Section 1
For use of all governors

INTRODUCTION

Why should headteachers and deputies be Catholic?

Catholic schools are at the heart of the Church’s wider educational mission. Their senior leaders are responsible, with the governing body, for ensuring that their school’s Catholic mission and life are at all times promoted and developed. This includes direct accountability for assuring high quality in the provision of Religious Education and prayer and worship. To meet this responsibility, headteachers and deputies need a good understanding of the broad aims and purposes of Catholic education and in particular of the Bishop’s vision for diocesan schools. A strong personal faith is essential to sustain them in their demanding but ultimately fulfilling role. 

Why is the role of governors important?

The appointment of a headteacher or deputy is one of the most important tasks a governing body undertakes. The appointment decision will determine the vision and direction of the school for the foreseeable future. For this reason it is diocesan policy that these appointments should not be delegated to a selection panel but should be undertaken by the full governing body.
 

Governors, especially Foundation Governors, are the stewards of their school’s Catholic character and accountable for this to the Church and community. To fulfil this special responsibility, Governors of Catholic schools have a duty under both Canon Law and statute to ensure that they appoint senior leaders who will not only excel in their professional responsibilities but who will enhance the distinctive nature of the school, promoting high standards in the quality of Religious Education and provision for prayer and worship. For this reason the Bishops’ Conference of England and Wales has specified the Church’s expectations that
 governing bodies will reserve these posts for Catholic teachers
 who combine personal conviction and the practice of their faith with the required professional qualifications and experience.   

Why does the principle of equal opportunities matter so much?

The principles of justice and of fair practice in the selection of staff must be of key concern to Catholic employers who have a duty to recognise the dignity and worth of all who apply to work in our organisations.  Failure to do so would not only leave the governing body open to legal challenge on grounds of discrimination but would be morally wrong.  Key points for governors are:

· selection processes must aim to select the best applicant assessed against the criteria for the post 

· no candidate should be treated unfavourably or discounted for a post on grounds which are arbitrary or irrelevant to the post;

· Diocesan schools are required to seek the assistance of a Diocesan Recruitment Adviser for the appointment of a Headteacher or Deputy Headteacher;
· The Local Authority are also entitled to advisory rights.
Using this guidance

Section 1 is intended for the use of all governors. It is recommended that this section is copied to all governors either for or at the initial governors’ meeting. 
Managing the appointment process, especially for a headteacher, will fall mainly to the Chair of Governors. Section 2 comprises detailed guidance notes to support him or her in this task.  
Section 3 contains more detailed guidance to support individual aspects of the appointment process, for example the use of references and preparation of the advertisement. There are also working sheets which may be useful to governors at the short list and interview stages. 
Section 4 covers the legal aspects of the appointment including the expectations of the Bishops’ Conference of England and Wales.
OVERVIEW OF THE APPOINTMENT PROCESS

	1.      Preliminary arrangements

As soon as they know that there is a vacancy, the Chair of Governors or Clerk contact the Diocese and Local Authority to arrange the governors’ initial appointment meeting. The Clerk prepares and distributes agenda and ensures copies of Section I of this guidance are available for the meeting.


	2.      Governors’ initial meeting

The governors’ initial meeting first of all looks at alternative models of leadership with Diocesan or National College support if required. They then agree the job description, criteria for appointment, salary and advertising. Decisions are also made about the contents and responsibility for preparing the information pack to be sent to prospective applicants. Dates for the shortlisting meeting and for interviews are set. Arrangements are made for circulating copies of applications (including references), together with the agreed job description and selection criteria, to all governors. Governors are reminded of confidentiality issues and of the Diocesan Equal Opportunities Statement.


	3.      Shortlisting meeting

The Clerk prepares the agenda and circulates or brings it to the meeting. Supported by Diocesan and Local Authority advisers, governors assess applications against the criteria for appointment. A list of suitable candidates for interview is agreed OR a decision made to re-advertise if there are not sufficient applicants to proceed to interview. Interview panels are constituted and topics for any presentations determined. Decisions are made about responsibility for preparing questions. Governors decide what tasks they wish candidates to undertake. Responsibilities are allocated for any pre-interview activities, e.g. tour of the school, meetings with staff/pupils. The timetable for the interview day is agreed, including venue and arrangements for refreshments/lunch.


