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CONFIDENTIAL (WHEN COMPLETED)


Reference Request Form

(Principal Teachers, Depute Head Teachers, Head Teachers)

	Name of Applicant
	     

	Post Applied For:

(please enter post NAY number and job title)
	     


	Reference Completed By:

	Name
	     


	Designation
	     

	School/Organisation
	     


	Please advise the following:  

	How long have you known the applicant?
	     

	In what work/student capacity (e.g. lecturer/mentor/head teacher)?
	     



	Section A:  The Standards for Leadership and Management – Please comment on the skills demonstrated by the candidate or any potential that the candidate has in the following areas; 

	Professional Values and Personal Commitment (refer to appendix 1 overleaf for summary of professional standard)

	     


	

	Strategic Vision, Professional Knowledge and Understanding and Interpersonal Skills & Abilities (refer to appendix 1 overleaf for summary of professional standard)

	     


	

	The Professional Actions (in relation to the level of the post applied for) (refer to appendix 1 overleaf for summary of professional standard)

	     



	Section B:  Personal Skills – Please comment on the skills demonstrated by the candidate in the following areas; 

	Communication /Interpersonal Skills (pupils, parents and staff)

	     


	

	Team Working (staff and others)

	     


	

	Was timekeeping satisfactory?

	Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 

If no, please provide details;      



	Please provide any additional comments on the candidate’s suitability below;

	     



	Name (Print)
	

	Signature
	

	Date
	


Appendix 1 – Summary of Professional Standards for Leadership and Management

	1.  Professional Values and Personal Commitment

	The Professional Values and Personal Commitment should be read in conjunction with the GTC Scotland Code of Professionalism and Conduct (COPAC).  The Professional Values and Personal Commitment core to being a teacher are:
· Social Justice
· Integrity

· Trust and Respect

· Professional Commitment


	2.  Strategic Vision, Professional Knowledge and Understanding and Interpersonal Skills & Abilities

	2.1 Strategic Vision

· 2.1.1 This element builds upon the professional values expected of all teachers.  Leaders exemplify in their personal and professional life, and in the way they lead the learning community, the vision and culture they seek to develop throughout the establishment.  Leaders steer the creation and the sharing of the strategic vision, ethos and aims for the establishment, which inspire and motivate learners, staff and all members of the learning community and its partners and sets high expectations for every learner.  
2.2 Professional Knowledge and Understanding

· 2.2.1  Teaching and Learning:  Leaders engage critically with knowledge and understanding of research and developments in teaching and learning and work with others to ensure the application of relevant to improving outcomes for learners
· 2.2.2  Education Policy:  Leaders apply their enhanced knowledge and critical understanding of research and the developments of education policy to support school development
· 2.2.3  Social and environmental trends and developments:  Leaders keep abreast of, and apply their enhanced knowledge and understanding of, contemporary developments in society, digital technologies, the environment and the wider global community (including trends and changes in family patterns, work patterns, the media, leisure and politics) and consider the implication of their leadership
· 2.2.4 Leadership and management:  Leaders continuously widen their knowledge and understanding of leadership and management concepts and practices related to their context and work with others to ensure this is embodies in practice.  

2.3  Interpersonal Skills and Abilities

· 2.3.1 Demonstrating self-awareness and inspiring and motivating others; Leaders continually develop self-awareness; they regularly question their practice through processes of reflection and critical enquiry.  They manage self and others effectively, with a commitment to collegiate practice.  They build and sustain personal credibility by modelling their commitment to career-long professional learning, integrity and ethical practice, thus developing a culture of trust and respect.  They display confidence and courage in the way they deal with criticism and conflict.  Leaders encourage the development of leadership opportunities across and beyond the school.  They encourage positive relationship building with learners, colleagues, parents and other partners.
· 2.3.2 Judging wisely and deciding appropriately; Leaders analyse and define situations clearly.  They take positive solution focused approach to their work.  They know how and when to make decisions and use evidence and information to support and inform their judgements.  Leaders display a readiness to engage in debate and dialogue and promote constructive ways of achieving improvement, displaying an awareness of the ethical use of power and authority.
· 2.3.3 Communicating effectively; Leaders show and communicate their deep commitment to the education and well-being of learners in their everyday practices.  They are effective communicators within the school and the wider community and build effective relationships across networks.  They listen, express their ideas and feelings clearly, engage in professional dialogue and constructive feedback and establish effective organisational communication.  They make use of a variety of appropriate media in doing so.  Leaders demonstrate openness to, and honesty with, others.  They have a clear understanding of confidentiality and apply that knowledge to all engagements, practices and procedures.  
· 2.3.4 Demonstrating political insight;  Leaders have an enhanced understanding of the dynamics of political power and influence in the relationship between schools and society, and the consequent implications for the work of their organisation.  They understand the political and social context and the ways in which this impacts on schools and those within schools, taking account of this in their leadership and management practices.  


	3.  The Professional Actions of Middle Managers 

	3.1  Develop a range of strategies for individual and collective self-evaluation which contribute to school improvement

3.2  Develop coherent approaches to professional learning which build and sustain teachers’ practice

3.3  Lead and work collaboratively to enhance teaching which leads to high quality learning experiences

3.4  Build and sustain partnerships with colleagues, learners, parents and other stakeholders to meet the identified needs of all learners

3.5  Manage allocated resources proactively and effectively to meet learning and development priorities


	4.  The Professional Actions of Headteachers

	4.1  Establish, sustain and enhance the culture of self-evaluation for school improvement

4.2  Develop staff capability, capacity and leadership to support culture and practice learning

4.3  Ensure consistent high quality teaching and learning for all learners

4.4  Build and sustain partnerships with learners, families and relevant partners to meet identified needs of all learners

4.5  Allocate resources effectively in line with identified strategic and operational priorities
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