
SECTION 1 
 
INTRODUCTION 
 
 
This guide is intended to provide advice and guidance to school Governors on the 
various processes involved during the appointment of a Head Teacher or Deputy 
Head Teacher.  Governors are strongly urged to follow the advice and guidance 
provided to help safeguard them against the possibility of legal action and to ensure 
that good recruitment and selection practices are followed. 
 
Schools Plus will be available to provide further advice and full administrative support 
to Governors throughout the selection process.  The contact address, telephone 
number and fax number are as follows: 
 
 Schools Plus 
 Learning and Culture 
 6th Floor 
 38-50 Orphanage Road 
 Erdington 
 Birmingham 
 B24 9HW 
 
 Tel:   0121 303 2253 
 Fax:   0121 303 5225 
 Email:      schoolsrecruitment@birmingham.gov.uk 
 
Your School Adviser will also be able to provide you with additional support. 
 
 



OUTLINE OF PROCEDURE FOR APPOINTING A HEAD TEACHER  
OR DEPUTY HEAD TEACHER 

 
 

Vacancy 
arises – 

Governors 
consider 

whether to 
replace 

Governing Body must 
inform the LEA of the 
vacancy in writing 
before taking any steps 
to fill the vacancy (see 
section 2) 

 

The Governors need to decide the 
salary range and starting point within 
that range (see section 3), prepare an 
Advert (see section 4),  and produce a 
person specification, job description 
and school details (see section 5).  
Schools Plus advise on content, place 
advert, type and print details. 

Vacancy 
advertised – 
Schools Plus 
send details to 
Applicants 

Schools Plus 
telephone 
longlisted/shortliste
candidates, 
confirming details in
writing and take up 
references 
The Governing Body must   
recommend a person as acting
Head and may recommend a 
person as acting Deputy Head 
if the post becomes vacant 
before a permanent 
appointment can be made 
(see section 2) 
At a meeting where at least 
50% of the Governing Body 
are present, they must 
appoint a selection panel of 
at least 3 members 
(section 13 paragraph 3) 

 

Schools Plus duplicate 
returned application forms, 
prepare “interview pack” 
and arrange distribution to 
panel members  (see 
section 6)
d 

 

Longlisting/ 
shortlisting  
meeting (see 
section 6) Link 
Adviser should
be present
School visit 
(see section 
6) 
Governors inform LEA 
of longlisted/shortlisted 
candidates, allowing the 
LEA 7 days to make 
representations (see 
section 2)  



Longlist/shortlist 
Interviews (see 
section 6) 

The Governing Body must meet to 
consider the panel’s recommendation 
and any representations from the 
LEA and the selection panel’s 
response. 

Schools Plus inform all unsuccessful applicants 
an appointment has been made 

The Governing Body approves the selection 
panel’s recommendation 

Selection panel agree to make a 
recommendation and provide a written 
response to the LEA if any 
representations have been made (see 
section 2) 

Shortlist interviews (see section 
6).  Governors consider whether 
to make a recommendation for 
appointment, and any 
representations from the LEA 

The adviser will inform 
successful candidates 
of the outcome of their 
longlist/shortlist 
interview 

 
 

Selection Panel 
do not make 
recommendation 
(see section 2) 
The Governing Body do 
not approve the selection 
panel’s recommendation 
(see section 2)  

 

Schools Plus check that the recommended person fulfils 
the necessary “staff qualification” requirements and iss
appointment letter (Voluntary Aided and Foundation 
schools issue their own letters of appointment

ue

)  
that 
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