expediently; it delivers a fair, balanced 

and measured approach; and it ensures compliance with equal opportunity requirements. 

 

At the end of the interview day(s), there has to be a formal meeting of the whole 

Governing Body with a two-item agenda.  The Recruitment Panel makes a recommendation 

which the Governing Body ratifies:  

1. The appointment (or not – in which case, alternative arrangements should be made) 

2. The salary agreed   

 

Nobody has a casting vote. There should be no discussion at this meeting of a particular 

candidate’s performance throughout the day although the activities given may be 

discussed. Informal observations from staff or other governors should not be considered. 

 

The split of a decision must remain confidential at all times. The best decision is one which 

is unanimous – although a simple majority will suffice.   

 

However, in the event of a vote which results in a narrowly-split decision, and potentially 

where the Adviser or Officer advise against the appointment then it would be a less-than-

ideal circumstance in which a new Headteacher would start, both for the Headteacher and 

for the Governing Body and re-advertising may be a better option. 
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RESIGNATION DATES 
 

The Governing Body should be aware of resignation dates for successful candidates.  These 

will need to be take account of when planning a timetable for the process. 

 

To recruit a Headteacher for 
A current Headteacher 

must resign by 

A current Deputy Head or 

other teachers resign by 

September April 30th May 31st 

January September 30th October 31st 

April January 31st February 28th/29th 

 

 

POSSIBLE TIMELINE 
 

The Governing Body will need to have a clear time-line in place to ensure that the 

recruitment process falls within the deadlines for resignation where possible. 

 

Below is a possible timetable for recruitment (some of these actions can and will run 

concurrently). 

Action Time 

Hold preliminary meeting 

of the Selection Panel 
2 weeks 

Recruitment pack prepared 2 weeks 

Place advertisement 

(nationally and locally) 
2 weeks 

Closing date 2 weeks from publication 

Shortlisting 
Within 1 – 2 weeks of 

closing date 

Call for interview, request 

references 

1-2 weeks from 

shortlisting 

Interviews 
1-2 weeks from 

shortlisting  

Ratification of appointment 
Immediately following 

interviews 
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TIMETABLE FOR RECRUITMENT 
 

A timetable must be compiled by governors and advisers. If the services of LA/HR are used 

they will help co-ordinate this. It needs to include: 

 Date of intended advertisements 

 Closing date for applications 

 Date(s) for long-listing and/or short-listing meetings 

 Date for planning and preparation meeting 

 Dates for interviewing (normally 1 or 2 days) 

 

Sufficient time must be allowed within the timetable for: 

 Drawing up and placement of the advertisement 

 Preparation of documentation 

 Distribution of applications to Recruitment Panel and advisers (usually by e-mail) 

 Time for visits to the school for prospective applicants (if appropriate). 

 Calling for, and receipt of, references (giving referees adequate notice) 

 Training for governors (at least one member of the recruitment panel must have 

Safer Recruitment Training).    

 Notice for those invited for interview 

 

Interviews are not held during school holidays. 
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OUTLINE OF MEETINGS TO BE CONVENED 
 

 

Meeting 1:  The Initial Meeting 

The Governing Body meets to appoint Recruitment Panel (if it does not already have one). 

 

 

Meeting 2:  The Recruitment Panel 

The first item to agree is the timetable for the process and interview dates.   

The meeting sets: 

 Selection criteria (job and person specification)  

 Salary range 

 Drafts an advertisement  (It is recommended that any advert is checked by the 

Diocese to ensure that there is a clear statement regarding the post being to lead a 

Church School.)  

 

Selection criteria are based upon the National Standards for Headteachers (the standard, 

non-negotiable job description). 

 

The Chair of Governors organises (with the school) the contents of the information pack 

that is sent out to all prospective candidates. If the Governing Body are using the services 

of the LA they will send this out but the content must be prepared. 

 

Governors must decide if they will reimburse travel and overnight accommodation if 

needed to candidates who are called to interview. 

 

 

Meeting 3:  The Shortlisting Meeting 

Governors (with advice from advisers present) decide who they wish to invite for interview 

and who to decline.  This exercise needs to be undertaken, even if there are a small 

number of applicants.  

 

Governors will need to provide valid reasons for applications they have declined.  The 

information may be needed if an applicant wishes to pursue feedback from officers about 

why their application was unsuccessful. 

 

 

Meeting 4:  Planning and Preparation 

The business of this meeting is sometimes subsumed into the previous one, if time and 

progress permit.  If so, this extra meeting becomes unnecessary.  However, it is advisable 

to set a date for it in case it is needed. 

 

Governors and advisers agree the programme, arrangements and venues for the interview 

days.  This will include designating membership of the interview panels, other roles to be 

performed by governors (e.g. hosting candidates) and confirming interview tasks. 
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THE ADVERTISEMENT 

 

Placing the Advert 

 The Governing Body must advertise any such post in such manner as it considers 

reasonable.  The Governing Body should decide the best way of reaching its target 

audience, taking into consideration the type of media to be used and the level of 

exposure the advert will receive.  The Governing Body may consider additional means 

for advertising the post, including local publications and the internet, but all applicants 

should be considered in the same way.  The use of other national and local 

newspapers and other publications is not normally recommended.   

 

 Advertising costs are borne by the school. 

 

 If the advert is to be in print, then this is usually in Times Education Supplement 

(TES), published each Friday and the Local Authority’s Job Advert publication,(if it has 

one) e.g. Job Scene in Essex (if Job Scene is used this can be done on-line and the 

advert goes live immediately).  A number of schools choose to use The Church Times 

and other national publications.   It may also be worth considering an announcement 

in the local and surrounding parishes.  

