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 The Initial Process 

  
1.   The Principal shall inform the Executive Committee [or, if that is not practicable, the Chair of the Board 
of Governors, or the Chair of the Appointments Committee] of any permanent appointment required [an 
appointment of more than two years’ duration], and the nature of the post.  Following a job analysis and 
approval the post shall be advertised. 
 
2.   The Principal and the Chair of the Appointments Committee shall agree on a closing date for 
applications, agree and confirm an interview panel and arrange for short-listing to take place.  A date will also be 
set at this time for the same short-listing panel to conduct interviews. 
 
3.   Membership of an Interview Panel shall be as determined by the Board of Governors operating under 
the school’s Scheme of Management 12(1)  and 30(5), and accordingly the Chair of the Appointments 
Committee, in consultation with the Principal, shall establish a Panel on the following basis: 
 
(a)   The appointment of a teacher shall be by the Principal, the Vice Principal, the appropriate Subject Leader, 
and two voting members of the Board of Governors, plus any other person or persons considered necessary by 
the Principal and/or Board of Governors.  Where possible, the appointment process shall include an observed 
period of classroom teaching. (The Subject Leader is present in an advisory capacity only). 
 
(b)   The appointment of a Subject Leader or Assistant Principal, shall be by the Principal, the Vice Principal, 
and a minimum of two voting members of the Board of Governors, plus any other person or persons considered 
necessary by the Principal and/or Board of Governors (advisory capacity only).   
 
(c)  The appointment of a Vice Principal, shall be by the Principal and a minimum of three voting members 
of the Board of Governors, plus any other person or persons considered necessary by the Principal and/or Board 
of Governors.   
 
(d)  The appointment of a Principal shall be by a Panel of the Board of Governors consisting of a minimum of 
5 voting members, plus any other person or persons considered necessary by the Board of Governors. 
 

The Defining Process 

 
4.   The Principal, in consultation with the appropriate staff, eg Assistant Principal/Vice-Principal or Subject 
Leader, shall confirm the job description and personnel specification which will identify the qualifications, 
experience, skills, knowledge, and personal qualities [hereafter known as criteria] which are considered to be 
essential and/or desirable for the post.  The job description shall include: title; purpose; key tasks and 
responsibilities; and terms and conditions, including the salary or salary range. 
 
(a) Essential criteria shall be published at the time of the advertisement, and shall describe the 
qualifications, experience, skills, knowledge, and personal qualities which candidates must have in order to be 
shortlisted/appointed. 
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(b)   Desirable criteria shall be published at the time of the advertisement, and shall describe additional 
qualifications, experience, skills, knowledge, and personal qualities, which would enhance a candidate's 
suitability for the post. 
 
 
The Advertising Process (Currently advertised in Belfast Telegraph and on website) 
 
5.   The advertising process shall be framed so that it: 
 
 (a)  Informs potential applicants that a particular job vacancy exists 
 

(b)  Informs potential applicants of the qualifications, experience, skills, knowledge, and personal 
qualities required 

 
 (c)   Attracts the most suitable applicants for the post 
 
6.   Other than in exceptional circumstances, the Board of Governors shall observe the principle that all 
permanent teaching posts [an appointment of more than two years’ duration], shall be publicly advertised.  
 
7.   In order to allow the school to structure the way in which information is presented, and to facilitate 
equal assessment of applicants, applications shall be by the school's application form only.  The form shall allow 
the candidate the opportunity to outline the qualifications, experience, skills, knowledge, and personal qualities 
which they possess, and to indicate how they meet the criteria for the post.  The application form shall also 
include a section for a personal statement which will afford the applicant the opportunity to elaborate on their 
suitability for the post. 
 
The application form shall also inform prospective applicants that any failure to provide all the information 
required or any alteration of the layout of the application form, could result in their application not being 
considered. 
 
Successful candidates will be required to comply with the Rainey Endowed School’s vetting procedures which 
entails completing an on-line Access NI application and paying the appropriate fee.  
 
  
8. The information provided to all potential applicants is available on the school’s website,  however  
should the applicant contact the school for information then that  information  shall be the same as that which is 
on the school's website.  It shall include: a job description; a personnel specification; a declaration of the Board 
of Governors' adherence to the Equal Opportunities legislation; notification that canvassing for any post will 
result in disqualification from the appointment process; the school’s vetting procedure and details of the school, 
including its classification, achievements, aims and activities, and pupil and staff numbers.  Applicants shall also 
be informed that other information such as the School Development Plan is available on the school website 
(www.raineyendowed.com - click on documents and scroll down to the School Development Plan section). 
  

