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AGENDA FOR THE INITIAL MEETING FOR THE 
APPOINTMENT OF HEADTEACHER/DEPUTY 
HEADTEACHER 

 
1. Opening prayer 

 
2. Apologies for absence 

 
3. Confidentiality 

 
4. Declaration of interest 

 
5. Confirmation of vacant post and consideration of alternative models of leadership 

 
6. Procedural matters 

 
(i) Role of advisers  
(ii) Confirmation of appointment by the board   
(iii) Faith and professional references  
(iv) Safer recruitment practice 
(v) Diocesan Equal Opportunities Statement 
(vi) Attendance of board members 

 
7. Job description 

 
8. Person specification 

 
9. Remuneration advice  

 
10. Advertisement1 checklist 

 
11. Application pack2 checklist 

 
12. Dates 

 
 Date of advertisement 

 Closing date for applications3 

 Date for circulation of applications and shortlisting working sheet 

 Date of shortlisting meeting  

 Interview date 

 
13. Responsibilities 

 
14. Close of meeting 

                                                           
1 Recommended for delegation to sub-group 
2
 Recommended for delegation to sub-group 

3
 List of names of applicants and their schools to be sent to the Diocese and the recruitment adviser 
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 THE INITIAL MEETING OF THE BOARD 

Before the meeting 

When the vacancy is for a headteacher the chair is responsible for leading the appointment process.  The outgoing 
headteacher should play no part in the appointment of the new headteacher.   
 
It is customary that the candidates meet the outgoing headteacher as part of their introduction to the school. 
 
If the vacancy is for a deputy, many of the tasks identified for the chair in this guidance may be delegated to the 
headteacher. Key pre-meeting tasks are: 
 

 Discussion with director/deputy director of education with regard to: 

 the recruitment process; 

 the vacancy in the context of diocesan academy policy; 

 possible alternative models of leadership. 

 

 Contacting the Diocesan Department for Education (0191 243 3313) to arrange a date for a full board  initial 

meeting and for a diocesan recruitment officer to be present.  

 Arranging for the chair to have an initial phone call with the diocesan recruitment adviser at the earliest 

opportunity. 

 Preparing the agenda and supporting papers for circulation before or at the meeting. The specimen agenda can 

be photocopied. The clerk will also need to bring to the meeting (or circulate in advance) Section B of this 

guidance. 

 
The remainder of these notes should be read in conjunction with the specimen agenda. 
 
 

Local authority adviser 

If the school is local authority maintained, the local authority should be invited to attend the initial meeting.  In 
addition to the diocesan recruitment adviser, academies engage a secular professional adviser.  Some academies 
choose to invite an adviser from their former local authority.  Others utilise the school improvement partner (SIP).  In 
addition it is important that the school ensures that an HR officer, from the school’s HR provider, is in attendance. 

 
The same advice extends to voluntary aided schools where no suitable LA adviser is available i.e. use the SIP or some 
external professional of similar standing and credibility. 
 

Managing the meeting 

The agenda is long and approximately two hours need to be set aside for the meeting. It is important to allocate time 
for discussion, especially of the criteria for appointment. If the clerk is not attending the meeting, arrangements 
should be made for someone other than the chair to keep a record of the meeting and its decisions. It is conducive to 
the effective running of the meeting to ensure that the environment is suitable i.e. chairs for adults and sufficient 
table space to allow for the paperwork that the board will be working through. 
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Agenda Items 

Agenda item 4: Declaration of interest 
 
Declaration of interest should be shared and recorded. If a member of staff is serving as a governor in a VA school or 
as a governor on a local governing committee in an academy and could be a potential permanent or acting candidate 
then this should be declared and the person remove themselves from the process. 
 
Equally if the vacancy is for the post of deputy headteacher and a staff governor is a potential candidate then it is not 
appropriate for that person to be involved in the appointment process. 
 
If an interest is declared but the person does not feel that it debars them from taking part in the 
shortlisting/appointment process then the recruitment adviser must investigate this further and then advise the 
board accordingly. 

Agenda item 5: Confirmation of vacant post 

The board then needs to discuss models of leadership and decide on the way to proceed. This decision should be 
made in light of the following documents and information: 
 

 Diocesan Academy Policy 
 MAT growth policy 
 Current staffing structure and school succession planning 
 School budget forecast 

Agenda item 6: Procedural matters 

(i) Diocesan and LA advisers have equal status in law and the diocesan adviser is also the Bishop’s 
representative. Their role is to advise the board on process, ensuring best practice and compliance with fair 
employment legislation. They will also offer their professional assessment of candidates and their relative 
strengths. 

