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INTERVIEWS
These notes should be read in conjunction with the specimen timetable.
The clerk should bring copies of the working sheets.
Chairs of the board often ask the advisers to manage the day, including the briefing. This enables them to participate
fully in the process and to concentrate on making their own judgements about candidates.

Internal Candidates
The day will commence with the chair welcoming all the candidates. If there is an internal candidate this should be
made clear at the start of proceedings.
It is important that the board conduct themselves impartially during the interview process.

Governing body briefing
Confirm that all candidates will be attending. Check that the board are familiar with the timetable. After this, in
order to ensure that the process complies with equal opportunities requirements, it is very important to remind the
board that:


it is recommended that candidates are kept for the full recruitment process rather than being eliminated.



notes should be objective and factual and, should be retained for six months after the interview as they
can be called in for scrutiny by a Tribunal.



candidates’ performance should not be discussed until all have been interviewed although the board will
make their individual judgements (and the reasons) after each interview.



activities should be graded using proformas:

Grade:

1

2

lowest

3

4

5
highest

Panel interviews
If panels are being used, panel members go to their own rooms, prepare their questions, conduct interviews and
make judgements.
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Presentations
Presentation titles may be given in advance of the day or on the day. It is usual that presentation software
applications are not to be used. The presentation proforma should be used by the board to record their assessment
of the candidates.

Data task
This is usually planned by the local authority (LA) or second professional adviser. The data of the school should be
used unless there is an internal candidate when the adviser should provide data from a different school. Options are
a data task with:
i.

allocated time for analysis and preparation followed by a presentation to the full governing body or panel of
the board

ii.

allocated time for analysis and recording with the task marked by an adviser

Formal interview questions
The advisers will help to formulate questions.
 All candidates should be asked the same questions (follow up questions in response to a candidate’s response

can vary).
 All candidates should have the same number of questions and the same allocated length of time for their

interview.
 Questions that could potentially be interpreted as discriminatory are not permitted e.g. direct questions about

age, marital status, family (see notes on illegal/improper questions in this document).
 The proforma for recording responses should be used.
 The ‘practising Catholic’ question must be asked.

Can you confirm that you are a practising Catholic and that you are able to comply with all of the
essential criteria in the job description and with the requirements outlined in the Diocesan Briefing Note
on what constitutes a practising Catholic?

At the end of the interview, the candidate must be asked whether, if offered, the post will be accepted.
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The decision
After all interviews are completed, the board should make their own assessment of each candidate against the
criteria for appointment. Ideally, they should do this by transferring evidence from their interview notes on the
working sheet.
After this, discussion can be opened and decisions made, taking into account the professional judgements and
guidance of the advisers. The governing body should come to an agreed decision on each candidate and on which
candidates are the strongest. A proposal to appoint a candidate should be made and formally seconded. Ideally the
decision should be unanimous but sometimes a vote is necessary. Occasionally the chair has to use his/her casting
vote.
The board need to clearly understand that once it has been decided to proceed to a vote no further discussions can
take place. If the decision is not to make an appointment, then, in discussion with the diocesan recruitment adviser
- and if time allows - the board may decide to advertise again. Otherwise the Diocesan Department for Education
must be consulted to advise on interim leadership arrangements.

After the decision
Collect in the board notes, all copies of application forms, supporting statements and references.
Check that the advisers have a record of all proceedings, decisions made and reasons. The school must retain a full
set of all relevant paperwork for at least six months.
Confirm arrangements for notifying candidates of the outcome. For headteacher appointments it is usual for the
chair of the board to notify both the successful candidate and any unsuccessful candidates. Notification will usually
be via a telephone call, as it is usual to allow candidates to depart following the conclusion of the final interview.
Confirm arrangements for debriefing unsuccessful candidates. This is usually undertaken by the recruitment
adviser.
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NOTES ON QUESTIONS
Illegal/improper questions
Illegal questions usually offend against the range of anti-discrimination legislation which not only promotes equal
opportunities but also forbids discrimination. The DfE lists nine protected characteristics:
 age
 disability
 gender reassignment
 marriage and civil partnership
 pregnancy and maternity
 race
 religion and belief
 sex
 sexual orientation

It is illegal to ask questions in relation to these, e.g. it is not permissible to ask questions relating to intentions about
getting married, starting a family, and coping with small children.
Failure to follow this can lead to a complaint to the Equal Opportunities Commission. The Diocesan Statement on
Equal Opportunities in Employment indicates where and how the board may discriminate between candidates.
The issue of improper questions is not so clear-cut. It is broadly accepted that questions about a teacher's politics or
union activities are improper, but while religion and belief is a protected characteristic, the law of the land allows us
to ask questions in the area in relation to appointment in a Catholic school.