	4.       Interviews

Interviews are usually a two-stage process to enable governors to get as full a picture as possible of the candidates. The day begins with a brief meeting to confirm arrangements for the day followed by the first stage interviews. This first stage is usually a series of panel interviews, each panel having its own particular focus. Typically these might be Faith and Community, Leadership and Management, and Learning and Teaching. Often candidates are asked to make a brief presentation which they have prepared in advance. After seeing all the candidates, each panel, supported by a professional adviser, decides (on the basis of the criteria for appointment) whether a candidate either definitely merits further consideration, or is not yet ready for the post, or is a balance of strengths and weaknesses. In the case of the latter, the judgement of the other panels will be of particular interest. After this, the panels come together and share their judgements in order to arrive at a decision as to which candidate/s will proceed to the next stage.
The second stage is an interview with the full governing body. It is preceded by a brief meeting (usually after or over lunch) to agree the questions to be asked, by whom, and in what order. There may also be a presentation, the topic of which may be determined as a result of the first stage or interviews or may be based on a pre-interview technical task e.g. analysis of the school’s most recent RAISEOnline data. At the end of the interviews governors hear the views of the advisers and assess the candidates on the basis of the criteria for appointment. 


	5.      After the interviews

Governors arrange for unsuccessful candidates to be debriefed, for the identity of the successful candidate to be confirmed and for a Catholic Education Service contract to be issued. They are also responsible for ensuring that the person appointed is screened against List 99 and an enhanced disclosure from the Criminal Records Bureau obtained.


CRITERIA FOR APPOINTMENT

What are these?

The criteria for appointment (also known as the person specification) comprise a list of the skills, qualities and experience that the governing body requires of the person to be appointed. Some requirements will be deemed essential (e.g. that the person appointed should be a practising Catholic). Others will be judged desirable but not essential. These can be used to differentiate between applicants who are equal in terms of the essentials. 

How are the criteria determined?

The criteria are determined by the governing body, drawing on the guidance of the advisers and using the framework on pages 11-12 for headteachers and 19-20 for deputy headteachers. The process of agreeing the criteria gives governors the opportunity to consider and determine what kind of person they are looking to appoint.

The framework offers a starting point for discussion. A few criteria are suggested as essential for all schools. Others will be judged essential by the governing body or will need discussing, modifying or possibly rejecting as inappropriate to the school’s needs. 

The final set of criteria should be as few as possible. A lengthy list can deter or exclude good potential applicants and can make assessment of applicants unhelpfully complicated or lengthy. More importantly, the minimum number of essential criteria enables you to concentrate on what matters most.

How do they help?

The final document helps potential applicants decide if they are eligible for the post. More importantly, it enables governors to ensure their appointment process complies with the legislation on equal opportunities in employment because once the criteria for appointment has been determined it is essential to focus on these when short listing and interviewing. When the governing body reaches the point of deciding on the person to be appointed, it must be clearly on the basis of the evidence gained as to who represents the best fit against the criteria for appointment. No other factors (such as, for example, information gained informally or outside the declared process) should be taken into account. If challenged, governors should be able to show that the best applicant assessed against the criteria for appointment has been offered the post.  

The criteria for appointment is sent to prospective applicants together with the application form and information about the school. Because the framework is a working document, it is recommended that the criteria should be transferred to a new document and listed under the headings on the framework, divided into ‘Essential’ and ‘Desirable’. 

How will governors know whether a candidate meets the criteria?

It is not possible to tell at the short list stage whether an applicant meets all of the essential criteria. There will be evidence for some straight-forward criteria (e.g. qualified teacher status) in the application and applicants’ supporting statements should provide at least an indication of further evidence. However, most criteria will be tested at the interview stage by tasks and questions designed to give applicants the opportunity to demonstrate how fully they meet the criteria. Applicants who clearly do not meet one or more of the essential criteria should be ruled out at the short list stage and the reason for this recorded in the minutes of the meeting. 

 (Insert name of school)

HEADTEACHER JOB DESCRIPTION 

INTRODUCTION

The school has been designated by the Secretary of State as a school with a religious character.  Its Instrument of Government states that it is part of the Catholic Church and is to be conducted as a Catholic school in accordance with Canon Law, the teachings of the Roman Catholic Church and the Trust Deed of the Diocese of Hexham and Newcastle.  At all times the school is to serve as a witness to the Catholic Faith in Our Lord Jesus Christ. The post therefore requires a practising Catholic who can show by example and from experience that he or she will ensure that the school is distinctively Catholic in all its aspects.

This appointment is with the governors of the school under the terms of the Catholic Education Service contract signed with the governors as employers. It is subject to the current conditions of service for headteachers contained in the School Teachers’ Pay and Conditions document and other current education and employment legislation.  In carrying out his/her duties the headteacher shall consult, when appropriate:  the governing body, the Diocese, the Local Education Authority, the staff of the school, the parents of its pupils, the parish/es served by the school and other local Catholic schools, particularly where collaboration or federation is being developed.

This job description is based on the key areas identified in the National Standards for Headship published by the Department for Education and Skills (October 2004). 