(ii) In non-diocesan schools the appointment may be delegated to an appointment panel or, in the case of a 
deputy, to the headteacher. Diocesan policy is that appointments should not be delegated but should be 
undertaken by the full board. If a headteacher appointment is being carried out, then the current 
headteacher, substantive or acting, should not be involved in the appointment process. 

(iii) References should be sought after the shortlisting has taken place.  (See ‘Gathering references’ guidance on 
p.11 of section A documentation; reference proformas and further guidance in section C of documentation). 

(iv) At least one member of the interview panel must have undergone the safer recruitment training in the last 
five years. 

(v) The board should be familiar with and have formally adopted the Diocesan Equal Opportunities Statement. 
The board should be reminded that whilst the process of appointment is open, details of individual applicants 
are confidential and should not be discussed outside the meeting.  

(vi) Members of the board not at the initial meeting may be present at the rest of the recruitment process. The 
board should be present for the whole recruitment process from shortlisting to interview and therefore must 
commit to that. Partial attendance is not allowed. The exception for this is the parish priest who may, for 
pastoral reasons, not be able to be present for the whole process.  
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Agenda item 7: Job description 

Job descriptions need to be robust and specific. The generic diocesan job descriptions are recommended for adoption. 
They cover all the key aspects of the roles and are acceptable to the professional associations. The job description for 
deputies can be tailored to meet the school’s specific requirements. 

Agenda item 8: Person specification 

 
It is recommended that the diocesan pro formas are used. 

Agenda item 9: Remuneration advice 

 
The board set a salary for the post. The advisers will offer guidance on the appropriate salary.  Reference should be 
made to the most recent School Teachers’ Pay and Conditions document. At this stage the board might also consider 
whether they would be willing to contribute to relocation expenses. For further guidance see page 20. 

Agenda item 10: Advertisement checklist 

It is recommended that this is delegated to the same small group.  There is an advertisement checklist which the 
group may find helpful (see page 21). 

Agenda item 11: Application pack checklist 

It is more efficient to delegate this to a small group of the board (including the headteacher if the vacancy is for a 
deputy). If this is agreed, establish the working group and discuss whether the same group could be responsible for 
the advertisement. 

There is an application pack checklist which the group may find helpful (see page 22). 

Agenda item 12: Dates 

 
The closing date should allow time for candidates to obtain information from the school and complete and return 
their application. Ideally this should span at least two weekends. 

The date for the shortlisting meeting should take account of the time needed for applications to be copied, references 
to be received and circulated to the board for them to read and reflect on before the meeting.  A period of two weeks 
between the closing date and the shortlisting meeting is therefore recommended. 
 
Arrangements for circulating applications should be made.  Confidentiality must be stressed.  A shortlisting pro forma 
per applicant should be completed by each member of the panel. 
 

Agenda item 13: Responsibilities 

 
There should be clear arrangements and allocation of responsibilities for placing the advertisement and for putting 
together (and sending out) the application pack. 
 
Wherever possible we recommend that applications are returned to the chair of the board, care of the school. 
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SAFER RECRUITMENT PRACTICE 

 
The board and the diocese are committed to safeguarding and promoting the welfare of children and young persons 
and expect all staff and volunteers to share this commitment.  
 
It is essential that boards adopt recruitment procedures that help deter, reject or identify people who might pose a 
risk or abuse children. Further information about the responsibilities placed on schools when carrying out recruitment 
procedures can be found in the DfE statutory guidance Keeping Children Safe in Education. 
 
The board will therefore ensure that this or a similar statement will be included in the following materials: 
 

 Publicity materials 

 Recruitment websites 

 Advertisements 

 Candidate information packs 

 Person specifications 

 Job descriptions 

 Competency frameworks 

 Induction training 

 

Training  

For maintained schools it is a statutory requirement for at least one member of the selection panel to have completed 
safer recruitment training.  Whilst not a statutory requirement in academies, this is considered best practice.  Boards 
should also consider what general recruitment training members of the panel might need. 
 
In voluntary aided schools, the local authority does not have an automatic right to attend proceedings of the selection 
panel. The local authority may, however, offer advice to the board. Any such advice that is given must then be 
considered by the board.   
 