 

 A combination of print and web-based advertising is used by most schools.  Some 

schools choose to use Recruitment Agency companies to assist with recruitment, 

particularly for harder to fill posts.  It is important that the terms and conditions of the 

contract are fully understood by all parties before anything is signed, as costs can be 

considerable. 

 

 Notification of a vacancy may be published free of charge on Diocesan website if the 

school has subscribed to the Partnership Agreement. There is nominal fee for non-

Partnership Agreement schools (currently £30).  

 

 Ultimate the responsibility for the placement of an appropriate advertisement rests 

with the Recruitment Panel. 

 

 Governors must decide if they will reimburse travel and overnight accommodation to 

candidates who are called to interview. 

 

The following is a standard statement used in most advertisements 

‘We are committed to safer recruitment practices and to safeguarding and promoting the 

welfare of all children.  We expect all staff and volunteers to share this commitment.  The 

post is subject to an enhanced DBS check.’ 
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Composition of the Advert 

It is useful to look at examples of advertisements in current publications, however it is 

important to bear in mind the context of your school and the budget you have available. 

However, it is also worth mentioning that appointing a Headteacher is the most important 

decision that a school will make and it is worth ensuring that the advert is noticed by as 

wide a field of potential candidates as possible. 

 

The advertisement should include the following: 

 School name, type (i.e. Church of England VA or VC) and contact details 

 

 School website (if available and up-to-date) 

 

 Seven point ISR (individual School Range) salary, including starting-range 

 

 Number on roll (NOR) 

 

 Group size of school 

 

 Start date 

 

 The situation vacant and, if appropriate, why 

 

 Brief description of the school’s setting: remember – it’s a national advert, not just 

local 

 

 Brief description of person sought (drawn from the selection criteria) 

 

 Arrangements for visits, closing date, short-listing date, interview dates 

 

 School logo (if desired), Diocesan logo and County Council logo.  Extra costs may be 

incurred if other logos are added (e.g. Healthy Schools, Investors in People, Charity 

Marks, Well-Being, curriculum awards, environmental accreditations etc.) 

 

 Check that details of how to apply will be added automatically by the service provider, 

as will standard phrases relating to safeguarding matters (e.g. enhanced DBS checks) 

and equal opportunities regulations  

 

 If the LA services or a specialist recruitment service is engaged, many of these 

matters above will be attended to by them – in consultation with the Recruitment 

Panel and conjunction with the lead or support officers 

  



HEADTEACHER RECRUITMENT - DIOCESAN GUIDANCE 

 

13 
 

PERSON SPECIFICATION/SELECTION CRITERIA 
 

All Person Specifications should: 

 Be based upon the National Standards for Headteachers and the upholding of the 

school’s Christian foundation as based on its Trust Deeds. 

 Be customised to suit the needs, circumstances or characteristics of individual schools 

 Consider the ‘faith’ criterion.  It is a Church of England school.  The aim is also to 

recruit a good professional and inspirational leader, and someone who is right for the 

headship of this school. 

 

The selection criteria are crucial to the appointment of the right person for the school.  It is 

these alone, which will be used when the Recruitment Panel meet to shortlist applicants to 

invite for interview.  

 

 

SHORTLISTING MEETING 
 

Below are guidelines which will support the shortlisting process: 

 Start by considering the response in general – quantity and quality – before 

examining individual applications. 

 Only that which appears on paper may be considered when deciding who to invite for 

interview.  Prior knowledge, perceived reputation, hearsay or impressions formed 

from visits to the school must be disregarded. 

 Also consider the quality of attention to detail (i.e. spelling, grammar, school name) 

 

When considering each application, look for: 

 

 Assertion statements versus evidence-based statements 

 Evidence of impact versus merely descriptive 

 Fluency and coherence 

 Personalised to this school? Or just a general application? 

 Responsive to criteria set?  Or narrative life-story? 

 Have the Governing Body’s questions been answered? 

 Why here?  Why now?  Is it clear why they actually want the job? 

 Relevant experience? (range and diversity: size, location and context of schools; age-

ranges, roles, responsibilities; wider interests) 

 Longevity versus briefness 

 ‘Faith’ criterion – is explicit reference made to this? 

 Apparent or unexplained gaps in employment record (safeguarding considerations). 

 

Evidence or impressions from visits made in person are not admissible and must 

not be commented upon 
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PLANNING and PREPARATION MEETING 
 

This is a separate meeting although sometimes, if time permits, it is possible to incorporate 

it into the short-listing meeting.  It needs to cover final details of arrangements for the 

interview days. 

 

 Presentation Topic: (see Appendix 4) 

 

 Tasks: Identify who will take part in observing and carry responsibility for arranging 

them. 

 

 Panels: different governors might be on specific panels during the day e.g. a lesson 

observation.  Anyone who is a fully appointed governor of the school at the time may 

participate.  This includes staff members (with their specialist role and contributions) 

but again if possible it is preferable not to use them.  The out-going Headteacher may 

not participate (by law) in any part of the interview or selection proceedings. 

 

 Venues: Spaces for interview panels and other activities (see page 15) 

 

 Other governors: How to include other governors and staff not participating in the 

interviews – an occasion within the timetable should be sought for the involvement of 

governors and staff.  Usually a social event; i.e. buffet lunch. 

 

 Hospitality: For both the candidates and Recruitment Panel (see page 15) 

 

 Information: Regarding the interview arrangements for the current Headteacher 

(copy of time-table). It is also worth considering whether it would be easier for 

everyone if the Headteacher was able to be off-site during the process. 

 

 Questions: Including areas of questioning per panel (questions from governors not 

taking part may be suggested to colleagues who are involved in the process). 