The governing body and the Diocese acknowledge the importance of the role of the Catholic headteacher and will actively offer long term support, encouragement, affirmation and realistic challenge to the successful candidate.

The governing body and the Diocese are committed to safeguarding and promoting the welfare of children and young persons and the Headteacher must ensure that the highest priority is given to following the guidance and regulations to safeguard children and young people.  The successful candidate will be required to undergo an Enhanced Disclosure from the Criminal Records Bureau (CRB).
SHAPING THE FUTURE 

The strategic direction and development of the school stem from the educational mission of the Church. The headteacher will ensure that his/her leadership demonstrates commitment to promoting and developing the school’s distinctive Catholic identity through the search for excellence in all areas of its work.

Main tasks / actions 

· Work within the school and parish community to articulate and promote an educational vision and values for the school which take account of the school’s Catholic mission and of the diversity, values and experiences of the school and the communities it serves.

· Share this vision and the related values with all members of the school community, securing their understanding and commitment to acting upon them effectively.

· Model the vision and values in everyday work and practice. 

· Translate the vision and values into agreed objectives, ensuring that the school’s planning, policies and procedures promote sustained school improvement.

· Motivate and work with others to create a shared culture and a positive climate consistent with the agreed educational vision and values of the school. 

· Ensure creativity, innovation and the use of appropriate new technologies to achieve excellence and nurture human wholeness.

LEADING LEARNING AND TEACHING

In a Catholic school the headteacher leads a learning community rooted in Christian belief and principles. The search for excellence is given expression in learning and teaching which recognise pupils’ individual worth as made in the image and likeness of God. The headteacher will lead the school community in promoting positive attitudes to learning amongst pupils and staff which stem from Christ’s vision for humanity.  

Main tasks / actions:

· Demonstrate the principles and practice of effective teaching and learning.

· Ensure a consistent and continuous school-wide focus on pupils’ achievement which reflects the agreed vision and values, using data and benchmarks to monitor progress in every child’s learning.

· Lead in accessing, analysing and interpreting information to inform planning for improvement.

· Initiate and support research and debate about effective teaching and learning.

· Develop relevant strategies for improvement.

· Ensure that learning is at the centre of strategic planning and resource management.

· Establish creative, responsive, and effective approaches to learning and teaching in line with the school’s agreed educational vision and values, which are embedded in a culture and ethos of challenge and support where all pupils understand their individual worth, can become engaged in their own learning and achieve success 

· Demonstrate and articulate high expectations, promoting individual and community aspirations by establishing challenging targets for the whole school community.

· Implement strategies which secure high standards of behaviour and attendance and which reflect the school’s agreed values in their response to the needs of vulnerable individuals.

· Determine, organise and implement a diverse and flexible curriculum which takes account of the needs and aspirations of all pupils.

· Implement an effective assessment framework.

· Monitor, evaluate and review classroom practice and promote improvement strategies.

· Challenge underperformance at all levels and ensure effective corrective action and follow-up. 

· Take a strategic role in the development of new and emerging technologies to enhance and extend the learning experience of pupils and staff.

DEVELOPING SELF AND WORKING WITH OTHERS 

In a Catholic school the headteacher’s leadership should take Christ as its inspiration.  His/her relationships with pupils, parents/carers, governors and staff should demonstrate a belief in their unique contribution as individuals, valued and loved by God. He/she will recognise and act upon his/her own potential for growth and that of others.

Main tasks / actions 

· Treat all people fairly, equitably and with dignity and respect to create and maintain a positive school culture in line with the school’s agreed vision and values. Manage conflict effectively, seeking positive outcomes.

· Build a collaborative learning culture within the school and actively engage with other schools, especially other Catholic institutions, to build effective learning communities.

· Develop and maintain effective strategies and procedures for staff induction, professional development and performance review.

· Ensure effective planning, allocation, support and evaluation of work undertaken by teams and individuals, including clear delegation of tasks and devolution of responsibilities.

· Acknowledge the responsibilities and celebrate the achievements of individuals and teams.

· Develop and maintain a culture of high expectations and aspirations for him/herself and for others, taking appropriate action when performance is unsatisfactory and giving and receiving effective feedback.

· Regularly review his/her own practice, set personal targets and take responsibility for his/her own personal development.

· Give and accept support from colleagues, governors, the diocese and the Local Authority.

· Have regard for the well-being of him/herself and others, managing his/her workload to promote a healthy work-life balance and encouraging and enabling others to do likewise. 

