
Kimbolton School 
APPOINTMENTS POLICY 

 

 

INTRODUCTION: 

Staff appointment procedures should be clearly defined so that the Board of Trustees, Principal 

and applicants are fully informed. 

 

OBJECTIVES: 
To establish an order of action when a vacancy occurs.  This order of action to cover: 

 * Personnel involved 

 * Needs of the school 

 * Application forms to be used and required documentation 

 * Advertisement for vacancy 

 * Procedure for handling applicants 

 * Method of appointment 

 * Notification of appointment 

 * Review of appointment 

 

BROAD GUIDELINES: 

1. The personnel (Appointment committee) involved with the appointment will be: 

  * Principal   Board of Trustees (or sub-committee) 

  * Teachers   Principal and Appointments Sub-committee 

  * Ancillary Staff  Principal and B.O.T. Staff Representative 

  * Caretaker   Principal and BOT Property Officer 

  * Cleaner   Principal and BOT Property Officer 

2. All vacancies will be advertised either locally or nationally as appropriate. 

3.   All vacancies will have a Job Description written by the Appointment Personnel before  

     advertising. 

4. When interest is indicated (letter/phone) by a prospective applicant, they should be sent  

Some or all of the following depending on the position being applied for: 

  * Acknowledgement of interest 

  * Job Description 

  * Application form 

  * Request C.V. 

  * School and Community description (Charter) 

5. All correspondence should be sent to the Principal with the exception of a Principal's 

 appointment, then applications should be to the Chairperson, Board of Trustees. 

6. Shortly after applications close the principal (and other appointment personnel) will  

evaluate applicants. Teachers must be registered.  

7. If interviews are necessary they should be conducted at this stage by the principal and  

other designated Appointment Personnel. A schedule of questions should be  

determined before the interviews. 

8. The E.E.O policy will be taken into account for all appointments. 

9. When a decision has been reached by the Appointment Personnel the decision should go 



 forward to the Board of Trustees to be endorsed.  

10. Notification of provisional appointment should be sent to the successful applicant.  

 Unsuccessful applicants should also be notified on confirmation of the successful  

Applicant’s employment. 

11. An Employment Contract and or letter of acceptance must be signed prior to a new 

 appointment commencing duties. 

12. Ancillary staff, caretaker and cleaner appointments are subject to the results of the police 

vet checks. 

13. If a review is requested the review committee should consist of two Board of Trustee 

members and an outside Principal.  The Principal should make all  arrangements for the 

Review Committee including the necessary documentation.  At the conclusion of the 

review all data should be filed for three months then destroyed. 

14. The applicant for a review should only have access to the following documentation 

 if a request is made. 

 * Summary sheet of all applicants’ scores / notes with all names removed. 

 

EXPECTED OUTCOME: 

If the above procedures are carried out then appointments should proceed smoothly and fairly. 

 

 

 

 

Chairperson: ______________________________  Date: 10/09/2018
 