 

 Salary: Consider the scope available to be offered and who will discuss this with the 

candidates. 

 



VENUES 
    

 Venues need to be comfortable, accessible and private, ensuring complete 

confidentiality, and avoiding interruption, distraction, disturbance or over-hearing 

 They can be at the school if space permits and does not disrupt the regular daily 

routine of school 

 They can be off-site but this is funded by school (from the budget for Recruitment or 

Governors’ Hospitality).   

Possible options include: a local hotel or hostelry, conference centre, village or church 

hall, parsonage or house, the Diocesan Office, other local public building or a 

neighbouring school; (but probably not a church or vestry unless adapted).   

 The timescale must allow for travel time for both the candidates and interviewers. 

 Ensure that everyone has transport, directions and a comfortable waiting area, 

especially candidates. 

 

Remember: the impression gleaned by candidates about how they are treated, and how 

much is invested in the process by the Governing Body, may affect how they feel about the 

school and the job. 

 

 

HOSPITALITY 
 

 Aim to provide an opportunity for staff, other governors and candidates to meet at 

some point during the interview process. It is usually easier to do this over a lunch 

time. 

 

 Generally it is easier to provide a buffet lunch as this allows for flexibility for staff on 

duty, running clubs etc. and for the Recruitment Panel to meet to discuss outcomes 

from activities. 

 

 Ensure that the waiting area for candidates has water, the facility to make a hot drink 

plus some form of snack available and arrange for someone to check that it is 

replenished. 

 

 

PROGRAMME FOR INTERVIEWS 
 

 Disabilities must be taken into account when devising the programme. Ensure that the 

current Headteacher is aware of the programme so that arrangements can be made if 

rooms need to be reorganised etc.  

 

 Also ensure that if members of staff are involved (e.g. being observed as a part of the 

process) that they have ample time to prepare. 

 

 Allow for travel time if activities are to be conducted off-site, away from the school. 

See Appendix *** for examples of model programmes  
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REFERENCES 
 

 Ideally, ten days minimum should be allowed to obtain these.  

 The expectation is that the Local Authority provides one for serving Headteachers. 

 For a candidate who is not a serving Headteacher, it should be the candidate’s 

current/most recent employer. 

 A third reference should vouch for applicant’s suitability to be the Headteacher of a 

church school if a practising Christian forms part of the person specification. 

 References will need to include, or be scrutinised for, evidence or suggestions relating 

to safeguarding issues.  Officers present will advise or intervene if necessary if a 

candidate’s eligibility appears compromised on such grounds. 

 

 

SAFER RECRUITMENT 
 

The prospective safety of children remains paramount throughout the selection 

process.   

 

Governors must address such consideration by: 

 Ensuring that there is a full and proper scrutiny of all applications by examining and 

investigating apparent gaps in an applicant’s employment history (and asking relevant 

questions of candidates, if necessary, to seek clarity and reassurance). 

 Allowing opportunity at final interview for a candidate to make any disclosure 

necessary (via a question from the Chair of Governors). 

 Ensuring that at least one member of the Recruitment Panel has undertaken Safer 

Recruitment training. 

 

 

SALARY 
   

The Headteacher’s salary must be set in accordance with the current legislation, set out in 

the Teachers Pay and Conditions document.   It is strongly recommended that Recruitment 

Panels take advice from its HR provider where Executive Headteachers are being 

appointed, when determining a salary range. 

 

It is good practice to have a supplementary question/statement at interview that confirms 

that the candidate is aware of the salary range. 
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WITHDRAWAL 
 

 A candidate may withdraw from the interviews and process at any time – without 

penalty, prejudice or adverse reaction. 

 The process for withdrawal involves the governors as they are the hosts and the 

candidate is their guest.  So ideally, a decision to withdraw should be conveyed by the 

candidate to the Chair of Governors – although sometimes that decision is relayed via 

the advisers present. 

 It is not uncommon for a candidate to withdraw.  Remember: the interviews are a 

two-way process.  Just as governors are assessing a candidate’s suitability for the 

post, so is the candidate getting a feel for the school.  It may be that it is not until the 

time of interview that a candidate feels or can see that this is not the right school for 

them after all. 

 Like all information and facts associated with the recruitment process, a candidate’s 

decision to withdraw (and their reason for doing so, if stated) remains completely 

confidential.  Remember: the candidate may live locally or come from a school or 

organisation within close proximity or in the country.  The privacy of their attendance, 

performance and reasons for withdrawing or being unsuccessful must always be 

respected and preserved. 

 

 

DISCLOSURE OF PERSONAL INFORMATION 
 

 Applicants sometimes have personal information (i.e. DBS-related) which they wish or 

are obliged to disclose.  This should be in a sealed envelope sent with their 

application. 

 Each Governor will not be sent a copy of the disclosed information.  It will be retained 

separately and presented by officers or the Chair of Governors if it is deemed 

appropriate and necessary to do so. 

 This should be done if it becomes relevant to consideration of an applicant.  If this is 

at the listing stage, a judgement will be reached by officers in consultation with the 

Chair of Governors as to whether the information is of direct material relevance to the 

governors’ consideration of an applicant’s credibility and eligibility, though applicants 

are obliged to disclose it anyway. 

 However, if such information is adjudged to be of sufficient seriousness and relevance, 

governors will of course be informed and invited to reach a judgement about whether 

they wish to proceed with considering that applicant. 
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VISITS TO THE SCHOOL 
 

 Visits are strongly recommended and expected/encouraged. 

 However, not all applicants visit the school.  Some may live too far away. 

 Some may not be able to get away from their own school during the school day, so 

cannot see their new prospective school in action with pupils. 

 Some prefer to visit only after they know they have been invited for interview. 

