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The Council for Catholic Maintained Schools (hereinafter referred to as “the Council”), whilst recognising the awarding of Management Allowances is the responsibility of the Board of Governors, requires all schools to implement the following procedure when making such awards.
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1.0	SCOPE AND PRINCIPLES OF THE PROCEDURE











1.1	The Board of Governors and the Council is committed to ensuring that all applicants for selection will be afforded equality of opportunity and that there should be no unlawful discrimination, either direct or indirect, against any person. The awarding of management allowances should be based solely on merit and suitability for the post.





1.2	The sole objective of this procedure is to ensure that management allowances are allocated in an equitable manner to the person who is identified as the most suitable candidate based on the criteria detailed in the personnel specification.





1.3	Management allowances may be awarded to a teacher who ‘undertakes specified responsibilities beyond those common to the majority of teachers’.  This procedure relates to such awards and is not applicable to awards for either experience, excellence, the teaching of pupils with special educational needs, recruitment or retention.





1.4	The management allowances within the school and the duties attached should be specified in the management structure accompanying the school salary policy.  Both should be issued to all staff for consultation on an annual basis in line with the advice issued to Boards of Governors on salary policy.











2.0	METHODS OF AWARDING MANAGEMENT ALLOWANCES 











2.1	There are three methods which may be used by a Board of Governors to award management allowances within a school.  In deciding which of the methods should be used the Board of Governors should be guided by the Principal within the context of the current salary policy.





(a)	Upgrading the management allowance attached to existing duties;


(b)	Internal trawl;


(c)	External advertisement.
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3.0	UPGRADING THE MANAGEMENT ALLOWANCE ATTACHED TO EXISTING DUTIES











3.1	This method should only be used where, as a result of a change in the duties and responsibilities to be performed, there is an increase in the scope and/or nature of responsibility. The changes relate directly to duties and responsibilities currently performed by the teacher, and for which that teacher is in receipt of a management allowance.. 





3.2	The Board of Governors may decide to upgrade the management allowance on a temporary basis where the additional duties and responsibilities undertaken will not be a permanent feature.





3.3	Where a Board of Governors determines that the needs of the school are best met by upgrading an existing management allowance, the following process should be implemented.





3.4	A Notice of Intent should be displayed on the staff notice board and also sent to all permanent teachers absent from the school or on a career break.  The Notice of Intent should indicate:





the management allowance which the Board of Governors intends upgrading;





the reason for upgrading;





the duties and responsibilities to be performed;





the level of the management allowance to be awarded;





the duration of the award if temporary in nature;





the date by which any consultation period should be completed (minimum of 5 working days from date of notification) if the upgrading has not previously been identified in the proposed structure within the school’s salary policy.





If representations are made in response to the Notice of Intent, they should be considered by the Board of Governors or a sub-committee thereof and a response made before proceeding. The response should include written reasons for the decision taken.
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4.0	INTERNAL TRAWL











4.1	PERMANENT AWARD OF MANAGEMENT ALLOWANCES





Where the Board of Governors decides that a management allowance should be awarded on a permanent basis, the allowance must be subjected to an internal trawl, or in appropriate circumstances, external advertisement (see section 5.0).





4.2	TEMPORARY AWARD OF MANAGEMENT ALLOWANCES 





4.2.1	The Board of Governors may determine that there is a need to allocate a management allowance on a temporary basis.





This need may arise for a number of reasons including:





the absence of the permanent allowance holder due to e.g. illness, maternity leave, career break, leave of absence.





the creation of an additional temporary allowance in order to carry out a particular task or function.





4.2.2	In arriving at a decision on whether a temporary allowance should be trawled internally, the Board of Governors should consider the projected duration of the allowance and the needs of the school.  In all decisions, due consideration should be given to the promotion of equality of opportunity within the school.





4.2.3	Where a management allowance becomes vacant on a temporary basis it should normally be trawled.  In particular circumstances, the Board of Governors may consider, based on the needs of the school, awarding the allowance without competition. In such circumstances, the Board of Governors is strongly encouraged to seek advice from the Council. Where the Board of Governors determines that the duration of the temporary award is anticipated to be one academic year or longer, the allowance should  be trawled.





4.2.4	Should the Board of Governors, after consulting with the Council, decide to make an award without an internal trawl, a Notice of Intent should be displayed on the staff notice board and also sent to all permanent teachers absent from the school.  





The Notice of Intent should indicate:





a)	the management allowance which the Board of Governors intends to allocate on a temporary basis;


b)	the reasons for the decision not to internally trawl the allowance;


c)	the duties and responsibilities to be performed;


d)	the level of the allowance to be awarded;


e)	the anticipated duration of the award;


f)	the date by which any consultation period should be completed (minimum of 5 working days from date of notification) .





If representations are made in response to the Notice of Intent, they should be considered and a response made before proceeding.





4.3	INTERNAL TRAWL PROCEDURE





Where the Board of Governors decides that the management allowance should be allocated on a permanent or temporary basis  by competition within the existing staff, the following process should be implemented.