In all maintained schools the selection panel must notify the local authority of the names of applicants selected for 
interview. If, within a period of seven days beginning with the date it receives notification, the local authority makes 
written representations that any applicant is not a suitable person for the post, the selection panel must consider 
those representations. Where it decides to recommend for appointment any person about whom representations 
have been made, the selection panel must notify:   
 

 the board and local authority in writing of its reasons (community and voluntary controlled schools)   

 the local authority in writing of its reasons (foundation and voluntary aided schools) 
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DIOCESAN MODEL STATEMENT ON EQUAL 
OPPORTUNITIES IN EMPLOYMENT OF THE 
HEADTEACHERS AND DEPUTY HEADTEACHERS IN 
CATHOLIC SCHOOLS 

 
 
The Diocesan Department for Education 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 board of _________________ School is committed to ensuring that matters concerning appointments, including 
promotions, are dealt with in a fair and just manner. The board 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 board 
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, the board 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 board 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.” 
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JOB DESCRIPTIONS AND PERSON SPECIFICATIONS 

What are these? 

The person specification comprises a list of the skills, qualities and experience that the board 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 for the person specification are determined by the board, drawing on the guidance of the advisers and 
using the framework for headteachers and deputy headteachers. The process of agreeing the criteria gives the board 
the opportunity to consider and determine what kind of person they are looking to appoint. 
 
The framework offers a starting point for discussion and has been prepopulated. Many criteria in the person 
specification are suggested as essential for all schools. Others will be judged essential by the board or will need 
discussing, modifying or possibly rejecting as inappropriate to the school’s needs.  
 

How do they help? 

The final document helps potential applicants decide if they are eligible for the post. More importantly, it enables the 
board to ensure their appointment process complies with the legislation on equal opportunities in employment 
because once the person specification has been determined, it is essential to focus on these when shortlisting and 
interviewing. When the board 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 person specification. No other factors (such 
as, for example, information gained informally or outside the declared process) should be considered. If challenged, 
the board should be able to show that the best applicant assessed against the person specification has been offered 
the post.   
 
The person specification 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 criteria should be transferred to a 
new document and listed under the headings on the framework, divided into ‘essential’ and ‘desirable’. 
 

How will the board know whether a candidate meets the criteria of the person 
specification? 

It is not possible to tell at the shortlisting stage whether an applicant meets all of the essential criteria. There will be 
evidence for some straightforward 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 
shortlisting stage and the reason for this recorded in the minutes of the meeting. 
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HEADTEACHER JOB DESCRIPTION  

 
[Insert name of school] 

 

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 board of the school under the terms of the Catholic Education Service contract signed 
with the board 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 board, 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 is based on the key areas identified in the National Standards of Excellence for Headteachers 
published by the Department for Education (2015).  
 
Other specific tasks e.g. designated safeguarding officer should be added as required.  
 
The board 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 board and the diocese are committed to safeguarding and promoting the welfare of children and young people 
and vulnerable adults and the headteacher must ensure that the highest priority is given to following the guidance 
and regulations to safeguard them.  The successful candidate will be required to undergo an enhanced check for 
regulated activity from the Disclosure and Barring Service. 
 
The core purpose of the headteacher is to set and implement the strategic direction of the school and to provide 
professional leadership and management to drive achievement of high standards in all areas of the school’s4 work, 
particularly in ensuring the provision of sustainable outstanding education through the preservation and development 
of its Catholic character. 
 
The school’s objectives relate to the provision of Catholic education and the school is part of the Catholic Church and, 
as such, is to be conducted as a Catholic school in accordance with canon law, the teachings of the Catholic Church 
and the trust deed of the Diocese of Hexham and Newcastle.  Therefore, the post of headteacher must be filled by a 
practising Catholic5 who can show, by example and from experience, that he or she will ensure that the school is 
distinctively Catholic in all aspects. 

 

                                                           
4
 The term school refers to both voluntary aided schools and academies 

5
 See Diocesan Briefing Note On Practising Catholic, Section A, pp. 16-18 



 

   10 

The Four Domains 

 
The National Standards of Excellence for Headteachers are set out in four domains.  
 
There are four ‘Excellence as Standard’ domains: 
 

 Qualities and knowledge 

 Pupils and staff 

 Systems and process 

 The self-improving school system 

 
Within each domain there are six key characteristics expected of the nation’s headteachers. 
 

Domain One 

Excellent headteachers in Catholic schools: qualities and knowledge 
 
Headteachers: 
 

1. Hold and articulate clear values and moral purpose, which take account of the educational mission of the 
Church focused on providing a world-class education for the pupils they serve. 

2. Demonstrate optimistic personal behaviour which stems from Christ’s vision for humanity.  Promotes positive 
relationships and attitudes towards their pupils, staff, parents, the board and members of the local 
community recognising their individual worth as made in the image and likeness of God. 

3. Inspired by Christ, lead by example – with integrity, creativity, resilience, and clarity – drawing on their own 
scholarship, expertise and skills, and that of those around them. 

4. Sustain wide, current knowledge and understanding of education and school systems locally, nationally and 
globally, and pursue continuous professional development. 