 Some visit the school’s locality privately at a weekend or during an evening. 

 It is advisable for governors to undertake any show rounds of the school rather than 

the current Headteacher to avoid any feelings of discomfort and also to ensure that 

the key messages agreed by the governors are given. 

 However, it is also a matter of courtesy to introduce the visitor to the Headteacher 

and there may be questions that the visitor needs to ask that the headteacher is in a 

better place to answer. 

 Impressions given or gained during informal visits to the school are not admissible as 

part of the selection criteria.  It may risk creating an unfair advantage to those who 

have (or have not) visited.  Only that which appears on paper may be considered 

when governors meet to list and decide who to invite for interview. 

 

 

SAMPLE DOCUMENTATION 
 

The following appendices contain examples of elements of the recruitment process: 

Appendix 1  Church School advertisement statements 

Appendix 2  Person Specifications  

Appendix 3  Timetables for two, three or four candidates. 

Appendix 4  Interview tasks and activities 

Appendix 5  Interview questions 

Appendix 6  Collective Worship observation record 

 

These are intended to be a guide and should be adapted to the school’s context as the 

panel sees fit.  

 

Person specifications should not be used in their entirety as it is not possible or desirable 

to short list against such a large number of criteria, bearing in mind that supporting 

statements are usually limited to 3 sides of A4 maximum.    

 

Each Local Authority has its own preferred models and advisers or HR will be able to supply 

further examples. Please be aware that Person Specifications provided by the LA do not 

contain elements specifically suited to church schools and that these need to be included 

(See Appendix 2). 
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APPENDIX 1 

 
CHURCH SCHOOL ADVERTISEMENT STATEMENTS - Examples 

 

Below are some examples of statements taken from advertisements for Church School 

Headteachers. 

 

 
For a school with a strong Christian tradition and character, aiming to recruit a 
Christian Headteacher 

 
About the applicant 

 Provide  Christian leadership, upholding Christian values 
 Communicant member of a Christian church 
 A clear Christian faith commitment 

 A personal spiritual vision 
 Dedicated and dynamic Christian head-teacher 

 Highly motivated and committed Christian leader 
 Inspirational leader with a strong Christian commitment 
 Inspire and embody the Christian ethos and culture 

 Excited about Christian education 
About the school 

 Ethos is strongly influenced by its caring Christian faith foundation 
 Every child matters to God 
 Distinctive Christian ethos with strong church links 

 Highly successful Church school 
 Embedded with a vibrant Church community 

 

 

 
For a school with good church links, keen to further develop its Christian 
distinctiveness 

About the applicant 
 A clear vision for enriching the school’s distinctive Christian ethos 

 A desire to encourage the individual spirit in each and every one of our pupils 
 Places a high value on a strong Christian ethos 
 Develop our school at the heart of the Christian and local community 

 Nurture and build on the Christian ethos of the school with the philosophy that every 
child is valued 

 Maintain and build on the strong links with the church and community 
 Enthusiasm for Christian Primary education 
 Actively support the Christian ethos of the school through personal example and 

practice 
About the school 

 Caring and Christian atmosphere 
 A happy and caring Church of England school 
 School church and community links are strong 

 Vibrant, inclusive school with a strong Christian ethos 
 Dedicated support from local church and villagers 

 A supportive Christian community 
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For a school wishing to maintain or improve its Christian ethos 
About the applicant 
 Energy, commitment and ambition of our Church of England school 

 Able to contribute enthusiastically to a strong partnership between the school, the 
parish and the local community 

 Has a commitment to developing the aims and ethos of a church school 
 Support and develop the Christian ethos of the school 
 Value and promote the academic and spiritual development of all pupils 

 A shared belief in our traditions and Christian values 
 The desire to be part of an environment with a Christian ethos 

 Foster and develop the Christian character of the school 
 The desire to shape a Christian presence in the community 
 A desire to strengthen and develop the Anglican ethos 

 A willingness to embrace the school in its wider context of the community and church 
 Flair for deepening the ethos of the Church of England school 

 Cultivate a Christian and inclusive ethos 
 Demonstrate commitment to, and participation in, the active development of the 

school’s Christian ethos 

About the school 
 Excellent support from the community and local church 

 Supportive parents who uphold the Christian ethos of the school 
 Strong parish and community links 
 Warm and supportive Christian ethos 
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APPENDIX 2 

 
PERSON SPECIFICATION - Examples 

 

1 

Person Specification – Headteacher 

 

 Essential Desirable  

Training, Qualifications 

Qualified Teacher Status Yes   

NPQH or successfully accepted onto the NPQH programme  Yes  

Degree or Higher Degree or equivalent post qualification 

award 
 Yes  

Recognised management/leadership qualification  Yes  

Strong evidence of continuing professional development 

relevant to the post 
Yes   

Successfully completed recognised ‘safer recruitment’ 

training or commitment to do so before taking up post 
Yes   

 

 Essential Desirable  

Experience 

Experience of successful teaching as a Headteacher, 

Acting Headteacher, Deputy Headteacher or Assistant 

Headteacher for xxx years 

Yes   

Experience of teaching in more than one school Yes   

Experience of teaching in a large school  Yes  

Experience of teaching in a church school  Yes  

Widest possible experience of working with primary age 

children 4+ to 11 years 
Yes   

Experience of leading  whole school change and 

development initiatives 
Yes   

Experience /proven track record of raising achievement Yes   

Experience of budget and resource management 

underpinned by best value principles 
Yes   

Experience of managing and/or coordinating staff Yes   

Experience of appointing and inducting staff  Yes  
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 Essential Desirable  

Professional Knowledge and Understanding 

Demonstrate strategic thinking and planning that builds, 

communicates and carries forward a coherent and shared 

vision 

Yes   

A clear understanding how to develop and sustain a 

learning culture that has high expectations and standards 

of achievement for all at its core. 

