





























APPENDIX 1



ROLE OF THE ASSESSOR IN

THE SELECTION PROCESS



�





ROLE OF THE ASSESSOR IN THE SELECTION PROCESS







1.0	Assessors



1.1	The role of the Assessor is to provide the Promotion Panel with advice and assistance during the Selection Process.  That assistance may take the form of the following:-



(a)	advice on the preparation of the personnel specification;



(b)	advice on the preparation of questions for interview.  Questions will be designed to assist the Panel to assess candidates against the criteria set out in the personnel specification.



In any case an Assessor shall:-



(c)	provide the Promotion Panel with an assessment of each candidate following the completion of all interviews.



The assessment will indicate to what extent each candidate met the criteria in the Personnel Specification and will be based on the following sources of evidence:



the application form;

the interview and if appropriate additional selection method used, e.g. a presentation or tabled question;

the reference.



1.2	An Assessor should participate fully and remain present throughout all interviews and discussions.



1.3	Whilst an Assessor is a non-voting member of the Promotion Panel, and should not mark or rank the candidates, he/she is required to make notes on each of the candidates which must be submitted to the Chairperson of the Promotion Panel for retention along with all other documentation.
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APPENDIX 2



APPLICATION FORM FOR MANAGEMENT ALLOWANCE

�SCHOOL NAME



APPLICATION FORM FOR MANAGMENT ALLOWANCE



TITLE & LEVEL OF ALLOWANCE______	



NAME:			TR NO: 		





QUALIFICATIONS

�

���

Degree/Diploma/Certificate etc�Grade

Obtained�Date of Award�

Subjects Taken 

�����

�����

�����

�����

�����

��

TRAINING

��

RELEVANT IN -SERVICE COURSES IN LAST FIVE YEARS

�

From�

To��

����

����

����

����

����

TEACHING EXPERIENCE (beginning with current post)

��

School

�

From �

To�

Duties��

�����

�����

�����

�����

������

�����

DETAILS OF MANAGEMENT ALLOWANCES HELD

��

Title of Post /Allowance�Number of 

Points/ Allowance �

Dates Held 

�

Main Responsibilities attached

���Attached�From�To���

������

������

������

������

������

Level of Management Allowance currently held:���

ADDITIONAL INFORMATION (Please complete in support of your application outlining the specific contribution you could make taking into account the duties specified in the job description. Continue on a separate sheet if necessary).��

����

����

����

����

����

����

�����

����

����

����

����

���

����

REFERENCES����

A professional reference will be sought from the Principal of the School or alternatively from your immediate line manager.  Please provide name of line manager:________________________________________________



Completed application forms to be returned to: 								 ��Closing date for receipt of application forms:								��Signature of Candidate:					 Date: 						

��































APPENDIX 3



PROFESSIONAL REFERENCE FOR MANAGEMENT ALLOWANCE



�SCHOOL NAME	MA6	

PROFESSIONAL REFERENCE FOR MANAGEMENT ALLOWANCE  



Name of Applicant:		



Allowance Title & Level:		



Please indicate your assessment of the applicant’s qualities by drawing a circle around one of the numbers in each category.



6 - Excellent	5 - Very Good	4 - Above Average	3 - Average	2 - Below Average	1 - Poor



Relationship with parents�6

�5�4�3�2�1��Relationship with pupils�6

�5�4�3�2�1��Relationship with colleagues�6

�5�4�3�2�1��Punctuality record�6

�5�4�3�2�1��Attendance record�6

�5�4�3�2�1��Planning work

�6

�5�4�3�2�1��Classroom organisation�6

�5�4�3�2�1��Motivating pupils�6

�5�4�3�2�1��Class control/discipline�6

�5�4�3�2�1��Matching work to pupil

�6

�5�4�3�2�1��Monitoring/evaluating work�6

�5�4�3�2�1��Energy/commitment�6

�5�4�3�2�1��Attitude to innovation�6

�5�4�3�2�1��Flexibility�6

�5�4�3�2�1��Awareness of own strengths/failings�6

�5�4�3�2�1��Willingness to seek help and support�6�5�4�3�2�1

��Leadership skills�6�5�4�3�2�1

��Management skills�6�5�4�3�2�1

��Involvement in curriculum and staff development�6�5�4�3�2�1

��Commitment to Catholic education�6�5�4�3�2�1��

Further Comments: (Please use the space below for any comments you feel would be helpful in assessing the applicant’s suitability for the above management allowance)��

��

��

��

Signed:____________________________________________ Date:___________________________________________



Position:___________________________________________��





























APPENDIX 4



SHORTLISTING CRITERIA - FORM MA4(a)

�

MA4(a)



SCHOOL NAME



PROMOTIONS PANEL -SHORTLISTING CRITERIA





Allowance Title & Level: __________________________________�School: 	 

