Timetable

Guidance for Trainer only

Module: Appointment Procedures

There is sufficient material in the PowerPoint for 3+ hours as outlined below. A local decision needs to be reached as to how best this topic will be delivered to Chairpersons and Principal Teachers. 

Recommendation: 2 separate sessions required to cover this module adequately.

	Introduction

· Register signed

· Agenda for session

· Appointment procedures 

· Principal

· Permanent teacher/Fixed term teacher

· Substitute teacher

· Special Needs Assistant

· Ancillary staff – caretaker, secretary, etc.

· Posts of Responsibility

· Distribute handouts which include slides from presentation, list of acronyms, list of circulars (appendix 1), productive questions (appendix 3)
	10 minutes

	Presentation (as far as Slide 18)
	25 minutes

	Group work  (Slide 18)
	20 minutes

10 mins. discussion

10 mins. feedback

	Tea/Coffee (better at start/end of session)
	10 minutes

	Interviews to Appointment (Slide 19 - 35)
	30 minutes

	Records, Contracts and Law (Slide 36 - 41)
	10 minutes

	Posts of Responsibility (Slide 42 - 52)
	25 minutes

	Activity 

1. Marking system (Slide 53)

2. Questions Appendix 6 (Slide 54)

3. Appointment of post holder (Slide 55)

Trainers may undertake Activity 1, 2 or 3 with the group or allocate a different activity to three sub groups.
	20 minutes

	Appeal & Arbitration (Slide 56 - 67)
	20 minutes

	Summary, Handouts, Evaluations and Finish
	10 minutes