5. Work with political and financial astuteness, within a clear set of principles influenced by the Gospel message 
and Church teaching, centred on the school’s vision, ably translating local and national policy into the school’s 
context. 

6. Communicate compellingly the school’s vision and drive the strategic leadership, empowering all pupils and 
staff to excel.  

Domain Two 

Excellent headteachers in Catholic schools: pupils and staff 

 
Headteachers: 

 
1. Demand ambitious standards for all pupils, overcoming disadvantage and advancing equality, instilling a 

strong sense of accountability in staff for the impact of their work on pupils’ outcomes that reflect the 
distinctive characteristics of Catholic education. 

 
2. Secure excellent teaching through an analytical understanding of how pupils learn and of the core features of 

successful classroom practice and curriculum design, leading to rich curriculum opportunities and pupils’ well-
being. 
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3. Establish an educational culture of ‘open classrooms’ as a basis for sharing best practice within and between 
schools, drawing on and conducting relevant research and robust data analysis. 
 

4. Create an ethos within which all staff are motivated and supported to develop their own skills and subject 
knowledge, and to support each other. 
 

5. Identify emerging talents, coaching current and aspiring leaders in a climate where excellence is the standard, 
leading to clear succession planning. 
 

6. Hold all staff to account for their professional conduct and practice, emphasising the distinctive nature of 
Catholic Education. 
 

Domain Three 

Excellent headteachers in Catholic Schools: systems and process 
 
Headteachers: 
 

1. Ensure that the school’s systems, organisation and processes are well considered, efficient and fit for purpose, 
upholding the principles of transparency, integrity and probity reflecting the school’s Gospel values. 

2. Provide a safe, calm and well-ordered environment for all pupils and staff, focused on safeguarding pupils and 
developing their exemplary behaviour in school and in the wider community to promote Gospel values which 
unite society in a commitment to social justice and the common good. 

3. Establish rigorous, fair and transparent systems and measures for managing the performance of all staff, 
addressing any under-performance, supporting staff to improve and valuing excellent practice. 

4. Welcome strong governance, rooted in faithful stewardship of Gospel values, actively supporting the 
governing board to understand its role and deliver its functions effectively – in particular its functions to set 
school strategy and hold the headteacher to account for pupil, staff and financial performance. 

5. Exercise strategic, curriculum-led financial planning to ensure the equitable deployment of budgets and 
resources, in the best interests of pupils’ achievements and the school’s sustainability. 

6. Distribute leadership throughout the organisation, forging teams of colleagues who have distinct roles and 
responsibilities and hold each other to account for their decision making. 

 

Domain Four 

Excellent headteachers in Catholic schools; the self-improving system 
 
Headteachers: 
 

1. Create outward-facing schools which work with other schools and organisations (both within and outside of 
the Catholic sector) – in a climate of mutual challenge – to champion best practice and secure excellent 
achievements for all pupils. 

2. Develop effective relationships with fellow professionals and colleagues in other public services to improve 
academic and social outcomes for all pupils. 

3. Challenge educational orthodoxies in the best interests of achieving excellence, harnessing the findings of 
well evidenced research to frame self-regulating and self-improving schools. 

4. Shape the current and future quality of the teaching professional through high quality training and sustained 
professional development for all staff. 

5. Model entrepreneurial and innovative approaches to school improvement, leadership and governance, 
confident of the vital contribution of internal and external accountability. 
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6. Inspire and influence others – within and beyond schools – to believe in the fundamental importance of 
Catholic education in young people’s lives and to promote the value of education. 
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HEADTEACHER PERSON SPECIFICATION 

Source Key: A = Application Form, I = Interview, R = References, CC = Checking Certificates 

 

Faith commitment Essential Desirable Source 

A practising Catholic (fulfilling the requirements of the Diocesan 
Briefing Note)   A/I/R 

Secure understanding of the distinctive nature of the Catholic 
school and Catholic education   A/I/R 

Understanding of the leadership role in spiritual development of 
pupils and staff   A/I/R 

Understanding of the school’s role in the parish and diocese   A/I/R 

Involvement in parish community   A/I 

Leading school worship   A/I 

 

Qualifications Essential Desirable Source 

Qualified teacher status   A/CC 

Degree   A/CC 

Postgraduate level qualification   A/CC 

CCRS/CTC (or equivalent) or commitment to obtaining the certificate   A/CC/I 

National Professional Qualification for Headship (NPQH)   A/CC 

 

Professional development Essential Desirable Source 

Evidence of appropriate professional development for the role of 
headteacher 

  A 

Evidence of professional development relating to Catholic ethos, 
mission and religious education 