��Date of Meeting:  _________________________________________������Promotion Panel Members  - Voting�Assessors: (if applicable)�����		Chairperson

	�(i) 	 	��	

	�(ii) 	 	��	

	�In Attendance��	

� 	��Promotion Panel Members  -  Non Voting

� 	�� 	

������Criteria for shortlisting:



���Essential:����

���

���

���

���

���

��

Desirable:����

���

���

��

����

���

���

���

��





























APPENDIX 5



SHORTLISTING MATRIX- FORM MA4(b)





�

MA4(b)

SCHOOL NAME 

PROMOTIONS PANEL - SHORTLISTING MATRIX



Allowance Title & Level:									 School: 									





CRITERIA

��



NAME���������SHORT-LISTED

YES/NO�

COMMENTS��



������������



������������



������������



������������



������������



������������



������������



������������		



Signed:  		  (Chairperson of Promotion Panel)	Date:		

�





























APPENDIX 6



APPLICANTS SHORTLISTED- FORM MA4(c)

�

MA4(c)

SCHOOL NAME	



PROMOTIONS PANEL APPLICANTS SHORTLISTED





Allowance Title & Level:  		School: 	





THE FOLLOWING APPLICANTS WERE SHORTLISTED:





			



			



			



			



			



			



			





COMMENTS (IF ANY):



			



			



			



			



			



			











SIGNED:		  DATE: 	

		(Chairperson of Promotion Panel)

�





























APPENDIX 7



PANEL MEMBERS

ASSESSMENT MATRIX - FORM MA7(a)

�

MA7(a)

SCHOOL NAME



PANEL MEMBERS ASSESSMENT MATRIX



NAME OF APPLICANT: 	



ALLOWANCE TITLE & LEVEL:	SCHOOL:	





FACTOR

�

COMMENTS�

MARK

����



1.	QUALIFICATIONS/ TRAINING









������

2. 	EXPERIENCE/ KNOWLEDGE







������



3. 	SKILLS







���������

4. 	PERSONAL QUALITIES







�











:�











���TOTAL MARK���SUMMARY COMMENTS  







�











���

SIGNED:		DATE:		





�





























APPENDIX 8



PANEL MEMBERS NOTES ON RESPONSE TO QUESTIONS - FORM MA7(b)

�

MA7(b)

SCHOOL NAME



PANEL MEMBERS - NOTES ON RESPONSE TO QUESTIONS 



NAME OF APPLICANT: _______________________________________________________________



ALLOWANCE TITLE & LEVEL: 		SCHOOL: 	









Q1





�











��





Q2�











��





Q3�











��





Q4�











��





Q5�











��





Q6�













��

SIGNED: _____________________________________________  DATE: _________________________

�





























APPENDIX 9



ASSESSORS ASSESSMENT MATRIX - FORM MA7(c)

�



MA7(c)

SCHOOL NAME



ASSESSORS ASSESSMENT MATRIX







NAME OF APPLICANT: 	



ALLOWANCE TITLE & LEVEL:	SCHOOL:	







FACTOR

�

COMMENTS

����



1. 	QUALIFICATIONS/ TRAINING



�











��

��

2. 	EXPERIENCE/ KNOWLEDGE�











����



3. 	SKILLS





�











��

�����

4. 	PERSONAL QUALITIES





�











��



SUMMARY COMMENTS







�















��



SIGNED: 	  DATE: 	































APPENDIX 10



ASSESSORS NOTES ON RESPONSE TO QUESTIONS - FORM MA7(d)

�

MA7(d)

SCHOOL NAME



ASSESSORS - NOTES ON RESPONSE TO QUESTIONS 



NAME OF APPLICANT: 	



ALLOWANCE TITLE & LEVEL:	SCHOOL: 	









Q1





�









��





Q2�











��





Q3�











��





Q4�











��





Q5�











��





Q6�













��



SIGNED: 	  DATE: 	

�





























APPENDIX 11



SUMMARY OF PROMOTION PANEL MARKS 

FORM MA7(e)





�MA7(e)

SCHOOL NAME



SUMMARY OF PROMOTION PANEL MARKS

 (To be completed before discussion)



Allowance Title & Level:								 School: 									





VOTING PANEL MEMBERS���NON VOTING MEMBER��

NAME OF APPLICANT�NAME�NAME

�NAME�NAME�

OVERALL�

Name:  ���MARK�RANK�MARK�RANK�MARK�RANK�MARK�RANK�RANK

�MARK�RANK��



��������������



��������������



��������������



��������������



��������������



��������������



��������������

Signed:  		  (Chairperson of Promotion Panel)	  Date: 	