MANAGING THE ORGANISATION

The management of a Catholic school should be clearly influenced by the Gospel message and Church teaching. In particular, it should be a place where Christian principles such as justice, truth, respect and reconciliation are at the heart of its life and work. The headteacher is responsible for ensuring that such principles are priorities for the school and are evident in its organisation and management.

Main tasks/actions

· Create an organisational structure which reflects the school’s Catholic values, and enables the management systems, structures and processes to work effectively in line with legal requirements.

· Produce and implement clear, evidence based improvement plans and policies for the development of the school and its facilities.

· Ensure that policies and practices take account of national and local circumstances, policies and initiatives and of Diocesan priorities.

· Manage the school’s financial and human resources effectively and efficiently to achieve the school’s educational goals and priorities.

· Recruit, retain and deploy staff appropriately, managing their workload to enable achievement of the vision and goals of the school.

· Implement successful performance management processes with all staff.

· Manage and organise the school environment efficiently and effectively to ensure that it meets the needs of the curriculum, health and safety regulations and reflects the distinctive characteristics of Catholic education.

· Ensure that the range, quality and use of all available resources is monitored, evaluated and reviewed to improve the quality of education for all pupils and provide value for money.

· Use and integrate a range of technologies effectively and efficiently to manage the school.

SECURING ACCOUNTABILITY 

In a Catholic school the headteacher fulfils his or her responsibilities in accordance with the Instrument of Government.  He/she supports the governing body in fulfilling its responsibilities to the Diocese under Canon Law as well as in accordance with national legislation. The headteacher accounts to the governing body, parents/carers and the school community for the fulfilment of the school’s Catholic mission and its educational success.

Main tasks / actions

· Work with the governing body, enabling it to meet statutory responsibilities by giving objective professional advice and regular accounts of the school’s progress. 

· Develop systematic and rigorous procedures for school self-evaluation which are appropriate for a Catholic school and enable everyone to work collaboratively, share knowledge and understanding, celebrate success, accept responsibility for outcomes and use the outcomes of evaluation to further improve the school.

· Ensure that all available data are used to identify strengths and weaknesses of the school and to inform planning for improvement. 

· Ensure that individual staff accountabilities are clearly defined, understood and agreed and are subject to rigorous review and evaluation.

· Develop and present a coherent, understandable and accurate account of the school’s performance to a range of audiences including governors, parents and carers.

· Participate in arrangements for review of his/her performance, reflecting on his/her personal contribution to school achievements and taking account of feedback from others.

STRENGTHENING COMMUNITY

In a Catholic school the headteacher is responsible for the mission of the school to the local and wider Catholic community and beyond. He/she will collaborate with the parish and other Catholic organisations, as well as with the wider educational system, for the benefit of his/her own community and others.  He/she will demonstrate a belief that community and school are interdependent and that engagement with the community promotes school development.

Main tasks / actions

· Ensure that effective strategies, systems and support are in place to ensure the safeguarding of children and young people in the school and co-operate and work with relevant agencies for the protection of children.

· Act as the public face and main advocate of the school, representing effectively its interests and those of the pupils.

· Build a school culture which takes account of the richness and diversity of the communities served by the school and of the global community. 

· Enable pupils to develop an understanding of their responsibility to others and provide the means for them to respond positively to this.

· Create and implement positive strategies for promoting understanding that everyone is equal in the eyes of God, and in particular for challenging racial and other prejudices and for dealing with racial harassment.

· Ensure the provision of learning experiences for pupils which are linked into and integrated with the wider community, including community based learning.

· Collaborate with other agencies in providing for the academic, spiritual, moral, social, emotional and cultural well-being of pupils and their families.

· Create and maintain an effective partnership with parents and carers to support and improve pupils’ achievement and personal development.

· Seek opportunities to invite stakeholders (parents and carers, parish/community figures, businesses, Catholic and other organisations) into the school to enhance and enrich the school and its pupils and their value to the wider community.

· Engage in dialogue with all stakeholders to build partnership and understanding of shared values, beliefs and responsibilities, reflecting on and taking account of their views.

· Contribute to the development of the education system by sharing effective practice, working in partnership with other schools and promoting innovative initiatives, especially with other diocesan schools.
HEAD TEACHER CRITERIA FOR APPOINTMENT

(A framework for determining the criteria)

Please note source of evidence of fulfilled criteria: Application Form - A     Letter – L     References – R     Interview - I

TRAINING AND QUALIFICATIONS

	
	Essential or Desirable
	Evidence

	Practising Catholic
	E
	R

	Qualified teacher status
	E
	

	Degree
	
	

	Meets the requirements re: the National Professional Qualification for Headship  (only for first headship)
	
	

	CCRS/CTC or commitment to obtain the certificate
	 
	

	Professional development or training undertaken in preparation for headship in a Catholic School
	