The Short-Listing Process 

 
9.   At least one member of the Interview Panel should have Child Protection training and Recruitment and 
Selection training.  No one should interview unless they have been involved in the short-listing process.  
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However, a Panel member may short-list but withdraw from interviewing (due to unforeseen circumstances), in 
which case the interviews can proceed as long as the make-up of the Panel meets the requirements as set out in 
the Scheme of Management.  If the interviews have already been arranged and it is too late to reschedule then 
the interviews may proceed with a smaller Panel than recommended  but the absence of the Panel member 
should be recorded in the minutes as should the reasons why the interviews could not be rescheduled. 
 
10.   The members of the Interview Panel shall receive, in advance of the short-listing meeting, a copy of the 
job description, a copy of the job specification, a copy of the application forms for all applicants, and a copy of 
the advertisement.  This shall give opportunity for relevant family relationships or pecuniary interests to be 
declared by members of the Panel.  Should such information be disclosed at this stage then it may be deemed 
appropriate to replace the Panel member in order to avoid conflict of interest.  Short-listing should be carried 
out at the short-listing meeting on the information included on the application form relating to qualifications 
and experience only.  In the event of a large number of applicants, criteria can be enhanced in order to short list 
to a manageable number. Please note that all Panel members receiving copies of application forms into their 
care must sign a statement of confidentiality and non disclosure (see Appendix B). 
            
11.   The Principal, in consultation with the Vice-Principal/Assistant Principal and/or the Subject Leader, as 
appropriate, shall decide on whether or not the applicants shall be required to make a presentation or conduct 
an observed period of classroom teaching, and on which topic.  They shall also compile a list of possible 
questions; where relevant have model answers prepared; and agree a scoring/ranking scheme.  The questions 
should be drawn from the job description and personnel specification and should then be discussed and agreed 
by the members of the Interview Panel as should the scoring/ranking of criteria. 
 
12.   The Principal shall inform short-listed applicants of the date and time of their interview.  On the day of 
the interview, candidates will be given a tour of the school which will be carried out by members of the Student 
Council.  This may form part of the interview process. If this is the case, then applicants will be informed of this 
fact in advance.  Photographic proof of identity and proof of qualifications must be provided on the day of 
interview.  Failure to provide such proof will render the candidate unsuitable for appointment. 
 
13.   The Principal shall seek references for the successful applicant only.  Such references shall be requested 
in writing and shall be completed on the school pro-forma.  All offers of employment are subject to successful 
vetting, satisfactory references and a satisfactory medical report being received for the successful applicant.  
 
  

The Pre-Selection Process 

 
14.  The Interview Panel shall meet at least 30 minutes prior to the commencement of the interviews to: 
 
(a)   Ascertain that no canvassing has taken place and that no relevant family relationship or pecuniary 
interest exists between members of the Interview Panel and any of the applicants. 
 

• If canvassing has taken place, then this shall be recorded in the minutes and as a result, the applicant 
involved shall be disqualified. 

 
• Any of the following family relationships between a member of the panel and an applicant shall also be 

recorded: parent; grandparent; son; daughter; brother; sister; aunt; uncle; nephew; niece; wife; 
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husband; son-in law; daughter-in law; or any other relationship deemed relevant when disclosed to the 
Panel. 

 
• a member of the Panel shall not participate in the interviews if:  

o he/she has undertaken to act as a referee for an applicant;  
o is related to an applicant in the terms outlined above;  
o is a member of staff and the outcome of the process may be of material benefit to him/her or 

create an opportunity for his/her promotion or transfer, or influence his/her tenure or 
conditions of service;  

o is unable to be present for the whole of the interview process. 
 
However, such information (should it exist), should have been disclosed at the short-listing stage (see page 3 
point 10 of this document) to ensure that the interviews can go ahead as scheduled and without delay. 
 
(b)   Confirm that appropriate proof of identity and qualifications has been provided by each applicant. 
 
(c) Agree the methodology of the interview eg which questions shall be asked, and who will ask each 
question. 
 