N.B. Rank should reflect marks awarded.�





























APPENDIX 12



CORE QUESTIONS AT INTERVIEW - FORM MA8

�



MA8

SCHOOL NAME

		

CORE QUESTIONS AT INTERVIEW AND DECISION OF PROMOTION PANEL 



Name of School: 	



Allowance Title & Level:	



Date of Meeting:	



Promotion Panel Members - Voting	Assessors (if applicable)



		(Chairperson)	(i) 	



(2)			(ii)	



(3)			In Attendance



(4)				



Promotion Panel Member - Non-Voting

�		



Core Questions at Interview�

	



	



	



	



	



	



	



	



	



	



	



	



	



	



PTO



SCHOOL NAME



CORE QUESTIONS AT INTERVIEW AND DECISION OF PROMOTION PANEL





Recommended Candidate:���Proposer:���Seconder:���

Votes For��Votes Against�����������������������

If applicable,  details of reserve candidate(s):

1st Reserve:�����Proposer:�����Seconder:����2nd Reserve:�����Proposer:�����Seconder:����

1st Reserve �Votes For�Votes Against�2nd  Reserve�Votes For�Votes Against�������������������������������������

Were marks amended following discussion?	YES/NO 



If yes, please give details:	

(use additional sheets if necessary

	



		



	



	



	



	





Signed: 	 Date:	

	(Chairperson of Promotion Panel)































APPENDIX 13



DRAFT LETTERS TO CANDIDATES

�

DRAFT LETTERS TO CANDIDATES



APPLICANT NOT SHORTLISTED �









Date:			

















Dear



Allowance Title & Level:		



School:		





I would like to thank you for your application for the above allowance.  I regret to inform you, however, that you have not been selected for interview on this occasion. 



On behalf of the Board of Governors I would like to assure you that your contribution to the school is, and will continue to be very much valued.



Yours sincerely













Signed:		  (On behalf of the Board of Governors)





Position:		



�

CALL FOR INTERVIEW 











Date:			

















Dear



Allowance Title & Level:		



School:		



I refer to your application for the above allowance and am pleased to invite you for an interview on ___________ (date) at ______(time) in ____________(venue).



I should be grateful if you would confirm in writing that you will be attending for interview.



If you require any special arrangements to be made for the interview please advise me as soon as possible.



Yours sincerely













Signed:		  (On behalf of the Board of Governors)





Position:		

�



CANDIDATE UNSUCCESSFUL FOLLOWING INTERVIEW�









Date:			

















Dear





Allowance Title & Level:		



School:		



Thank you for your application for the above allowance and for attending the interview.  I regret to inform you that you have not been successful on this occasion. 



On behalf of the Board of Governors I would like to assure you that your contribution to the school is, and will continue to be very much valued.



Yours sincerely













Signed:		  (On behalf of the Board of Governors)





Position:		

�



CANDIDATE SUCCESSFUL FOLLOWING INTERVIEW











Date:			

















Dear



Allowance Title & Level:		



School:		



I refer to your application and subsequent interview for the above allowance and am pleased to inform you that the Promotion Panel has recommended that you should be appointed to the management post, subject to the outcome of any appeal(s) lodged.



In the event that no appeal is lodged within the specified time period, you shall receive formal confirmation of this offer.  Where an appeal has been lodged, you shall receive further notification subject to the outcome of the appeal.



Yours sincerely













Signed:		  (On behalf of the Board of Governors)





Position:		

�





























APPENDIX 14



SUBSIDIARY AGREEMENT

�

SCHOOL NAME



TEACHERS’ AGREEMENT - SUBSIDIARY AGREEMENT

(To be completed in duplicate)





School: 		



Allowance Title & Level:		



In addition to the duties outlined in the Pay and Conditions of Service Agreement, Regulations 1987, No. 267, Reg 5, the Board of Governors of the above school intend to allocate you management allowance _______ for the execution of the duties below. 



	



	



	



	



	



	



Should you voluntarily relinquish these duties you will, if the Board of Governors so determines, cease to be remunerated on the scale point appropriate to the above appointment.



In the event of these duties not being performed satisfactorily the matter may be dealt with in accordance with the Disciplinary Procedure (CCMS Circular 1999/15) or the appropriate competency procedure. The resultant action may include removal of the above management allowance  .



If you accept these conditions, please indicate your acceptance by signing one copy of this agreement in the space provided and returning it to me.







SIGNED:  	  DATE:	

(On behalf of the Board of Governors

�





I agree to undertake these additional duties on the conditions specified above.







SIGNED:	 DATE:  	







NAME:	



�

For Diocesan Office Use only











Signed:		 Date:	

	(Senior Management Officer/Management Officer)































APPENDIX 15



Department of Education FORM TR268

�

�TR268��Form for notifying Teachers Pay Branch of a teacher’s salary determination.