Yes   

A clear understanding of the characteristics of an 

outstanding school and how it may be delivered 
Yes   

Awareness of strategies and success in raising pupil 

achievement 
Yes   

Demonstrate a sound grasp of the principles and practice 

of effective learning and teaching. 
Yes   

A clear understanding of the strategies for improving the 

quality of learning and teaching, including promoting 

excellence and challenging poor performance. 

Yes   

Understanding and experience of curriculum design and 

management that helps to provide the choice and 

flexibility to meet the personal learning needs of every 

pupil. 

Yes   

Understanding and experience of what distinguishes a 

distinctive Christian ethos in a church school. 
Yes   

Demonstrate the successful impact of leading significant 

whole school innovation, creativity and change. 
Yes   

Understanding of current education legislation and its 

impact on schools and their wider communities. 
Yes   

Awareness of Ofsted and the current inspection 

framework. 
Yes   

Understanding based on the experience of a recent Ofsted 

inspection and its follow up 
 Yes  

Understanding of the role of the Governing Body Yes   

Experience as a school governor  Yes  

Understanding of the role which can be played by parents, 

the church and the community in raising standards. 
Yes   
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 Essential Desirable  

Personal Skills and Attributes 

Ability to inspire, challenge, motivate and empower teams 

and individuals to achieve high goals. 
Yes   

Demonstrate personal enthusiasm and commitment to 

leadership aimed at making a positive difference to 

children and young people. 

Yes   

Ability to build and maintain quality relationships through 

interpersonal skills and effective communication. 
Yes   

Demonstrate personal and professional integrity, including 

modelling Christian values and vision. 
Yes   

Ability and faith to lead the spiritual development of all in 

the school community 
Yes   

Willingness and conviction to lead school worship. Yes   

Ability to manage and resolve conflict. Yes   

Ability to prioritise, plan and organise themselves and 

others. 
Yes   

Ability to think analytically and creatively and 

demonstrate initiative in solving problems 
Yes   

Demonstrate a sense of perspective and the ability to be 

reflective and self-critical 
Yes   

Demonstrate a capacity for sustained hard work with 

energy and vigour 
Yes   

Empathise Yes   

Flexible, approachable and a good listener Yes   

Demonstrate resilience and optimism Yes   

Demonstrate impact and presence Yes   

Show commitment to sustain good attendance at work Yes   

Genuinely likes children! Yes   
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2 

 

Person Specification - Headteacher 

    The Governing Body is seeking applications from candidates who meet the following criteria: 

Essential Desirable 

Management and Leadership 
 Evidence of strategic thinking and planning skills. 

 A clear appreciation and recognition of high quality 

teaching and learning. 

 Leadership skills: to motivate and work with the 

whole school community – pupils, staff, parents, 

governors and the church. 

 Partnership working skills to ensure good relationships 

are built with the community 

 Clear knowledge of and commitment to safeguarding 

responsibilities. 

 Good organisation and time management skills to 

ensure that the school runs smoothly and efficiently. 

 Target setting and monitoring skills that raise 

standards 

 Effective people management skills, including 

delegation and performance management.Experience 

of financial management and planning in a primary 

school. 

 Experience as a leader in 

Foundation/Key Stage 1/Key Stage 2. 

 Experience of working with a diverse 

community. 

 Experience of developing close working 

relationships to manage pupil 

transitions. 

 

Qualifications and experience 
 DfE recognised qualified teacher status. 

 Successful leadership and management experience in 

a senior position within a school. 

 Evidence of continued professional development. 

 Enhanced DBS check. 

 Evidence of successful teaching at 

Foundation /Key Stage 1 /Key Stage 2. 

 Previous role as a Headteacher or 

Deputy. 

 NPQH. 

Knowledge  

 Knowledge and understanding of the statutory and 

legal frameworks within which a school operates to 

meet all children’s needs.  

 An in depth knowledge of primary education and 

children’s learning from Foundation to KS 1/2. 

 A good knowledge of current educational issues.  

Practical knowledge of school systems. 

 Understanding of the demands of 

children with high levels of social, 

emotional and behavioural difficulties 

and SEND. 

 Personal Attributes 

 Have a commitment to ensure the Christian ethos 

of the school is maintained and developed 

 Enthusiasm, reliability, drive, and a sense of 

humour! 

 Passion for teaching and learning. 

 Dedication to achieving outcomes for the school. 

 Ability to deal with the unexpected and re-

prioritise quickly to meet changing needs. 

 Well organised. 

 Being supportive. 

 Have a commitment to Equal Opportunities, 

diversity and inclusion. 

 A practising Christian 
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3 

 

Person Specification – Headteacher 

Factor Essential Desirable 

Qualifications 

and training 

Qualified teacher  

Evidence of recent and relevant continuing professional 

development status 

NPQH 

 

Experience 

Substantial and successful experience as a senior leader 

Successful and varied teaching experience across the 

primary age range 

Experience and success in implementing and monitoring 

initiatives designed to raise standards 

Headship, deputy 

headship 

Leadership 

and 

Management 

Can demonstrate the ability to: 

Think strategically and build a coherent vision for an 

inclusive school 

Demonstrate personal and professional integrity, including 

modelling Christian values and vision. 

Ability to lead the spiritual development of all in the school 

community  

Willingness and conviction to lead school worship. 