	


EXPERIENCE OF TEACHING AND EDUCATIONAL LEADERSHIP

	
	Essential or Desirable
	Evidence

	Experience of headship (add details e.g. size, type of school)
	
	

	Experience of deputy/assistant headship  
	
	

	Other leadership and management experience

(For example, contribution to management of the school: e.g. subject leader, head of department, head of year, key stage leader, SENCo or experience as a consultant or teacher adviser. Timetabling, Monitoring & Evaluation, data analysis and target setting etc. Consider number of years’ experience required)
	
	


PROFESSIONAL KNOWLEDGE AND UNDERSTANDING 

[Compiled with reference to the National Standards]

The successful candidate will be able to demonstrate skill, knowledge and understanding in the areas listed below.

	
	Essential or Desirable
	Evidence

	A distinctive personal vision for a Catholic school
	
	

	· a clear vision for an effective Catholic school


	
	

	· The role of the headteacher in leading the spiritual development of pupils and staff
	
	

	· The central place of Religious Education as a core subject in the school’s curriculum
	
	

	· The implications for a Catholic school in a diverse community


	
	

	· Current educational issues, including national policies, priorities and legislation and any implications of these for Catholic schools
	
	

	· The role of the Governing Body in Catholic Voluntary Aided schools 
	
	

	· Strategies and procedures to ensure the safeguarding of children and young people
	
	

	· Strategies for strengthening a school’s link with the wider community including parents, carers and parish
	
	

	· The partnership between the school and the parish community


	
	

	· Leading collective worship 


	
	

	The process of strategic planning for school improvement
	
	

	· The principles and practice of effective school self evaluation including data analysis
	
	

	· The principles and practice of effective teaching, learning and assessment
	
	

	· Strategies to promote and sustain individual and team professional development
	
	

	Other (insert any other criteria that the Governing Body considers important)
	
	


PERSONAL AND PROFESSIONAL QUALITIES AND ATTRIBUTES

The successful candidate will be able to provide evidence of personal capacity to:-

	
	Essential or Desirable
	Evidence

	Communicate effectively to a range of audiences and in a range of media 


	
	

	Build and maintain effective relationships

· Prioritise, plan and organise themselves and others 

· Seek and take account of the views of others

· Develop effective teamwork


	
	

	Convey personal enthusiasm and commitment  
	
	


APPLICATION FORM AND LETTER

	
	Essential or Desirable
	Evidence

	Application form to be completed in full and legible


	E
	A

	Supporting statement to be clear, concise and related to the specific post and appointment criteria  (two sides of A4; font 12; portrait)
	E
	L


CONFIDENTIAL REFERENCES AND REPORTS


	 A positive and supportive written faith reference from a priest where the applicant regularly worships.
	E
	R

	A positive recommendation from current employer or Headteacher


	E
	R

	A second professional reference
	E
	R


(Insert name of school)

DEPUTY HEADTEACHER JOB DESCRIPTION 

(NB where specific responsibilities have been agreed for the deputy headteacher for individual key areas, it is recommended that that these be added to the list of main tasks and actions. For example, overall responsibility for effective assessment for learning could be added to key area “Leading learning and teaching”.)

INTRODUCTION

The school has been designated by the Secretary of State as a school with a religious character.  Its Instrument of Government states that it is part of the Catholic Church and is to be conducted as a Catholic school in accordance with Canon Law, the teachings of the Roman Catholic Church and the Trust Deed of the Diocese of Hexham and Newcastle.  At all times the school is to serve as a witness to the Catholic Faith in Our Lord Jesus Christ. The role of deputy headteacher therefore requires a practising Catholic who can show by example and from experience that he or she will work with the headteacher to ensure that the school is distinctively Catholic in all its aspects.

This appointment is with the governors of the school under the terms of the Catholic Education Service contract signed with the governors as employers. It is subject to the current conditions of service for deputy headteachers contained in the School Teachers’ Pay and Conditions document and other current education and employment legislation.  In carrying out his / her duties the deputy headteacher shall consult with the headteacher and, when appropriate, with the governing body, the Diocese, the Local Authority, the staff of the school, the parents of its pupils, the parish/es served by the school and other local Catholic schools, particularly where collaboration or federation is being developed.

This job description reflects the headteacher’s job description and is based on the key areas identified in the National Standards for Headship published by the Department for Education and Skills (October 2004). It recognises the role of the deputy Headteacher in sharing responsibility for the leadership of the school.

The governing body and the Diocese acknowledge the importance of the role of the Catholic deputy headteacher and will actively offer long term support, encouragement, affirmation and realistic challenge to the successful candidate.