Please read the notes of guidance carefully before completion (see overleaf).

��Form TR23 (Notification of Appointment of a Teacher) is enclosed/has been forwarded (delete as necessary)��

School Name: 	�

School Roll No: 	��

Teachers Name:	�

Teachers Ref No: 	��The relevant body of the above school determines that the teacher named be placed on the Teachers Pay Scale as follows:��MAIN PAY SCALE

��POINTS�ALLOWANCES��Qualification Points 		 (1 or 2)�Management Allow  		(1st - 5th)��Experience Points		�Special Ed. Allow 		 (1st or 2nd)��Total 		

(Total points for Qualifications & Experience cannot exceed 9)�Recuit/ret Allow		(1 or 2)����The pay determination shown is effective from the following date 	��If the determination is for a temporary period please state end date _____________________ and the reason for the temporary award (i.e. long term absences, career break, secondment, etc.) 	����Signature of Principal on behalf of the Board of Governors	Date	

��* Countersignature of Employing Authority: 	����UPPER PAY SCALE

For Teachers who have passed the performance threshold only��

Teachers Name: 	  Teachers Ref:	

��The teacher named above is to be paid on the Upper Pay Scale Point ___________ and the relevant body has determined that the following Allowances are payable from (date) __________ to___________ (if Allowance is

temporary please state end date of award��Management: 		(1st - 5th)��Special Educational Needs:		(1st - 2nd)��Recruitment/Retention: 		(1st - 2nd)

��Signature of Principal on behalf of the Board of Governors	Date	

��* Countersignature of Employing Authority 	

��* 	To be signed by the Employing Authority in respect of a school which does not have a fully delegated budget.

	To be copied to the Employing Authority in respect of a school which does have a fully delegated budget.

	Send completed forms to: Department of Education, Teachers Pay and Administration Branch, Waterside House, 75 Duke Street, Londonderry, BT47 6FP.��

For Official Use����Form received

Name_________________________

Date__________________________

�Input

Signature______________________

Date__________________________�Checked By

Signature_________________

Date_____________________��34

Notes of Guidance��

The following notes are for general guidance only and are not meant to explain in detail the provisions of the Teachers’ Pay and Conditions Determination 2000 issued in March 2001.  This form must be completed for each permanent appointment to an Assistant Teacher Post even where the teacher has already been employed in the school in a temporary, substitute or part-time capacity.



The points and allowances awarded to a teacher must relate to those categories specified in the Departments’ Notes for Guidance.

��Main Pay Scale

Qualifications:  Two (2) points must be awarded to teachers who have gained a first or second class honours degree: a higher degree awarded as a result of examination or research work by a university in the UK, Republic of Ireland or the Council for National Academic Awards.  The Department of Education may regard other qualifications as being of an equivalent standard. When teachers become entitled to additional points by gaining a good honours degree whilst in service, the award of additional points for qualifications must be notified to Teachers Pay and Administration Branch using this form (countersigned by the Employing Authority).



Experience:  The Department of Education will continue to monitor teaching service in Northern Ireland.



Each teacher will be entitled to receive one (1) point for each academic year unless the relevant body considers the teachers performance to be unsatisfactory.  The maximum number of points that can be awarded for experience is seven (7) for good honours graduates and eight (8) points for others



The relevant body may award points for relevant experience outside teaching.  In this respect Employing Authorities will advise the relevant body to do so in accordance with the Notes of Guidance from Employing Authorities in the award of Incremental Credit for Experience other than Teaching.  The maximum seven (or nine) points for experience includes these discretionary points as well as those awarded for teaching service.



Management Allowances:  These allowances (from 1 - 5) may be awarded to teachers who undertake significant specified management responsibilities beyond those common to the majority of classroom teachers. Teachers may not be awarded more than one rate of Management Allowance at any one time.



Special Educational Needs Allowances:  A teacher in a special school or one in an ordinary school wholly or mainly engaged in teaching pupils with statements of special educational needs must be awarded special Educational Needs Allowance 1.  Relevant bodies may award Special Educational needs Allowance 2.



Recruitment/Retention Allowance: Relevant bodies may award the 1st or 2nd Recruitment/Retention Allowance where there is a shortage of teachers or in a post that is difficult to fill.  These awards can be permanent or subject to a biennial review.

��Upper Pay Spine

Teachers can be placed on the 5 point Upper Pay Scale if they apply under specific threshold arrangements. It is for the relevant body to determine when teachers have fulfilled Threshold arrangement criteria.



Changes to a teachers salary, (except for vice-principals and principals) whether temporary or permanent, must be notified to Teachers’ Pay and Administration Branch using this form.  Vice-principals and principals have separate arrangements.



It is the responsibility of the relevant body to ensure that the procedures for the appointment and promotion of teachers have been followed.��3
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