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Rationale 

This policy is to ensure that all relevant parties involved in recruitment understand fully the policy and 

procedures to be adopted during the recruitment process. It is also to ensure transparency and fairness 

in during recruitment.  

 

Policy 

Prospective candidates should possess a Bachelors degree, a minimum of three years teaching 

experience, a high level of English unless teaching Arabic Studies and a teaching qualification such as a 

PGCE or equivalent. The level of English is assessed during the interview process through conversation 

and written exercises.  

Exceptions may be made to teaching experience particularly if the candidate is going into the school’s 

mentoring programme or if the teacher intends to start teaching certification before joining the school.  

Preference will be given to Egyptian candidates who show a long-term commitment to the school and 

live, or will live, within easy reach of the school. This will encourage longevity of tenure. All candidates 

must be able to show the relevant documentation before receiving a signed school contract.  

This documentation includes: Bachelors degree and other degree certificates, relevant professional 

development certificates if required for salary confirmation, at least two references, including one from 

the most recent employer, criminal background check. 

A minimum of two senior management members plus a representative from HR should be present for 

interviews. An exception may be made if HR are not available. The Director has final say on all academic 

appointments. The Board Chairman has the final say on the appointment of a new Director.  

 

Procedures 

• Positions are advertised through the school website and social media 

• Interested candidates should fill in the online application 

• HR shortlists candidates based on the above criteria and any special requirements given by the 

SMT 

• Shortlisted candidates are invited to the school for an interview 

• The interview panel will generally be comprised of all SMT members when available, being a 

minimum of two, a representative from HR and any relevant teachers who may be available 



 
• The interview will generally take the form of interview questions from the Director or other 

members of the SMT 

• After the interview the prospective candidate, if for a teaching position, will be given a planning 

exercise to demonstrate their ability to incorporate cross-curricular planning, interculturalism, 

technology, community integration and critical thinking into their lessons. The teacher will be 

given adequate time to prepare their plan, up to two hours if required, and have access to the 

internet. The handwritten plan should be submitted to the interview panel for inspection and 

the candidate should talk the panel through his or her ideas. This will give the panel the 

opportunity to assess the candidate’s ability to integrate all necessary areas and to assess their 

spoken and written English level. 

• After the presentation the panel will give the candidate the opportunity to ask questions   

• After a short discussion, the panel will decide either to make an immediate offer based on the 

salary scale, or to wait and interview other candidates 

• Offered candidates are usually given up to five days to reach a decision whether or not to accept 

the offer 

• Offers are non-negotiable 

• Offers are made verbally and are not binding until HR confirms the offer by email 

• Offers made by email and accepted by the candidate by return email are considered binding 

subject to suitable references and submission of all necessary documentation 

• Contracts are exchanged once all documentation has been submitted. This should usually be no 

more than two weeks after the initial offer has been made. Should a candidate need further 

time to submit documentation they should inform HR and the SMT immediately. Failure to 

submit documentation in a timely manner may result in the position being re-advertised and 

further interviews taking place. 


