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Recruitment Principles



This is essential reading for headteachers and anyone with authority to recruit.
 It outlines updates to previous policy and procedure that have been agreed 
for the academic year 2025 - 2026

September 2025



Our vision is to enable all to flourish
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[bookmark: _1.0_Purpose]1.0 Purpose 
1.1 The purpose of this document is to outline the principles and procedures to be followed for the recruitment to any vacancy across the Trust in the academic year 2025-26.  

[bookmark: _2.0_Context]2.0 Context
2.1 These principles are implemented at the continued direction of the Trust Board in response to the financial position of the Trust and current budgetary constraints. It is intended that these principles will continue to support the control of costs, support positive budget positions and continue to impact the effective management of resources.

[bookmark: _3.0_Scope]3.0 Scope
3.1 This document and the steps and processes within it apply to all recruitment within the organisation, within schools and centrally. It includes full-time, part-time, temporary roles as well as contract variations and the allocation of overtime. 
3.2 In the next section of this document, two different types of recruitment activities will be referred to:
a) [bookmark: _Hlk174009082]Fundamental/necessary recruitment – this is recruitment that is absolutely essential, for example recruiting for maternity leave, a class teacher vacancy or if a resignation impacts a regulatory ratio. This type of recruitment will already have been accounted for in the school’s approved budget. 
b) [bookmark: _Hlk174009625][bookmark: _4.0_Procedure]Unplanned/unexpected staffing requirements – this relates to recruitment that is not agreed within the budget but has arisen as a result of a change is circumstances – for example an increase in pupils resulting in ratio requirements not being met or a pupil needing additional support whilst awaiting an EHCP.
[bookmark: _5.0_Review_of]4.0 Procedure
[bookmark: _6.0_Consideration_of]A fundamental or necessary vacancy
4.1 A fundamental or necessary vacancy may arise from a need to recruit cover for maternity leave, a class teacher vacancy or if a resignation impacts a regulatory ratio. It is recruitment to essential roles – i.e. a class of children must have a class teacher and that has been accounted for in the school’s agreed budget.
4.2 If a vacancy arises for a post that is a fundamental or necessary regulatory requirement, then a recruitment process may be undertaken. The post must be recruited for on a like-for-like basis, including hours and salary grade budgeted for.
[bookmark: _6.0_Unplanned/unexpected_staffing]4.3 All fundamental and necessary vacancies, while included in the agreed budget, should still be carefully considered. This is particularly the case for those schools that have an in-year deficit budget. A resignation is an opportunity to reflect if a saving could be made. Headteachers should discuss this with their school finance lead. All vacancies must be advertised on the Trust website. From September 2025 the central team will provide full administrative support for the recruitment of all school vacancies. Guidance on the support provided by the central team and the school’s responsibilities is available in the admin and finance area of the Trust website.
[bookmark: _Hlk174012402]Unplanned/unexpected staffing requirements 
4.4 From time to time an unplanned or unexpected vacancy may arise. This could be as a result of an increase in pupils and a resulting failure to meet ratio requirements or a pupil needing significant additional support whilst awaiting EHCP funding. 
4.5 If an unplanned or unexpected vacancy arises the following process must be followed. 
· A request for recruiting for an unplanned or unexpected vacancy should be submitted to the COO via their email address using the Proforma A (Appendix 1). 
· The executive leadership team will review unplanned and unexpected requests at the ELT meeting following the request being made. Approval decisions will be based on the impact of not approving the request, the Trust priorities, the financial impact of the recruitment alongside what other solutions have been considered within the current staffing structure. 
· Approval decisions will be communicated to the headteacher or line manager by the COO within seven working days of being received.
· The headteacher or line manager will proceed with recruitment activities for approved recruitment only. No recruitment activity should occur prior to approval being given.

[bookmark: _7.0_Overtime_and]5.0 Overtime, additional time and supply
5.1 Headteachers should only authorise overtime in advance, and the cost should be accounted for within the agreed budget. Additional time worked by an employee should be paid back following the guidance in the Pay Policy. 
5.2 The use of long-term supply should not be used to circumvent the process of substantive appointment. Any exceptional circumstances can be discussed with the COO and CFO. 

6.0 Budget responsibility
Headteachers are responsible and accountable for their individual school budget and all recruitment and claims. 
[bookmark: _8.0_Policies]
[bookmark: _8.0_Monitoring_and]7.0 Monitoring and Reporting
· The COO will monitor compliance with the procedures outlined in this briefing and provide regular updates to the CEO and the Trust Board.
· Headteachers and line managers will discuss any concerns, challenges or critical needs with the COO.

[bookmark: _9.0_Review]8.0 Review 
· The ELT will continue to report the financial and operational status of the organisation to the Trust Board via the Audit, Risk and Finance committee. 
· These recruitment principles will be regularly reviewed by the Trust Board.
· Any changes to these principles will be communicated to headteachers and line managers by the COO. 

[bookmark: _10.0_Responsibilities]9.0 Responsibilities

	Action
	Responsibility 

	Decision-making and approval of recruitment within agreed budget
	Headteacher

	Decision-making and approval of recruitment outside of agreed budget
	Executive leadership team

	Communication of decisions
	Chief Operating Officer

	Monitoring of procedures and compliance.
	Chief Operating Officer

	Reviewing open positions, requesting recruitment.
	Headteachers and line managers

	Recruitment administration
	Governance and HR Officer 

	Ensuring all school staff involved in recruitment activities are aware of the steps and procedures within this briefing. 
	Headteacher

	Ensuring all central team staff involved in recruitment activities are aware of the updates within this briefing.
	
Chief Operating Officer


[bookmark: _12.0__Effective][bookmark: _12.0_Booking_recruitment]
10.0 Effective Date 
10.1 These principles are effective from 1 September 2025 and will remain in effect until reviewed and changed by the Trust Board.
[bookmark: _Hlk173501259]


Appendix A 

Proforma A – request to recruit to an unplanned or unexpected vacancy

	[bookmark: _Hlk173498931]School or department information 

	School name or central team department
	

	Person submitting request
	

	Role of person submitting request
	

	
Signature 

	

	Date
	



	Details of role requested

	Role title
	

	Pay scale grade
	

	Type of contract 
	Permanent/Fixed term

	Reason for the type of contract advertised
	

	Proposed number of hours and pay scale point 
	

	Annual cost of post including on costs
	

	Has this post been requested in your budget for 2025/26
	Yes/No



	Context to support decision-making 

	Please explain why this role is required

	



	What alternatives have been considered to recruitment of this position?

	




	Why are these alternatives considered unsuitable?

	




	Is there any further information you would like to be considered?

	





	Decision – to be used by ELT and reported to the Trust Board

	Name of School - 

Authority [is/is not] given for the recruitment of [post] for [number of hours] at [grade and pay scale point] on a [permanent/fixed term/zero hours contract]
	

	Name:
	

	Role:
	

	
Signature

	

	Date
	



Please send the completed proforma to the Chief Operating Officer at nwadley@cen.dgat.org.uk A decision will be shared with the headteacher or line manager within seven working days. 
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