Ensure the vision is clearly articulated, shared and 

implemented 

Motivate and enthuse all staff and stakeholders in the 

development of the school 

Lead and respond effectively to change and challenge 

 

Leading 

Learning and 

Teaching 

Can demonstrate the ability to: 

Secure high standards and good progress for all pupils 

Secure good quality teaching for all pupils including SEN 

and vulnerable pupils 

Set high targets, monitor and evaluate effectively and 

challenge poor performance 

Motivate all pupils and ensure their safety 

Design and manage the whole primary curriculum including 

Early Years (not junior schools 

 

Developing 

Self and 

Working with 

Others 

Can demonstrate the ability to: 

Develop and maintain effective strategies and procedures 

for staff induction, professional development and 

performance review 

Ensure effective planning, allocation, support and 

evaluation of work undertaken by teams and individuals, 

ensuring clear delegation of tasks and devolution of 

responsibilities 

Develop and maintain a culture of high expectations for self 

and for others 

Review own practice, set personal targets and take 

responsibility for personal development 

Manage own workload and that of others to allow an 

appropriate work/life balance 

Maintain confidentiality 

Articulate and understand current educational issues 
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Factor Essential Desirable 

Managing the 

organisation 

Can demonstrate the ability to 

Establish and sustain appropriate structures and systems, 

collaborating appropriately 

Manage the school efficiently and effectively on a day-to-

day basis 

Prioritise, plan and organise self and others 

 

Experience of systems for 

robust financial and 

resource management 

Securing 

Accountability 

Can demonstrate the ability to: 

Work with the Governing Body to enable it to meet its 

responsibilities and fulfil commitments arising from 

contractual accountability 

Undertake and lead effective and robust school self-

evaluation 

Lead inclusive practice and secure equal opportunities 

 

Strengthening 

Community 

Can demonstrate the ability to: 

Create and maintain an effective partnership with parents 

and carers to support and improve pupils’ achievement and 

personal development 

Communicate effectively and sensitively with children, 

staff, parents, governors, the church and local community, 

partners and other professionals 

Work in partnership with a range of others to improve 

outcomes for pupils 

 

 

 

Safeguarding  

Displays commitment to the protection and safeguarding of 

children and young people 

Has up-to-date knowledge and understanding of relevant 

legislation and guidance in relation to working with and the 

protection of, children and young people 

Will co-operate and work with relevant agencies to protect 

children 
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APPENDIX 3 

 
INTERVIEW TIMETABLE – Examples for 2,3 or 4 candidates 

 

 

1 

 

Example Timetable for Headteacher interview (2 candidates) 

 (small teaching Headteacher post) 

 

Time Candidate A Location Time Candidate B Location 

8.30 
Arrive  and meet 

panel 
 8.30 

Arrive and meet 

panel 
 

8.45 
Explain tasks and 

give data 
 8.45 

Explain tasks and 

give data 
 

9.00 Collective Worship  9.00 Lesson  

9.30 Lesson  9.40 
Presentation 

Preparation 
 

10.20 Break 

10.35 
Presentation 

Preparation 
 10.35 Collective Worship  

11.15 School Council  11.05 Letter writing task  

11.45 Letter Writing task  11.45 School Council  

12.15 Lunch with staff and governors 

1.15 
Presentation and 

interview 
    

2.15    
Presentation and 
interview 

 

3.15 Panel meet to select candidate before FGB 
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2 

 

Example Timetable for Headteacher interview (3 candidates) 

 

Time Candidate A Candidate B Candidate C 

8:15 – 8:30 Arrival of candidates at the school 

8:30 – 8:35 Meeting of candidates and introduction of governors 

8:40 – 9:00 Group activity – Discuss a scenario together with governors to observe 

9:15 – 9:40 Collective Worship Lesson observation School Council 

9:45 – 10:10 Lesson observation School Council Collective Worship 

10:15 – 10:40 School Council Collective Worship Lesson observation 

10:45 – 11:00 Playtime 

11:00 – 11:05 Introduction of the learning walk and focus for presentation 

11:05 – 12:05 Learning walk and presentation preparation 

Comfort break 

12:30 – 1:00 Meet and share lunch with staff and governors 

1:30 – 2:25 
Presentation and 

interview 

Response to letter of 

complaint 

Response to letter of 

complaint 

2:30 – 3:25 
Response to letter of 

complaint 

Presentation and 

interview 
Data analysis 

3:30 – 4:25 Data analysis Data analysis 
Presentation and 

interview 

4:30 Recruitment Panel meet for discussions and decisions 

 Full governors meeting to ratify decision of the Recruitment Panel.  

Time to be confirmed 

 

 Recruitment Panel to decide on scenario for group discussion. 

 Recruitment Panel to split. One group in Collective Worship with Diocesan Adviser, the 

other to observe teaching with LA Adviser. 

 Recruitment Panel to arrange shared lunch and booking of venue for interviews. 

 Chair of Govs to arrange full governors meeting following the Recruitment Panel 

discussions to ratify and minute decisions. 
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3 

 

Example Timetable for Headteacher interview (3 candidates) 

 

Time Candidate A Candidate B Candidate C 

8:15 – 8:30 Arrival of candidates at the school 

8:30 – 8:35 Meeting of candidates and introduction of governors 

8:40 – 9:00 Group activity – Discuss a scenario together - governors to observe 

9: 15 – 9:40 Collective Worship 
Teaching & Learning 

Activity 
Written task 

9:45 – 10:10 
Teaching & Learning 

Activity 
Written task Collective Worship 

10:15 – 10:40 Written task Collective Worship 
Teaching & Learning 

Activity 

10:45 – 11:00 Break 

11:00 – 11:05 
Introduction of the learning walk to evaluate the quality of standards and 

teaching and using ASP data 

11:05 – 11:25 Meeting School Council 

Data activity and 

presentation 

preparation 

Data activity and 

presentation 

preparation 

11:25 – 11:50 

Data activity and 

presentation 

preparation  

Meeting School Council 

Data activity and 

presentation 

preparation 

11:50 – 12:15 

Data activity and 

presentation 

preparation 

Data activity and 

presentation 

preparation 

Meeting School Council 

12:30 – 1:00 Meet and share lunch with staff and governors 

1:30 – 2:25 
Presentation and 

interview 
  

2:30 – 3:25  
Presentation and 

interview 
 

3:30 – 4:25   
Presentation and 

interview 

4:30 Recruitment Panel meet for discussions and decisions 
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4 

