Additional Service Agreement

Recruitment Administrative Support
Education Personnel Services’ Recruitment Team has extensive experience of providing administrative support, advice and guidance to schools when appointing a new Headteacher, Deputy Headteacher or key member of staff. We have developed a comprehensive recruitment administration service which is designed to reduce the administration and time commitments on schools while maximising the effectiveness of the overall recruitment process.
We work closely with the Governing Body, existing Headteacher, School Improvement Managers, Attached Inspectors and applicants throughout the entire recruitment process and provide a central point of contact for all parties involved in the recruitment process.
Our commitment to you as part of this support is that we will provide the following services:

· We will carry out recruitment preparation such as placing the vacancy on the web and proof reading of advertisement and applicant’s information pack. 

· We will arrange a national or local press advertisement of  your  vacancy. The advertisements are at an additional cost which will be agreed by the school before being submitted. 

· We will advertise your vacancy on our website along with the job description and person specification to allow online applications. If you require a full enhanced advertisement which would include the job description and person specification to allow online applications  discount the price to £82 (normal price £100). For further details of enhanced advertisements please look on our website: www.teach.hampshire.gov.uk
· We will carry out response handling, answering queries where we can and seeking clarification from the school if required.

· We will reproduce and distribute application packs to potential candidates. We  request a complete pack to be emailed from the school which we will then reproduce and send out. 

· We will acknowledge receipt of applications. 

· We will prepare short listing packs for the selection panel. 

· We will inform candidates of short listing outcome. 

· We will take up references. 

· We will prepare reference packs for selection panel. 

· We will seek Occupational Health clearance for the successful candidate. 

· We will retain, then confidentially destroy, all relevant paperwork we have in line with current data protection regulations.
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Costs
Costs are calculated according to the type of school and number of pupils on roll. 
Should the recruitment process be stopped at the short listing stage an invoice will be sent with a 10% reduction of the original fee.
Should the first run be unsuccessful after interviews – the full amount will be charged. However if should choose to use our services for a re-run we may be able to offer  some reduction in price.
Additional Services
In addition to the above recruitment service, we are more than happy to  discuss schools’ individual recruitment needs and create a bespoke package as appropriate. If you require us to provide any services not listed above we will be happy to oblige but these will be charged at £42.00 per hour of time used and you will be quoted an estimate in advance of how long we think the additional task will take. 

For an additional cost, we can also arrange for psychometric testing to be included as an integral part of the selection process.

	We agree to undertake the above tasks on behalf of:
	
	

	
	School name
	

	In relation to the recruitment of a
	Headteacher
	

	
	Deputy Headteacher
	

	
	Other (please specify)
	

	Signature
	
	

	
	on behalf of EPS
	

	Print Name
	Date
	

	
	
	
	



I agree to EPS carrying out the administrative tasks detailed above for the vacancy detailed and understand that any task carried out that is not contained above will incur an additional cost.

	Signature
	
	Position
	

	
	
	
	

	Name
	
	Date
	


Please now complete the attached Recruitment Timetable and contact details for your vacancy, then copy all sheets enclosed and return the original to:

The Schools’ Recruitment & Development Team, EPS, Hampshire House, 84-98 Southampton, Hampshire, S050 5PA
Recruitment Timetable


The recruitment timetable revolves around 4 critical dates; the date the vacancy will be advertised in the TES or other newspaper for vacancies other than Headships; the closing date for applications; the short listing date and the interview date.

	Critical Date 1:


	TES Date

This is the date that the vacancy will be advertised in the TES or other newspaper for vacancies other than Headships.

	TES Date:
	
	
	

	
	
	
	

	
	
	
	

	
	
	10 Days Prior

TES advert draft must be received by the recruitment team in order to allow the advertisement to be correctly formatted and sent to the newspaper.

	
	
	
	

	
	
	On Receipt of this Timetable

Vacancy will be advertised in brief on the Hampshire teaching website. A full advert will be uploaded by the TES date. 

	
	
	
	

	Critical Dates 2+3:
	Closing Date

This is the date that completed application forms must be returned to the recruitment team by candidates. This date should normally be at least 2 weeks from the TES date

	Closing Date:

Short Listing Date:
	
	
	

	
	
	
	

	
	
	
	

	Number of application  form packs needed:
	
	
	Day Before Short listing Date

Application forms collated and copied by recruitment team and sent to school by 4pm. The number of packs required is individual to the school needs and is dependant on the number of people attending the short listing process. There will be an additional charge for schools requiring more than 10 packs. 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Critical date 4:
	
	Preliminary Interview Date

This is the date of the preliminary interviews for candidates. Schools should allow 2 weeks after short listing to allow the recruitment team to collect references. 

	Preliminary interview date:
	
	
	

	
	
	
	

	

	Number of reference packs needed:
	
	
	2 Days before Interview Date

Deadline for receipt of references. The Recruitment Team will follow up late references.

	
	
	

	
	
	

	

	
	
	Day Before Interview Date

Recruitment team will collate and copy references and will send them to the school by 4pm. The number of packs required is individual to the school needs and is dependant on the number of people on the interviewing panel. There will be an addition charge for schools requiring more than 10 packs.



	
	
	
	
	

	
	
	
	
	

	School:


	
	

	
	
	

	Appointment with effect from:
	
	

	
	
	

	
	
	Name 
	Email
	Telephone

	SIP:


	
	
	
	

	
	
	
	
	

	Chair of Governors:


	
	
	
	

	
	
	
	
	

	Area Director:


	
	
	
	

	
	
	
	
	

	District Manager
	
	
	
	

	
	
	
	
	

	Governor Services:


	
	
	
	

	
	
	
	
	

	Diocese:


	
	
	
	

	
	
	
	
	

	Recruitment Team:


	
	
	
	

	
	
	
	
	

	Any Further Information

(Governor training dates, governor meetings, etc)
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Contact Details