Practising Catholic Question
Can you confirm that you are a practising Catholic and that you are able to comply with all of the
essential criteria in the job description and with the requirements outlined in the Diocesan Briefing Note
on what constitutes a practising Catholic?
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PRESENTATION WORKING SHEET
Candidate’s name:
Presentation topic:


Notes

Introduction
Opening courtesies/tone/manner
Outline purpose and approach
Structure of the presentation
Easy to follow
Content
Relevant to the title
Appropriate vision and philosophy
Shows knowledge
Focuses on role of
headteacher/deputy headteacher
Shows enthusiasm
Identifies range of
challenges/opportunities
Presentation skills/technique
Personal impact and presence
Commands credibility as future
headteacher/deputy headteacher
Engages with audience/interesting
Speaks clearly
Manages the time well
Conclusion
Summarises key points

Grade:

1

2

lowest

3

4

5
highest
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COLLECTIVE WORSHIP WORKING SHEET
Candidate’s name:
Collective Worship
theme:


Notes

Introduction
Opening courtesies/tone/manner
Creates prayerful atmosphere
Content
Relevant to the theme
Appropriate choice of scripture
Appropriate use of liturgical colours,
artefacts
Shows knowledge
Creativity, for example appropriate use of
prayer styles, music, ICT
Leading Collective Worship Skills
Personal impact and presence
Commands credibility as future faith
leader
Engages with all pupils
Shows enthusiasm
Speaks clearly
Manages the time well
Structure (if liturgy)
Gather
Word
Response
Mission
- all clearly defined

Grade:

1

2

lowest

3

4

5
highest
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INTERVIEW WORKING SHEET
(The board may find it helpful to have two copies per candidate)
Candidate’s name:
Collective Worship
theme:
Question number

Overall grade:

Notes

Grade

1

2

lowest

3

4

5
highest
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POST INTERVIEW TASKS
These are the responsibility of the board.
Retain the successful candidate’s application form, supporting statement and references in the school’s personnel
files.
Confirm the appointment in writing, including starting date and salary. Ensure that the person appointed is issued
with two copies of the letter of appointment. They should return one copy, signed, to the school. The candidate
should retain the second copy for their own records. Also inform the person appointed of the arrangements for:


Enhanced check for Regulated Activity from the Disclosure and Barring Service



Health clearance

If the school retains a personnel service, inform them of the appointment and which procedures and checks you
wish them to undertake on your behalf. If the school manages its own personnel function, ensure that clear
arrangements are in place for these tasks to be completed.
Ensure that the person appointed is issued with the two copies of the appropriate CES contract, signed by the chair
of the board. The candidate should sign both copies and return one to you for the school’s files. They should retain
the second copy for their own records. Please note that a CES contract must be issued.

Communication of the appointment
For headteacher appointments the chair of the board needs to communicate with staff and parents as soon as
possible. A common timeline may need to be agreed with the ‘providing’ school. The recruitment adviser will
advise the chair of the board on this aspect of the process.

Induction support
The board has a duty to ensure that new senior leaders are able to access the induction support provided.
This will include:
 Transition visits
 New headteacher/deputy headteacher ‘Welcome to the Diocese Induction Day’
 New headteacher diocesan induction programme (which includes mentor support)
 Termly network meetings of diocesan headteachers at primary/secondary level
 Annual residential conferences for primary headteachers and deputy headteachers/secondary headteachers.
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MODEL JOB OFFER LETTER
INSERT APPLICANT’S NAME HERE
INSERT APPLICANT’S ADDRESS HERE
INSERT DATE HERE
Dear (INSERT APPLICANT’S NAME)
(INSERT POST TITLE HERE)
On behalf of the board, I am writing to offer you the post of INSERT NAME OF POST at INSERT NAME OF SCHOOL
which will be conducted in accordance with the rites, practices and traditions of the Roman Catholic faith.
This offer is conditional upon satisfactory completion of Disclosure & Barring Service (DBS) checks and health checks.
Please complete and return the enclosed forms as directed.
(IF REQUIRED REFERENCES HAVE NOT BEEN RECEIVED, STATE HERE THAT THE OFFER IS CONDITIONAL TO RECEIVING
THESE)
(IF THE CANDIDATE FAILED TO PROVIDE ORIGINAL DOCUMENTARY EVIDENCE OF QUALIFICATIONS AND EVIDENCE
OF RIGHT TO WORK IN THE UK STATE ARRANGEMENTS FOR HIM/HER TO BRING THIS TO SCHOOL TO BE CHECKED)
You have presented yourself at interview and as a practising Catholic who is fully committed to promoting the
Catholic ethos of the school and as a person professionally competent to fulfil the position. It is in these terms that
the governing body found you a suitable candidate for appointment.
The board, as your employer, will offer you a contract of employment which is a model drawn up by the Catholic
Education Service after consultation with Teaching Associations and appropriate local authority bodies. The details
of your conditions of service will be supplied to you through the local authority in the near future.
Please sign the second copy of this letter confirming your acceptance of the post and return it in the envelope
provided.
Yours sincerely,
Chair of the board
I accept the above position.

Signed………………………………………………………
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INTERVIEW AND POST-INTERVIEW BOARD
CHECKLIST
At interview, has the applicant provided original evidence of:

Identity (three forms)



Right to work in the UK (this may overlap with evidence of identity)



Qualifications obtained



At interview, has the applicant signed a copy of the invitation to
interview letter to confirm that they have read and understood the
content of that letter?



If you are ready to make an offer of employment, should that offer be conditional upon receipt of:

Satisfactory DBS checks



Reference from current employer (if not previously obtained)



Satisfactory health checks



Any other document required but not yet provided by the applicant or a
third party



Rehabilitation of Offenders Act 1974 – Disclosure Form



Disqualification Policy for Staff



Note: you must have obtained evidence of identity and right to work in the UK before you allow a successful
applicant to commence employment.
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