Example Timetable for Headteacher interview (4 candidates) 

 

Time Candidate A Candidate B Candidate C Candidate D 

8.15a.m. 
Candidates arrive and meet with admin to hand in necessary 

documentation. Governors meet for final preparation 

8.30a.m. Governors meet with candidates to explain format of the day 

9.00a.m. 
Collective 

Worship 
Class activity Presentation 

Presentation 

preparation walk 
9.30a.m. 

Presentation 

preparation walk 

Collective 

Worship 
Class activity 

10.00a.m. 
Presentation 

preparation walk 

Collective 

Worship 
Class activity 

10.30a.m. Class activity Preparation walk 
Collective 

Worship 

Break 

10.45a.m.                                        Group Task 

11.15.a.m School Council 
Presentation 

preparation 
feedback 

Presentation 

preparation 

11.30a.m 
Presentation 

preparation 
School Council 

Presentation 

preparation 
feedback 

11.45a.m 
Presentation 

preparation 
feedback School Council 

Presentation 

preparation 

12.00 noon feedback 
Presentation 

preparation 

Presentation 

preparation 
School Council 

Lunch with staff and governors 

1.15p.m. Interview Written task Data analysis  

2.15p.m. Written task Interview Written task Data analysis 

3.15p.m. Data analysis Data analysis Interview Written task 

4.15p.m.    Interview 

4.30p.m. Recruitment Panel meets to discuss appointment 

 Governing Body meet to ratify appointment 
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APPENDIX 4 

INTERVIEW TASKS AND ACTIVITIES - Examples 

In-tray/Discussion exercises: 

 Scenario 1 
o Score each scenario from 1 – 5 in order of priority/seriousness (1 least 

serious/low priority, 5 most serious/high priority) 

o Place each scenario in the order that you would deal with it during the day (1 – 

first etc.) 

o Give a brief outline of the action(s) that you would take to resolve the issue. 
 Scenario 2 - Budget and timetabling issue. 

 Scenario 3 - -Teaching and Learning issue 
 
Written Task 

 Response to a letter of complaint 
 First Newsletter 

 Brief article promoting the school in the community 
 
Data Exercise 

 Use ASP to identify key priorities for raising standards and progress 
 Identify specific groups of children who are making less progress than other groups 

 Internal data analysis of a specific subject – key findings 
 
Financial Exercise 

 Analyse a monthly out-turn and write a short report identifying where savings could 
be made/issues etc. 

 
Learning Walk 
 Use learning walk to identify possible areas for development or a key strength. 

 
School Priorities 

 Based on data analysis, learning walk, previous OFSTED/SIAMS inspections (if 
relevant) identify three key priorities that would be a focus on taking up post 

 

Lesson Observation 
 Undertake a 20 minute observation and feedback findings to the teacher observed by 

governors and Adviser 
 
Collective Worship 

 Lead act of Collective Worship observed by Governors and Adviser (this should take 
place for all interviews of Headteachers in Church Schools) 

 
School Council/Worship Committee/group of children 
 Meet and answer the children’s questions observed by the governors 

 Allow time for children to feedback their thoughts. 
 

Presentation 
 Chose a specific focus for the presentation linked to school priorities 

 Candidates to present on overall findings from day 
 Give an ‘educational’ phrase/sentence/ to present their personal thoughts on it.  
Be wary of giving the title ‘Moving from Good to Outstanding’ Also consider whether to allow use of 

technology and if so ensure that all candidates are made aware of this prior to the interview. 
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APPENDIX 5 

 
INTERVIEW QUESTIONS - Examples 

 

STANDARDS OF EXCELLENCE FOR HEADTEACHERS 

Domain 1 – Qualities and Knowledge 

Domain 2 – Pupils and staff 

Domain 3 – Systems and Processes 

Domain 4 – The Self-improving School System 

 

Introductory Questions. Choose one 

 There are a number of vacancies around for Headteachers, why did you apply for this 

one? 

 Why are you the right person for our school?  Tell us in one minute. 

 Thank you for coming today, can you tell us why you have applied for Headship at this 

particular school, at this particular time? 

 

Leading a Church School 

The purpose of these questions is to ensure the candidates commitment to the school as a 

church school and their understanding of it. Choose 2 or 3 

 What should be distinctive in a Church School, and how will you develop that 

distinctiveness here? 

 How will you, not just maintain, but support and develop  the Christian ethos of the 

school? 

 From your perspective what do you think may be the challenges, personally and 

professionally, in leading a church school? 

 A church school must be inclusive and distinctive – tell us how you see those two 

elements developing here. 

 We would like you to reflect on your act of worship from today. How far did it reflect 

the Anglican ethos of the school? 

 How do you recognise “Good” religious education? How will you develop it? 

 We are of course a church school - how do you think in practical terms that should 

impact upon its day-to-day life? 

 In a sentence, can you tell us what the core purpose of a church school is? 