(d) Remind members of the Panel that all applicants shall be asked the same core questions but that 
supplementary questions may be asked provided that they are related to the applicant's response or for a point 
of clarification. 
 
(e)   Agree the scoring/ranking scheme and weighting to be followed. 
 The Interview Process 
 
15.   At the beginning of the interview the Chair of the Panel shall introduce the members of the Panel and: 
 
(a)   Confirm the applicant's identity and that they are applying for the advertised post. 
 
(b)   Set out the nature of the interview including: 

• (if appropriate) the length of time allowed for any presentation/classroom observation and the topic/s 
to be covered 

• the length of time for the interview itself 
• the number of questions to be asked 
• the fact that the Panel may ask supplementary questions related to the applicant's response or for a 

point of clarification  
• the fact that there will be an opportunity at the end of the interview for the applicant to ask any 

questions which he/she may have or to give further information which he/she may regard as relevant to 
their application 

 
(c)   Encourage the applicants to speak freely and to perform as best they can. 
 
(d)  Explain that it will be necessary for the members of the Panel to take notes throughout the interview. 
 
16. At the end of the interview each applicant should be asked to explain any gaps in their employment 
history, if the Panel are not satisfied by the information given on the application form.  Each applicant must also 
be asked if they are aware of anything in their employment and/or personal history which would render them 
unsuitable to work with children/young people. 
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17. The Chair shall thank the applicant and inform them of when and how they will be notified of the 
outcome of the interview. 
  

The Decision-making Process 

 
18.   The function of the appointment procedure is to appoint the most suitable person for the post.  This 
shall be achieved by assessing the criteria of all the interviewed applicants against the personnel specification 
and the job description.  In making this assessment the Panel shall take into account the information included on 
the application form and the performance at interview (including any presentation or period of observed 
classroom teaching). 
 
19.   At the conclusion of the interviews, the Chair of the Interview Panel shall ask the Subject Leader or other 
appropriate person appointed by the Panel, to give his/her views on the merits of each candidate.  This person 
shall then leave the Panel.  Each Panel member shall score separately using the scoring/ranking scheme 
previously agreed.  The Chair shall then initiate a discussion on the merits of each candidate.  At the conclusion 
of the discussion the members of the Panel shall each decide upon their preferred candidate. Should they have 
changed their score/rank following the discussion, reasons for such change should be noted on the appropriate 
scoring/ranking sheet. 
 
20.   The decision to appoint shall be determined by which candidate receives the highest rank from the 
members of the Panel.  In the event of a tied vote, the Chair has a casting vote. 
 
21.   If the Panel deem it appropriate, they may decide to nominate a second preference applicant. 
 
22.   In the event of no applicant being deemed suitable by the Panel, the Board of Governors reserves the 
right to make no appointment and to re-advertise the post. 
 
23.   All notes and score sheets from the interviews shall be completed in ink, signed, dated and given to the 
Chair of the Panel at the end of the proceedings.  These shall be kept for a period of three years.  
 
24. The Chair of the Interview Panel shall inform the Chair of the Appointments Committee and the Board of 
Governors of the outcome of the interview procedure. 
 
25.   The Principal shall notify all the applicants of the outcome of the process and shall, subsequently, do so 
in writing to the successful applicant.  On receipt of a letter of acceptance from the successful applicant, the 
Principal shall write to all other applicants thanking them for their interest in the post.  The Principal shall also 
ensure that appropriate references, Access NI and health checks are carried out with regard to the successful 
applicant before confirming the appointment.  
 
26.   The Principal shall be authorised, when requested by any of the applicants, to provide any information 
which he/she considers to be appropriate concerning the appointment made.  He/she shall also be authorised to 
inform the applicants that further information can be obtained by their writing to the Chair of the Appointments 
Committee, who will provide a response after consultation with the Chair of the Interview Panel. 
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Appendix A:  INTERVIEW PANEL  

The following procedures are drawn directly from the school’s Scheme of Management.  The Chairperson of the 
Appointments Committee in consultation with the Principal shall establish an Interview Panel accordingly, to 
which may be added such further co-opted persons as the Principal/Board of Governors considers necessary.  
Membership of any Interview Panel shall be as determined by the Board of Governors operating under the 
school’s Scheme of Management 12(1) and 30(5), and accordingly the Chair of the Appointments Committee, in 
consultation with the Principal shall establish Panels on the following basis: 
 
 
(a)   The appointment of a teacher shall be by the Principal, the Vice Principal, the appropriate Subject Leader, 
and two voting members of the Board of Governors, plus any other person or persons considered necessary by 
the Principal and/or Board of Governors.  Where possible, the appointment process shall include an observed 
period of classroom teaching. 
 