The Board of Governors should prepare a job description and a personnel specification.  In relation to the participation of the teacher Governor, the provisions of paragraph 7.1 shall apply.





The Board of Governors should invite applications from existing teachers, including those absent from the school. The following information should be provided:





(a)	the summary of the main duties and responsibilities (job description);





the level of the allowance to be awarded;





where necessary, the shortlisting criteria to be applied;





any limitations imposed by the school salary policy;





	if temporary, the duration of the award;





(f)	the closing date for receipt of applications.





Applications should be made on the approved application form.











5.0	EXTERNAL ADVERTISEMENT











5.1	On occasions, it is recognised that the curricular and/or professional needs of the school may result in the Board of Governors deciding to externally advertise a vacant or newly created management allowance.





5.2	Should the Board of Governors decide to implement this method, the appointment would be dealt with in accordance with the Scheme for the Appointment of Teachers.





6.0	PURPOSE AND CONSTITUTION OF PROMOTION PANEL











6.1	A Board of Governors, when considering the allocation of management allowances through an internal trawl, must establish a Promotion Panel with fully delegated authority to apply the procedure and select the most suitable person who meets the criteria for the allowance.





6.2	A Promotion Panel, once established, cannot be added to or changed.  After the commencement of the selection procedure a vacancy on the Panel does not invalidate the procedure but it is subject to a quorum of three voting members.  In the event of a Panel member being unable to participate in each stage of the selection process, he/she must withdraw from the Panel.





6.3	The membership of a Promotion Panel is set out below.  Where practicable Panels should reflect the interests represented on the Board of Governors and an appropriate gender balance.





(a)	Voting Members





Four members of the Board of Governors, including the Chairperson or nominee appointed by that Board of Governors.





NB 	Co-opted members of the Board of Governors shall not be members of Promotion Panels.





(b)	Non-Voting Members





(i)	The Principal or a designated Vice-principal shall be required to participate as a Panel member without voting rights on all Promotion Panels unless the requirements set out in section 8.1 and 8.2 below prevent him/her from doing so.  The principal/vice-principal shall be required to assess and mark candidates and make his/her ranking of 	candidates known to the voting members.





(ii)	The Board of Governors and/or the Council in consultation with the Board of Governors may decide to engage an assessor to assist in the process.  The assessor may be a senior teacher from the school who has specialist knowledge or expertise or an external assessor.  See Appendix 1 for assessor’s role.





(c)	The Chief Executive of the Council may nominate an Officer of the Council to participate in the process, in an advisory and monitoring capacity.
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7.0	PARTICIPATION OF THE TEACHER GOVERNOR











7.1	Participation of the Teacher Governor





The teacher Governor may not participate in any meeting of the Board of Governors or as a voting member of a Promotions Panel in the following circumstances;





Where a meeting or Panel is considering:





(i)	his/her transfer;





(ii)	the award of a management allowance or transfer relating to any allowance equal to or senior in grade to his/her own;





(iii)	the appointment of his/her successor.











8.0	WITHDRAWAL FROM PROMOTION PANEL








8.1	Anyone involved in the process, whether as a Panel member, assessor, or officer of the Employing Authority, who has a relevant family relationship to any of the applicants, must disclose the fact and shall withdraw from participation in the selection process.  For purposes of this paragraph a relevant family relationship shall be deemed to exist between a member of the Promotion Panel and an applicant if they are husband and wife, or living together as husband and wife, or if the applicant, or the husband or wife or cohabitee of the applicant is the:- 





(i)	parent


(ii)	grandparent


(iii)	grandson/granddaughter


(iv)	son/daughter


(v)	sister/brother


(vi)	aunt/uncle of the member, or of the husband or wife of the member


(vii)	first cousin


(viii)	niece/nephew or


(ix)	all equivalent step relationships.





8.2	Where a member of a Panel has any pecuniary interests whether direct or indirect, then that member shall disclose the nature of interest, and shall not preside over or take any part in the selection process, but shall withdraw from the Promotion Panel.





8.3	Canvassing by or on behalf of applicants (with the knowledge of the applicant) shall result in the automatic disqualification of the candidate concerned.











9.0	THE SELECTION PROCESS











9.1 	INITIAL MEETING OF PROMOTION PANEL





9.1.1	Following the closing date for receipt of applications, the Promotion Panel shall convene a meeting at which the following administrative tasks should be completed:





(a)	develop a marking range and allocating maximum marks to the factors within the personnel specification;





(b)	determine, if necessary, the range of shortlisting criteria which may be applied.  Shortlisting criteria shall be stipulated in the internal trawl notice and only after the shortlisting criteria have been agreed and recorded shall the application forms be considered and the criteria applied. Only those applicants who fulfil the agreed criteria shall be invited for interview;





(c)	the Panel shall ensure that questions are developed prior to interview which will measure the criteria stipulated in the personnel specification which is based on the job description.