 

Leadership and Management 

 What is your vision for this school?  Domain(s) 1.6 

 How would your leadership move the school forward? Domain(s) 2 and 4 (all) 

 How will you motivate your team? Domain(s) 2.3, 2.4, 2.5, 3.6, 4.2, 4.5 

 You have identified an area of concern that may need change or development. What 

are the steps you would take to bring about effective change? Domain(s) 3.1, 4.3 

 How can you be sure that the school is moving forward for the benefit of its pupils and 

not just at the behest of some new initiative? Domain(s) 4.3 
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 The leadership that the head provides can be pivotal for a school. What kind of leader 

will you be and how would you evaluate your style of leadership and management? 

Domain(s) 1 (all) 

 Are the terms leadership and management interchangeable? Domain(s) 1 and 3 (all) 

 If you don't know where you are, you can't plan where to go next. How will you find 

out where the school is? Domain(s) 3 

 It has been said that Headteachers must delegate or die - how do you do that in a 

small school? Domain(s) 3.6, 4.1 

 Regarding management and leadership, what personal strengths can you bring to our 

school?  Can you give an example of a proposal that you have effectively led and 

another in which you showed your management skills? Domain(s) 1 and 3 

 We are fortunate enough to have a well-established staff team and a strong deputy 

head, how would you go about establishing yourself as leader of this team? Domain1 

 As you know there is an internal candidate, if you are appointed how will you set 

about managing this relationship?  Domain(s) 3.3, 3.6 

 

To sustain and further develop effective teaching and learning  

 What contributes to an effective school? All domains 

 What do you see as your role in improving the quality of teaching and learning? 

Domain(s) 2 

 How can curriculum leaders lead in a small school? Domain(s) 3.6 

 How will you recognise and develop the strengths of others? Domain(s) 2.5, 3.3, 4.4 

 What do you feel is the importance of a robust system of assessment for learning? 

Domain(s) 2.1, 3.1 

 What would you expect to see in an outstanding lesson? Domain(s) 2.2, 3.3 

 A teacher is outstanding, what would you expect to see in his/her classroom? 

Domain(s) 1.3 

 As headteacher how will you ensure pupils make sufficient progress year on year? 

Domain(s) 2.1 

 Can you give us an example of an initiative or project which you have led and 

managed which has had significant impact on teaching and learning and of which you 

are proud? Domain(s) 2, 4 (all)  

 What would you expect to see happening in the Foundation Stage/KS1/KS2 

classroom? (this might be included if candidate has limited experience in a key stage) 

Domain(s) 1.4 

 What does assessment for learning mean to you and can you give practical examples 

of how this might look in your classroom? Domain(s) 2.1, 2.2 

 You a covering an EYFS class at short notice and the theme is Houses.  A child brings 

in a spider in a matchbox.  What do you do? Domain(s) 1.3 

 How would you promote reading in this school? Domain(s) 1.3, 1.4 

 What are the key ingredients of a good lesson? Domain(s) 1.3, 1.4 

 What provision would you ensure is in place for a pupil who arrives in your school 

from abroad, who is at a very early stage of English language acquisition Domain(s) 

1.3, 4.2 
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To lead and manage the staff team  

 How do you motivate staff currently, what would you do if you were Headteacher 

here? Domain(s) 1 (all), 4.6 

 How would you know if a teacher were struggling and how would you help him/her 

improve? Domain(s) 2.3, 3.3 

 What would you do if improvement did not happen? Domain(s) 1.6, 3.3 

 What strategies would you use to resolve conflicts within your team? Domain(s) 1.2, 

2.4 

 Please give an example of how you have managed change.  How would you deal with 

resistance? Domain(s) 4.1, 4.4 

 Where do you draw the line between commitment and work-life balance for you and 

your staff?  

 

To manage the efficient and effective deployment of resources 

 What would be the key to the efficient management of the schools resources? 

Domain(s) 1.5, 3.5 

 How would you involve others in the budget setting process? Domain(s) 3.4, 3.5 

 How do you prioritise that heap of papers that have built up on your desk while you 

have been teaching?  

 Our budget is constrained, how would you propose to manage this in the future? 

Domain(s) 1.5, 3.5 

 It is often said that a school’s best resource is its staff.  What practical steps would 

you take to nurture this valuable resource?  Domain(s) 3.5 

 

Accountability 

 How will you communicate with parents? Domain(s) 1.2 

 How, as the school’s leading professional, will you work with the Governors. 

Domain(s) 1.2, 3.4 

 What do you see as the role of the GB and how would you hope to work with them 

and what are your expectations of them? Domain(s) 3.4 

 What do you feel is the role of the Diocese in school life? Domain(s) 4.2 

 

Qualifications and Continued Professional Development 

 How have you prepared yourself for the role of Headteacher?  

 What training needs to you think you would have if appointed to this post?   

 What do you feel were the strengths of your application form? 

 How do you ensure effective Continuous Professional Development among the staff 
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Parents, Pupils and the Wider Community 

 How would you deal with the irate parent remonstrating with the school secretary just 

as you are about to lead morning assembly? 

 How would you encourage and develop community cohesion and the idea of parents 

as partners in their child’s education?  

 A headteacher of a rural school can feel isolated.  How would you overcome this 

issue? 

 What do you see as the most important elements of an effective partnership between 

the head and the governors, the parents and the wider community? 

 

Safeguarding (at least one safeguarding question is essential) 

 How will you ensure that the whole school community is proactive in its commitment 

to safeguarding? 

 What is your experience of safeguarding and what has been your experience of 

dealing with it in school?  Can you give us example of how you have managed a 

specific incident? 

When did you last undertake safeguarding training and what was the key thing that 

you learnt from this? 
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APPENDIX 6 

 

COLLECTIVE WORSHIP OBSERVATION SHEET 
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