  A/I/CC 

Evidence of recent leadership and management professional 
development 

  A 

Evidence of working with other schools/organisations/agencies   A/I/CC 

Evidence of appropriate safeguarding training at senior leadership 
level 

  A/I/CC 

 

School leadership and management experience Essential Desirable Source 

Ability to articulate and share a vision for education within the 
context and mission of a Catholic school 

  A/I/R 

Ability to inspire and motivate staff, pupils, parents and the board 
to achieve the aims of Catholic education 

  A/I/R 

To have successful experience as an effective deputy headteacher    A/I/R 

To have taken a key role in school self-evaluation and development 
planning 

  A/I/R 

Knowledge of the role of the board in a Catholic school   A/I/R 
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Experience and knowledge of teaching Essential Desirable Source 

Secure understanding of the requirements of the Religious 
Education Curriculum Directory and the National Curriculum 

  A/I 

Secure knowledge of statutory requirements relating to the 
curriculum and assessment 

  A/I 

 

Professional attributes Essential Desirable Source 

To have excellent written and oral communication skills (which will 
be assessed at all stages of the process) 

  A/I 

 

Application form and supporting statement 
The form must be fully completed and legible. The supporting statement should be clear, concise (within the 
required word count) and related to the specific post 
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DEPUTY HEADTEACHER JOB DESCRIPTION  

 
(Insert name of school) 
 
 

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 board of the school under the terms of the Catholic Education Service contract signed 
with the board 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 board, 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 is based on the key areas identified in the National Standards of Excellence for Headteachers 
published by the Department for Education (2015).  It recognises the role of the deputy headteacher in sharing 
responsibility for the leadership of the school. 
 

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. Other specific tasks, e.g. designated 
safeguarding officer, should be added as required. 

 
The board 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 board and the Diocese are committed to safeguarding and promoting the welfare of children and young people 
and vulnerable adults and the headteacher must ensure that the highest priority is given to following the guidance 
and regulations to safeguard them.  The successful candidate will be required to undergo an Enhanced check for 
Regulated Activity from the Disclosure and Barring Service. 
 
The core purpose of the deputy headteacher is to assist the headteacher to set and implement the strategic direction 
of the school and to provide professional leadership and management to drive achievement of high standards in all 
areas of the school’s6 work, particularly in ensuring the provision of sustainable outstanding education through the 
preservation and development of its Catholic character. 
 
The school’s objectives relate to the provision of Catholic education and the school is part of the Catholic Church and, 
as such, is to be conducted as a Catholic school in accordance with canon law, the teachings of the Catholic Church 
and the trust deed of the Diocese of Hexham and Newcastle.  Therefore, the post of deputy headteacher must be 
filled by a practising Catholic7 who can show, by example and from experience, that he or she will ensure that the 
school is distinctively Catholic in all aspects. 

                                                           
6
 The term school refers to both voluntary aided schools and academies 

7
 See Diocesan Briefing Note On Practising Catholic, Section A, pp. 16-18 
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The Four Domains 

 
The National Standards of Excellence for Deputy Headteachers are set out in four domains.  
 
There are four ‘Excellence as Standard’ domains: 
 

 Qualities and knowledge 

 Pupils and staff 

 Systems and process 

 The self-improving school system 

 
Within each domain there are six key characteristics expected of the nation’s deputy headteachers. 
 

Domain One 

Excellent deputy headteachers in Catholic schools: qualities and knowledge 
 
Deputy headteachers: 
 

1. Deputise for the headteacher in his/her absence and work with the headteacher to hold and articulate clear 
values and moral purpose, which take account of the educational mission of the Church focused on providing 
a world-class education for the pupils they serve. 

2. Demonstrate optimistic personal behaviour which stems from Christ’s vision for humanity.  Promote positive 
relationships and attitudes towards their pupils, staff and parents. 

3. Inspired by Christ, lead by example – with integrity, creativity, resilience, and clarity – drawing on their own 
professional knowledge, understanding, expertise and skills. 

4. Pursue continuous professional development. 

5. Work within a clear set of principles influenced by the Gospel message and Church teaching, centred on the 
school’s vision.  

6. Work with the headteacher to communicate compellingly the school’s vision and drive the strategic 
leadership, empowering all pupils and staff to excel. 

 

Domain Two 

Excellent deputy headteachers in Catholic schools: pupils and staff 

 
Deputy headteachers will work with the headteacher to: 
 

1. Demand ambitious standards for all pupils. 

2. Secure excellent teaching. 

3. Establish an educational culture of ‘open classrooms’ as a basis for sharing best practice within the school. 

4. Create an ethos within which all staff are motivated and supported to develop their own skills and subject 
knowledge, and to support each other. 
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5. Identify emerging talents, coaching current and aspiring leaders in a climate where excellence is the standard, 
leading to clear succession planning. 