The governing body and the Diocese are committed to safeguarding and promoting the welfare of children and young persons and the deputy headteacher should support the headteacher in ensuring that the highest priority is given to following the guidance and regulations to safeguard children and young people.  The successful candidate will be required to undergo an Enhanced Disclosure from the Criminal Records Bureau (CRB).

SHAPING THE FUTURE 

The strategic direction and development of the school stem from the educational mission of the Church. The deputy headteacher will demonstrate commitment to promoting and developing the school’s distinctive Catholic identity through the search for excellence in all areas of its work.

Main tasks / actions 

· Deputise for the headteacher in his/her absence, ensuring continuity in the expression of the school’s Catholic mission, vision and values.

· Work with the headteacher to articulate and promote an educational vision and values for the school which take account of the school’s Catholic mission and of the diversity, values and experiences of the school and the communities it serves.

· Demonstrate commitment to this vision in his/her daily work, sharing the vision and its related values with all members of the school community.

· Model the vision and values in everyday work and practice. 

· Work with the headteacher and colleagues to translate the vision and values into agreed objectives and to ensure that the school’s planning, policies and procedures promote sustained school improvement.

· Motivate and work with others to create a shared culture and a positive climate consistent with the agreed educational vision and values of the school. 

· Support the headteacher and colleagues to ensure creativity, innovation and the use of appropriate new technologies to achieve excellence and nurture human wholeness.

LEADING LEARNING AND TEACHING

A Catholic school is a learning community rooted in Christian belief and principles. The search for excellence is given expression in learning and teaching which recognise pupils’ individual worth as made in the image and likeness of God. The deputy headteacher will promote positive attitudes to learning amongst pupils and staff which stem from Christ’s vision for humanity.  

Main tasks / actions:

· Demonstrate the principles and practice of effective teaching and learning.

· Maintain a consistent and continuous school-wide focus on pupils’ achievement which reflects the agreed vision and values, using data and benchmarks to monitor progress in every child’s learning.

· Support and facilitate colleagues in this.

· Lead colleagues in accessing, analysing and interpreting information to inform planning for improvement.

· Initiate and support research and debate about effective teaching and learning.

· Work with the headteacher to develop relevant strategies for improvement, facilitating colleagues in their implementation.

· Offer creative, responsive, and effective approaches to learning and teaching in line with the school’s agreed educational vision and values.

· Demonstrate commitment to a culture and ethos of challenge and support where all pupils understand their individual worth, can become engaged in their own learning and achieve success 

· Demonstrate and articulate high expectations for all aspects of the school’s work.

· Support the headteacher in promoting individual and community aspirations and in the establishment of stretching targets for the whole school community.

· Work with the headteacher and lead colleagues in implementing strategies which secure high standards of behaviour and attendance and which reflect the school’s agreed values in their response to the needs of vulnerable individuals.

· Implement and where appropriate organise a diverse and flexible curriculum which takes account of the needs and aspirations of all pupils.

· Provide professional leadership in school-wide implementation of an effective assessment framework.

· Participate in the monitoring, evaluation and review of classroom practice and promote improvement strategies.

· Work with the headteacher to challenge underperformance at all levels and to implement effective corrective action and follow-up. 

· Provide professional leadership in the development of new and emerging technologies to enhance and extend the learning experience of pupils and staff.

DEVELOPING SELF AND WORKING WITH OTHERS 

The leadership of a Catholic school should take Christ as its inspiration.  The deputy headteacher’s relationships with pupils, parents/carers, governors, staff and the headteacher should demonstrate a belief in their unique contribution as individuals, valued and loved by God. He/she will recognise and act upon his/her own potential for growth and that of others.

Main tasks / actions 

· Treat all people fairly, equitably and with dignity and respect to create and maintain a positive school culture in line with the school’s agreed vision and values.

· Manage conflict effectively, seeking positive outcomes.

· Work with the headteacher to build a collaborative learning culture and to actively engage with other schools, especially other Catholic institutions, in order to build effective learning communities.

· Fulfil effectively his/her agreed responsibilities for effective staff induction, professional development and performance review.

· Participate in planning, allocation, support and evaluation of work undertaken by teams and individuals, giving professional leadership and delegating tasks and as appropriate.

· Acknowledge the responsibilities and celebrate the achievements of individuals and teams.

· Develop and maintain a culture of high expectations and aspirations for him/herself and for others, taking appropriate action when performance is unsatisfactory and giving and receiving effective feedback.

· Regularly review his/her own practice, set personal targets and take responsibility for his/her own personal development.

· Give and accept support from colleagues, the headteacher, governors, the diocese and the Local Authority.

· Have regard for the well-being of him/herself and others, managing his/her workload to promote a healthy work-life balance and encouraging and, where possible, enabling others to do likewise. 