9.2	ARRANGEMENTS FOR INTERVIEW





The Promotion Panel shall complete the following administrative tasks:





(a)	inform in writing those applicants who have not been selected for interview; and





(b)	invite those applicants shortlisted to attend for interview;





(c)	request a written reference from the principal or immediate line manager.  There is no restriction on either providing such a reference. 





9.3	THE INTERVIEW





9.3.1	Prior to the commencement of the interviews the Chairperson shall ensure that each member of the Promotion Panel is provided with a copy of the selection documentation including application forms, personnel specification, job description, assessment sheets, references and the agreed core questions.





9.3.2	The Chairperson of the Panel shall ensure that a record of the core questions is retained with the other recruitment documentation.  





9.3.3	It will be the responsibility of each voting Panel member and the principal/vice-principal to arrive at an independent assessment. This will involve awarding the appropriate marks, ranking, completing and signing an assessment form.  The suitability of candidates shall be assessed following consideration of how the candidate met the criteria detailed in the personnel specification. In arriving at its decision the Promotion Panel should consider the following sources of evidence:





(a)	information contained in the application form;


(b)	performance at interview or any other selection method used;


(c)	the reference;


(d)	principal/vice-principal’s assessment, marking and ranking;


(e)	report of assessor (if applicable).





9.3.4	Where the assistance of an assessor is sought he/she must be given the opportunity to report on the competence of each candidate and how they did or did not meet the criteria stipulated in the personnel specification.





9.3.5	The Chairperson should collate the marks and rank order awarded to each candidate by each voting Panel member and the principal/vice-principal.  Following discussion the Chairperson should endeavour to arrive at a decision on the most suitable candidate.  If this is not possible the voting Panel members should vote on a recommendation(s).  The vote shall be by a show of hands.  In the event of a tie the Chairperson shall have a second or casting vote.  A record of the vote should be made.





	The recommendation from the Panel may include a list of reserve candidates in order of merit, from which an appointment may be made should the successful candidate decline the offer, or the same allowance become vacant or re-occur within a period of three months from the date of interview.





N.B.	Only candidates considered suitable should be included on the reserve list.





9.3.6	It shall be the responsibility of the Panel Chairperson to record the decision of the Panel on the appropriate form and ensure all documentation including assessment sheets are collected and retained in the school.  The documentation will be retained for two years.











10.0	POST INTERVIEW ADMINISTRATION








Following the interviews, the Panel Chairperson shall ensure that:





10.1	(a) 	the successful candidate is informed in writing that he/she has been successful 	subject to the outcome of any appeal(s) lodged.





(b)	a subsidiary agreement, incorporating all of the main duties and responsibilities attached to the management allowance, is prepared and the successful candidate’s signature obtained whenever the time period for lodging an appeal has expired or in the event an appeal is lodged whenever the matter is concluded.





(c)	all other candidates are informed in writing that their applications were unsuccessful.





10.2	The signed subsidiary agreement and Form TR 268 together with the documentation relating to the successful teacher shall be forwarded to the Diocesan Office by the Board of Governors.  An  Officer of Council will countersign and return the original Subsidiary Agreement, retaining a copy and shall forward Form TR268 to Department of Education, Teachers’ Payments Branch. 





10.3	A copy of the signed subsidiary agreement, job description and other relevant documentation shall be retained by the Board of Governors and the teacher.





10.4	The Promotion Panel Chairperson should ensure that the decision of the Panel is recorded at the next Board of Governor meeting.











11.0	APPEAL PROCESS








11.1	Appeals will be considered only where there is a perceived procedural defect in the actions of a Promotion Panel.





11.2	A candidate who considers that there may be a procedural defect in the action of a Promotion Panel may appeal to the Board of Governors.





11.3	The appeal must be made in writing stating the procedural grounds within 7 working days of notification of the decision of the Promotion Panel.





11.4	A sub-committee of the Board of Governors shall be convened, excluding the members of the Promotion Panel, to consider the appeal.





11.5	The sub-committee shall undertake the following:





(a)	inform the Diocesan Education Office that an appeal has been received;





(b)	determine if the grounds of the appeal comply with the terms of reference of the Appeal Process.  If it is determined that they do not, the sub-committee should inform the applicant, in writing, normally within 5 working days of the appeal;





(c)	in the event it is determined that the grounds comply with the terms of reference, the applicant shall be invited to attend a meeting of the sub-committee to make his/her representations.





11.6	The appellant shall be entitled to be represented by a Trade Union representative or by a teaching colleague at the meeting.





11.7	The sub-committee may either:





(a)	dismiss the appeal; or


(b)	uphold the appeal 





Prior to making a decision it is recommended that advice and guidance is sought from the Employing Authority.





In the event of upholding the appeal, the sub-committee should determine the action to be taken. The outcome of the appeal shall be notified, in writing, to the teacher within 10 working days of the hearing and a copy forwarded to  the Diocesan Education Office. 
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