6. Hold staff to account for their professional conduct and practice, emphasising the distinctive nature of 
Catholic Education. 

Domain Three 

Excellent deputy headteachers in Catholic Schools: systems and process 
 
Deputy headteachers will work with the headteacher to: 
 

1. Ensure that the school’s systems, organisation and processes are well considered, efficient and fit for purpose, 
upholding the principles of transparency, integrity and probity reflecting the school’s Gospel values. 

2. Provide a safe, calm and well-ordered environment for all pupils and staff, focused on safeguarding pupils and 
developing their exemplary behaviour in school. 

3. Establish rigorous, fair and transparent systems and measures for managing the performance of staff, 
addressing any under-performance, supporting staff to improve and valuing excellent practice. 

4. Develop effective governance. 

5. Ensure effective and efficient use of budget and resources. 

6. Develop leadership throughout the school. 

 

Domain Four 

Excellent deputy headteachers in Catholic schools; the self-improving system 
 
Deputy headteachers will work with the headteacher to: 
 

1. Create outward-facing schools which work with other schools and organisations – in a climate of mutual 
challenge – to champion best practice and secure excellent achievements for all pupils. 

2. Develop effective relationships with fellow professionals and colleagues in other public services to improve 
academic and social outcomes for all pupils. 

3. Ensure that the school is constantly seeking to be self-improving. 

4. Provide high quality professional development opportunities for all staff. 

5. Model innovative approaches to school improvement and leadership. 

6. Inspire and influence others – within and beyond schools – to believe in the fundamental importance of 
Catholic education in young people’s lives and to promote the value of education. 
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DEPUTY HEADTEACHER PERSON SPECIFICATION 

 

Source Key: A = Application Form, I = Interview,  R = References,  CC = Checking Certificates 

 
Faith Commitment Essential Desirable Source 

A practising Catholic (fulfilling the requirements of the Diocesan 
Briefing Note)   A/I/R 

Secure understanding of the distinctive nature of the Catholic school 
and Catholic education   A/I/R 

Understanding of the leadership role in spiritual development of 
pupils and staff   A/I/R 

Involvement in parish community   A/I/R 

Leading school worship   A/I/R 

 

Qualifications Essential Desirable Source 

Qualified teacher status   A/CC 

Degree   A/CC 

CCRS/CTC (or equivalent) or commitment to obtaining the certificate   A/CC/I 

 

Professional Development Essential Desirable Source 

Evidence of appropriate professional development for the role of 
deputy headteacher 

  A 

Evidence of recent leadership and management professional 
development 

  A 

Evidence of appropriate safeguarding training   A/I/CC 

 

School leadership and management experience Essential Desirable Source 

To have substantial and current experience as a middle leader   A/I/R 

To have had active and effective leadership of a team/key 
stage/curriculum area/department 

  A/I/R 

To have taken an active involvement in school self-evaluation and 
development planning 

  A/I/R 

To have implemented and developed a whole school initiative   A/I/R 

To have had responsibility for policy development and 
implementation 

  A/I/R 

To have had experience of and ability to contribute to staff 
development (e.g. coaching, mentoring, INSET for staff) 

  A/I/R 
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Experience and knowledge of teaching Essential Desirable Source 

Experience of teaching in more than one school   A/I 

Significant teaching experience    A/I/R 

To have a knowledge and understanding of all key stages in the 
school 

  A/I/R 

To be able to effectively use data, assessment and target setting to 
raise standards/address weaknesses 

  A/I/R 

 

Professional Attributes Essential Desirable Source 

To have excellent written and oral communication skills (which will 
be assessed at all stages of the process) 

  A/I 

 

 Application Form and Supporting Statement 

The form must be fully completed and legible. The supporting statement should be clear, concise (within the 
required word count) and related to the specific post 
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REMUNERATION ADVICE 

 
Setting an appropriate salary for the role will help to attract the right candidate and to reflect the level of challenge in 
the role being recruited.  
 
For maintained schools, the School Teacher’s Pay and Conditions document (STPC) provides the statutory framework 
for teachers’ pay. It sets out the available pay ranges for headteachers depending on the size and phase of the school 
and the flexibility available to boards to exceed those ranges in exceptional circumstances.   
 