MANAGING THE ORGANISATION

The management of a Catholic school should be clearly influenced by the Gospel message and Church teaching. In particular, it should be a place where Christian principles such as justice, truth, respect and reconciliation are at the heart of its life and work. With the headteacher, the deputy headteacher is responsible for ensuring that these principles are priorities for the school and are evident in its organisation and management.

Main tasks/actions

· Work with the headteacher to achieve an organisational structure which reflects the school’s Catholic Christian values and which enables the management systems, structures and processes to work effectively in line with legal requirements.

· Work with the headteacher and colleagues to produce and implement clear, evidence based improvement plans and policies for the development of the school and its facilities.

· Where appropriate, implement successful staff performance management processes.  

· Work with the headteacher to ensure that the school environment is managed efficiently and effectively to meet the needs of the curriculum, health and safety regulations and to reflect the distinctive characteristics of Catholic education.

· Use and integrate a range of technologies effectively and efficiently in his/her management role.

SECURING ACCOUNTABILITY 

Leaders of a Catholic school fulfil their responsibilities in accordance with the Instrument of Government.  They support the governing body in fulfilling its responsibilities to the Diocese under Canon Law as well as in accordance with national legislation. The deputy headteacher works with the headteacher to account to the governing body, parents/carers and the school community for the fulfilment of the school’s Catholic mission and its educational success.

Main tasks / actions

· Work with the headteacher and governing body, enabling statutory responsibilities to be met by giving objective professional advice and regular accounts of the school’s progress in his/her areas of responsibility. 

· Facilitate the headteacher’s meeting his/her responsibility for responding effectively to internal and external challenges affecting the school.

· Work with the headteacher to develop systematic and rigorous procedures for school self-evaluation which are appropriate for a Catholic school and enable everyone to work collaboratively, share knowledge and understanding, celebrate success and accept responsibility for outcomes.

·  Use all available data to identify strengths and weaknesses of the school and to inform planning for improvement. 

·  As appropriate, develop and present a coherent, understandable and accurate account of the school’s performance to a range of audiences including governors, parents and carers.

· Participate in arrangements for review of his/her performance, reflecting on his/her personal contribution to school achievements and taking account of feedback from others.

STRENGTHENING COMMUNITY

Leaders of a Catholic school are responsible for its mission to the local and wider Catholic community and beyond. The deputy headteacher will, as necessary, collaborate with the parish and other Catholic organisations, as well as with the wider educational system. He/she will demonstrate a belief that community and school are interdependent and that engagement with the community promotes school development.

Main tasks / actions

· Ensure that effective strategies, systems and support are in place to ensure the safeguarding of children and young people in the school and co-operate and work with relevant agencies for the protection of children.

· Act where required as the public face and main advocate of the school, representing effectively its interests and those of the pupils.

· Work with the Headteacher to build a school culture which takes account of the richness and diversity of the   communities served by the school and of the global community. 

· Enable pupils to develop an understanding of their responsibility to others and provide the means for them to respond positively to this.

· Give professional leadership in creating and implementing positive strategies for promoting understanding that everyone is equal in the eyes of God, and in particular for challenging racial and other prejudices and for dealing with racial harassment.

· Collaborate as necessary with other agencies in providing for the academic, spiritual, moral, social, emotional and cultural well-being of pupils and their families.

· Demonstrate commitment to maintaining effective partnership with parents and carers in order to support and improve pupils’ achievement and personal development.

· Support the headteacher in seeking opportunities to invite stakeholders (parents and carers, parish/community figures, businesses, Catholic and other organisations) into the school to enhance and enrich the school and its pupils and their value to the wider community.


DEPUTY HEADTEACHER CRITERIA FOR APPOINTMENT

(A framework for determining the criteria)

Please note source of evidence of fulfilled criteria: Application Form - A     Letter – L     References – R     Interview - I

TRAINING AND QUALIFICATIONS

	
	Essential or Desirable
	Evidence

	Practising Catholic
	E
	R

	Qualified teacher status
	E
	

	Degree
	
	

	CCRS/CTC or commitment to obtain the certificate
	 
	

	Professional development or training undertaken in preparation for deputy headship in a Catholic School
	
	


EXPERIENCE OF TEACHING AND EDUCATIONAL LEADERSHIP

	
	Essential or Desirable
	Evidence

	Experience of assistant headship  
	
	

	Other leadership and management experience

(For example, contribution to management of the school: e.g. subject leader, head of department, head of year, key stage leader, SENCo or experience as a consultant or teacher adviser. Timetabling, Monitoring & Evaluation, data analysis &target setting etc. Consider number of years’ experience required)
	
	


PROFESSIONAL KNOWLEDGE AND UNDERSTANDING 

[Compiled with reference to the National Standards]
The successful candidate will be able to demonstrate skill, knowledge and understanding in the areas listed below.