(b)   The appointment of a Subject Leader or Assistant Principal, shall be by the Principal, the Vice Principal, and 
a minimum of two voting members of the Board of Governors, plus any other person or persons considered 
necessary by the Principal and/or Board of Governors.   
 
(c)  The appointment of a Vice Principal, shall be by the Principal and a minimum of three voting members 
of the Board of Governors, plus any other person or persons considered necessary by the Principal and/or Board 
of Governors.   
 
(d)  The appointment of a Principal shall be by a Panel of the Board of Governors consisting of a minimum of 
5 voting members, plus any other person or persons considered necessary by the Board of Governors. 
 

 APPLICANTS PANEL 
 

A Teaching Staff (a) The appointment of a teacher shall be by the Principal, the Vice Principal, 
the appropriate Subject Leader, and two voting members of the Board of 
Governors, plus any other person or persons considered necessary by the Principal 
and/or Board of Governors.   
 
(b) The appointment of a Subject Leader or Assistant Principal, shall be by the 
Principal, the Vice Principal, and a minimum of two voting members of the Board 
of Governors, plus any other person or persons considered necessary by the 
Principal and/or Board of Governors.   
 

B Vice Principal  
 

The appointment of a Vice Principal shall be by the Principal and a minimum of 
three voting members of the Board of Governors, plus any other person or persons 
considered necessary by the  Principal/Board of Governors. 
 

C Principal The appointment of a Principal shall be by a Panel of the Board of Governors 
consisting of a minimum of 5 voting members, plus any other person or persons 
considered necessary by the Board of Governors. 
 

D Bursar The Principal, plus two voting members of the Board of Governors. 
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Principal’s 
Secretary 
 

The Principal and the Bursar/Vice Principal/ Assistant Principal plus 2 voting 
members of the Board of Governors and/or any other appropriate member of 
staff. 
 

E Administrative and 
Technical Staff: 
•Administrative 
non teaching staff 
•Technicians 
•Classroom 
Assistants  
•Maintenance staff 

The Bursar, or Principal/Assistant Principal/Vice-Principal plus 1 voting member of 
the Board of Governors and/or any other appropriate member of staff. 
 

F Cleaning Staff 
Kitchen Staff 
Ancillary Staff  
 

The Bursar, or Principal/Assistant Principal/ Vice-Principal plus 1 voting member of 
the Board of Governors and/or any other appropriate member of staff. 
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Appendix B 

 
STATEMENT OF CONFIDENTIALITY AND NON-DISCLOSURE  

APPOINTMENTS SELECTION PANEL 
 
 
This form should be signed by any selection panel member who is accepting possession of any candidate 
application forms, after short listing has been completed, in order to prepare for appointments interview. 
 
In my capacity as a member of the Board of Governors and a selection panel member for  
 
the post of _________________________________________  
 
at Rainey Endowed Grammar School, I acknowledge receipt of copies of the candidates’ application forms for 
the above named post. 
 
I undertake not to use the application forms for any purpose other than for the consideration of them in order 
to prepare for the interviews for the post. 
 
I undertake to keep the application forms secure and not to disclose them or any of their contents to any third 
party not directly involved in the recruitment and selection process for the post.  
 
I will, on request from either the Board of Governors or the school, return to the secretary/Principal all copies of 
the application forms held by me and will not retain any copies or records of them.  
 
While in my possession, I accept the responsibility delegated to me for the security and confidentiality of the 
documentation, in compliance with the School’s duties within the Data Protection Act 1998 and Employment 
Practices Data Protection Code 2011 issued by the Information Commissioner’s Office. 
 
 
Signed: ___________________________________________  (Selection Panel Member)  
 
Date: ________________________ 
                         
 
 
Please note: 
 
The selection panel member must sign and date this form before any applications can be released to the 
selection panel member.  He or she must return all applications to the secretary on or before the day of the 
interviews. 
 
 