All academies in the Diocese of Hexham and Newcastle are committed to adhering to the STPC for teaching staff. 
https://www.gov.uk/government/publications/school-teachers-pay-and-conditions 
 

https://www.gov.uk/government/publications/school-teachers-pay-and-conditions
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ADVERTISEMENT CHECKLIST 

 
Regarding the appointment of headteachers and deputy headteachers, ‘The board must advertise any such vacancy or 
post in such a manner as it considers appropriate unless it has any good reason not to.8 
 
The advertisement is the first point of contact with potential applicants. It should be eye-catching, easy to read and 
engaging. It is the first opportunity to present the school and create an impression that will attract people to apply. 
The appointment of a headteacher or deputy is a most important undertaking. The outcome of the process will 
influence the future of the school and the success of its pupils in future years. 
 
The key to a successful advertisement is to balance brevity with sufficient information about the school to interest 
and motivate potential applicants. An overlong advertisement does not catch the eye and can be difficult to read. A 
sense of what makes it special should be conveyed. Examples can be found in the Catholic Teachers’ Gazette or the 
Times Educational Supplement.  
 

Advertisement Content 

The advertisement should include: 
 
 The heading: 

 ‘The Diocese of Hexham and Newcastle in partnership with (name) local authority’ (for VA schools) 

 ‘The Diocese of Hexham and Newcastle’ (for academies) 

 Diocesan and school logos  

 ‘Applications are invited from practising and committed Catholic teachers for the post of…. at  (name of school)‘ 

 Address of school 

 Group of school and number on roll 

 Salary information 

 Brief description of school 

 Indication of potential candidate the board  wish to appoint  

 If appropriate and recent, a phrase from Ofsted or Diocesan Inspection report summarising the school 

 Contact information (name, address, telephone number and website address if relevant) 

 Closing date for applications 

 An indication of whether informal visits are welcome prior to making application 

 Safeguarding statement 

 

                                                           
8 Regulation 15 (2) The School Staffing (England) Regulations 2009 
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APPLICATION PACK CHECKLIST 

 
The pack should have high impact but not contain too many documents. As its purpose is to sell the school, the 
quality of its contents and presentation are very important in encouraging people to commit to making an application. 
The information provided should give an accurate picture of the school as well as some feel for its distinctiveness.  A 
personalised letter from the chair and/or headteacher can be used to encourage applications. We would encourage 
schools to make the application pack available via the school’s website. 
 
Essential contents: 
 

 Letter from chair (headteacher if post is for deputy), encouraging applications 

 CES application form (up to date version) 

(see CES website for most recent application form.  Please note that this requires the insertion of the 

school’s privacy statement in order to comply with GDPR and Data Protection Act 2018 requirements). 

 CES Notes to Applicants, Recruitment Monitoring Form and Rehabilitation of Offenders Act 1974 – Disclosure 

Form (all downloadable from the CES website http://www.catholiceducation.org.uk/recruitment-

process/item/1000042-application-forms ) 

 Job description 

 Person specification 

 Diocesan Briefing Note on Practising Catholic 

 Diocesan Statement on Equal Opportunities 

 Safeguarding policy 

 Closing date for applications 

 Name and address of person to whom applications should be sent 

 Statement that applications sent by email will be accepted but will require a real signature on the day of 

interview 

 Dates for shortlisting and interviews 

 
Optional contents: 
 

 Brief description of school, its history, location and main strengths   

 Diocesan inspection summary report 

 Ofsted summary report 

 Recent newsletter to parents/parishes 

 

http://www.catholiceducation.org.uk/recruitment-process/item/1000042-application-forms
http://www.catholiceducation.org.uk/recruitment-process/item/1000042-application-forms
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HEADTEACHER SHORTLIST WORKING SHEET 

The board often find a sheet such as the one below useful for recording their analysis of applicants and to inform 
discussion at the shortlisting meeting. If the work sheet is to be used, one copy for each applicant should be sent to 
the board with the copies of the applications. The essential criteria for appointment should be listed in the blank 
columns. 
 
 

Name of applicant: 
 

Current school:  
 

Current post: 
 

 

1. Application form and supporting statement E/D 
Clearly 
meets 

Some 
evidence 

No 
evidence 

Application form to be completed in full and legible E    

Supporting statement to be clear, concise and related to the specific post 
and appointment criteria (1300 words max; font 12; portrait) 

E 
   

 

2. Faith commitment E/D 
Clearly 
meets 

Some 
evidence 

No 
evidence 

A practising Catholic (fulfilling the requirements of the Diocesan Briefing 
Note) E    

Secure understanding of the distinctive nature of the Catholic school 
and Catholic education E    

Understanding of the leadership role in spiritual development of pupils 
and staff E    

Understanding of the school’s role in the parish and diocese E    

Involvement in parish community D    

Leading school worship E    

 