	
	Essential or Desirable
	Evidence

	A distinctive personal vision for a Catholic school


	
	

	· a clear vision for an effective Catholic school
	
	

	· The role of the deputy in leading the spiritual development of pupils and staff
	
	

	· The central place of Religious Education as a core subject in the school’s curriculum
	
	

	· The implications for a Catholic school in a diverse community
	
	

	· Current educational issues, including national policies, priorities and legislation and any implications of these for Catholic schools
	
	

	· The role of the Governing Body in Catholic Voluntary Aided schools (for Headteacher applicants)
	
	

	· Strategies for strengthening a school’s link with the wider community including parents, carers and parish
	
	

	· The partnership between the school and the parish community
	
	

	· Leading collective worship 


	
	

	The process of strategic planning for school improvement
	
	

	· The principles and practice of effective school self evaluation including data analysis
	
	

	· The principles and practice of effective teaching, learning and assessment
	
	

	· Strategies to promote and sustain individual and team professional development
	
	

	Other (insert any other criteria that the Governing Body considers important)
	
	


PERSONAL AND PROFESSIONAL QUALITIES AND ATTRIBUTES

The successful candidate will be able to provide evidence of personal capacity to:-

	
	Essential or Desirable
	Evidence

	Communicate effectively to a range of audiences and in a range of media 


	
	

	Build and maintain effective relationships

· Prioritise, plan and organise themselves and others 

· Seek and take account of the views of others

· Develop effective teamwork


	
	

	Convey personal enthusiasm and commitment  


	
	


APPLICATION FORM AND LETTER

	
	Essential or Desirable
	Evidence

	Application form to be completed in full and legible


	E
	A

	Supporting statement to be clear, concise and related to the specific post and appointment criteria  (add any stipulation about length e.g. no more than 2,000 words)
	E
	L


CONFIDENTIAL REFERENCES AND REPORTS


	 A positive and supportive written faith reference from a priest where the applicant regularly worships.
	E
	R

	A positive recommendation from current employer or Headteacher


	E
	R

	A second professional reference
	
	R


(Insert name of school)

EXECUTIVE HEADTEACHER JOB DESCRIPTION 
To follow
(Insert name of school)

HEAD OF SCHOOL JOB DESCRIPTION 
To follow
DIOCESAN MODEL STATEMENT ON EQUAL OPPORTUNITIES IN EMPLOYMENT OF THE HEADTEACHERS AND DEPUTY HEADTEACHERS IN CATHOLIC SCHOOLS
The Diocesan Education Service for the Roman Catholic Diocese of Hexham and Newcastle has agreed the following model statement on equal opportunities in employment, for recommendation to governing bodies

“The governing body of _________________ School is committed to ensuring that matters concerning appointments, including promotions, are dealt with in a fair and just manner. Governors believe that the principle of equal opportunity in selection is consistent with social justice and good personnel practice. This is in keeping with our Catholic aim to recognise the dignity and worth of all who work or apply to work in our organisations.

Our selection processes aim to select the best applicant assessed against the criteria for the post. We are subject to the law of the land and acknowledge our commitment to conducting our affairs in accordance with the law. The governors do not discriminate on grounds of age, sex, race, colour, nationality, ethnic origin or disability.

The Roman Catholic community maintains schools which have, as part of their character, a duty to provide Religious Education and a requirement that those schools be conducted in accordance with the rites, practices and traditions of the Roman Catholic faith. It would therefore be clear that where applicants are equal in qualifications and experience in the context of selection criteria for a post, that a Roman Catholic applicant would have an advantage over an applicant not of the Roman Catholic faith in being able to contribute to the mission of the Church in Catholic education. The posts of headteacher and deputy head are reserved for practising Catholics.
In fulfilling the objectives of Catholic schools, governors have regard to matters which are particularly significant in the light of the sacramental teachings of the Church. Catholic teachers by their example and practice are witnesses to the Gospels and to the Church’s teachings. The governing body would therefore, in line with its responsibilities, reserve the right to take account of circumstances which were genuinely within a person’s control and which might include marital status, avowed personal conviction, belief or conduct.”

� See Section 4 Chapter 9.9 of Governors’ Guide to the Law – Section 4


� See Memorandum of Bishops’ Conference of England and Wales on appointment of Headteacher and Deputy – Section 4


� See Section 2.10 of DfES publication “Staffing guidance under sections 35(8) and 36(8) of the Education Act 2002” in Section 4.
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