3. Qualifications E/D 
Clearly 
meets 

Some 
evidence 

No 
evidence 

Qualified teacher status E    

Degree E    

Postgraduate level qualification D    

CCRS/CTC (or equivalent) or commitment to obtaining the certificate E    

National Professional Qualification for Headship (NPQH) D    
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4. Professional development E/D 
Clearly 
meets 

Some 
evidence 

No 
evidence 

Evidence of appropriate professional development for the role of 
headteacher E    

Evidence of professional development relating to Catholic ethos, 
mission and religious education E    

Evidence of recent leadership and management professional 
development E    

Evidence of working with other schools/organisations/agencies E    

Evidence of appropriate safeguarding training at senior leadership level E    

 

5. School leadership and management experience E/D 
Clearly 
meets 

Some 
evidence 

No 
evidence 

Ability to articulate and share a vision for education within the context 
and mission of a Catholic school E    

Ability to inspire and motivate staff, pupils, parents and the board to 
achieve the aims of Catholic education E    

To have successful experience as an effective deputy headteacher  E    

To have taken a key role in school self-evaluation and development 
planning E    

Knowledge of the role of the board in a Catholic school E    

 

6. Experience and knowledge of teaching E/D 
Clearly 
meets 

Some 
evidence 

No 
evidence 

Secure understanding of the requirements of the Religious Education 
Curriculum Directory and the National Curriculum 

E 
   

Secure knowledge of statutory requirements relating to the 
curriculum and assessment 

E 
   

 

7. Professional attributes E/D 
Clearly 
meets 

Some 
evidence 

No 
evidence 

To have excellent written and oral communication skills (which will 
be assessed at all stages of the process) 

E 
   

 
 

Notes: 
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DEPUTY HEADTEACHER SHORTLIST WORKING 
SHEET 

The board often find a sheet such as the one below useful for recording their analysis of applicants and to inform 
discussion at the shortlisting meeting. If the work sheet is to be used, one copy for each applicant should be sent to 
the board with the copies of the applications. The essential criteria for appointment should be listed in the blank 
columns. 
 

Name of applicant: 
 

Current school: 
 

Current post: 
 

 

1. Application form and supporting statement E/D 
Clearly 
meets 

Some 
evidence 

No 
evidence 

Application form completed in full and legible E 
   

Supporting statement clear, concise and related to the specific post 
and appointment criteria (1300 words max; font 12; portrait) 

E 
   

 

2. Faith committment E/D 
Clearly 
meets 

Some 
evidence 

No 
evidence 

A practising Catholic (fulfilling the requirements of the Diocesan 
Briefing Note) 

E 
   

Secure understanding of the distinctive nature of the Catholic school 
and Catholic education 

E 
   

Understanding of the leadership role in spiritual development of 
pupils and staff 

E 
   

Involvement in parish community D 
   

Leading school worship E 
   

 

3. Qualifications E/D 
Clearly 
meets 

Some 
evidence 

No 
evidence 

Qualified teacher status E 
   

Degree E 
   

CCRS/CTC (or equivalent) or commitment to obtaining the certificate E 
   

 

4. Professional development E/D 
Clearly 
meets 

Some 
evidence 

No 
evidence 

Evidence of appropriate professional development for the role of 
deputy headteacher 

E 
   

Evidence of recent leadership and management professional 
development 

E 
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Evidence of appropriate safeguarding training E 
   

 

5. School leadership and management experience E/D 
Clearly 
meets 

Some 
evidence 

No 
evidence 

To have substantial and current experience as a middle leader D 
   

To have had active and effective leadership of a team/key 
stage/curriculum area/department 

E 
   

To have taken an active involvement in school self-evaluation and 
development planning 

E 
   

To have implemented and developed a whole school initiative E 
   

To have had responsibility for policy development and 
implementation 

E 
   

To have had experience of and ability to contribute to staff 
development (e.g. coaching, mentoring, INSET for staff) 

E 
   

 

6. Experience and knowledge of teaching E/D 
Clearly 
meets 

Some 
evidence 

No 
evidence 

Experience of teaching in more than one school D 
   

Significant teaching experience  E 
   

To have a knowledge and understanding of all key stages in the 
school 

E 
   

To be able to effectively use data, assessment and target setting to 
raise standards/address weaknesses 

E 
   

 

7. Professional attributes E/D 
Clearly 
meets 

Some 
evidence 

No 
evidence 

To have excellent written and oral communication skills (which will 
be assessed at all stages of the process) 

E 
   

 
 

Notes: 

 
 



 

  

 

 

 

 

 

 

 

 

 


