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1.Appointing Leaders

FOREWORD FROM THE DIRECTOR OF SCHOOLS

[bookmark: _Hlk149576943]The appointment to school leadership is probably the most important duty and responsibility entrusted to the governing body of a Catholic school or the board of directors of a Catholic Academy Trust. This guidance has been developed so that any governing board has the appropriate guidance and advice concerning the process of making senior leadership appointments, including Heads of Religious Education and School Chaplains. I would ask that you read this document carefully as it provides guidance for determining the entire process of making an appointment of a Deputy Headteacher for a Catholic school or Catholic academy, in the Diocese of Shrewsbury. The Diocesan Department of Education wishes to support you in making these important leadership appointments and it is established policy that we work closely with a governing board from the very start of the process in appointing senior leader positions in our Catholic schools. Therefore, as soon as you are aware of the need to appoint a senior leader, please contact your Diocesan School Support Officer so that we are able to support your planning.
May we take this opportunity to thank you for the work you undertake on behalf of Catholic Education in the Diocese of Shrewsbury
[image: Text, letter
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Richard Woods
Director of Schools











[bookmark: _Toc514749134]2.Memorandum on Appointment of Teachers in Catholic Schools

This Memorandum sets out the expectations of the Catholic Bishops’ Conference of England and Wales about the appointment of staff in Catholic schools. This Memorandum applies to all Catholic maintained schools, academies, independent schools, sixth form colleges and non-maintained special schools, including those that are in the trusteeship of a religious order (referred to in this Memorandum as ‘Catholic schools’).
The Bishops’ Memorandum was last issued in 2014, when the Catholic school sector looked very different to the way it looks today. It has therefore been updated to ensure that the Bishops’ requirements are clear in the current context. This version does not include any additional requirements to those in the 2014 version, it simply sets out the requirements in a way which reflects the organisation of Catholic schools today. This version of the Bishops’ Memorandum supersedes all previous versions.
All Catholic schools must ensure that they are providing an authentic Catholic education as part of the Church’s education mission. All staff are part of the Church’s mission and are therefore expected to support their employer in this aim, and Governing Boards1 are required to ensure that their expectations are made clear.
Governing Boards are required to comply with the provisions in their Governing Documents (e.g. Instrument (and Articles) of Government or Articles of Association), and with the requirements of their Trust Deed, which includes the provisions of canon law, are incorporated into these documents. The Diocesan Bishop is responsible for exercising canonical oversight over all Catholic schools, and the issuing of this Memorandum is part of that oversight.

This Memorandum must be consulted prior to all appointments to Catholic schools. Governors, directors, and Catholic school leaders should ensure that they are familiar with the contents of this Memorandum and that all recruitment processes comply with its requirements. Governors, directors and Catholic school leaders should also ensure that their HR advisers and all members of staff involved in recruitment are properly trained and line-managed, that they are familiar with the contents of this Memorandum, and that they use CES contracts and associated documentation. Use of CES contracts and associated documentation is important because these documents contain provisions which help to ensure that the Catholic character of Catholic schools is preserved, maintained and developed.

 There is an expectation that all suppliers on the Churchmarketplace framework will have   received appropriate training on the matters set out in this Memorandum.






[bookmark: _bookmark0]1 ‘Governing Board’ is the term used in this Memorandum to denote the entity or entities within the school or multi-academy trust company that exercises the functions of the employer under the appropriate constitutional arrangements.
2

Purpose of the Guidance

This Memorandum has been provided to help and guide Governing Boards to fulfil their responsibilities. Governors and directors have a legal responsibility to preserve and develop the Catholic character of the Catholic schools for which they are responsible, and following the processes set out in this Memorandum will help to ensure that this legal responsibility is complied with in relation to the appointment of staff. Compliance with this Memorandum is also a requirement of the Diocesan Protocols.
The Bishops of England and Wales require the following:
· Governing Boards must give clear guidelines about the Catholic character of the Catholic schools for which they are responsible, to employees and prospective employees. It must be clear to all employees that they are required to respect and support the aims and objectives of a Catholic school.
· Governing Boards must ensure that they issue CES contracts of employment and associated documentation, these contracts include provisions which require the employee to preserve and develop the Catholic character of the Catholic school.
· Governing Boards must ensure that CES model employment policies are used as these ensure that the ethos of Catholic schools as Catholic employers is clearly articulated.
· Governing Boards must comply with this Memorandum and the requirements set out below in relation to the need for certain senior roles to be occupied by Practising Catholics.
· Governing Boards must ensure that they are familiar with the guidance issued by the Diocese which sets out the definition of a “Practising Catholic”.

Appointment of Leaders in Catholic Schools

The Bishops of England and Wales require the following posts to be filled by Practising Catholics:
· Headteacher / Principal / Head of School (which includes Executive Headteachers)
· Deputy Headteacher / Principal / Head of School
· Chief Executive Officer
· Deputy Chief Executive Officer
· Head or Co-Ordinator of Religious Education (at both school and multi-academy trust company level)
· Chaplain (including Directors of Chaplaincy)
· Members of multi-academy trust company central teams with responsibility for Catholic Life / Mission / Ethos
· Any role which requires the individual to have responsibility for the spiritual and/or liturgical life of the Catholic school or multi-academy trust company (for example, Prayer and Liturgy Co-ordinator and Director of Primary Education or Secondary Education where it would involve oversight of collective worship and Religious Education).

All of the posts listed above require the postholder to be a Practising Catholic because the roles directly affect the Catholic mission of a Catholic school, and the individual post holders will be responsible for the spiritual leadership and Catholic character of a Catholic school or multi-academy trust company. Such individuals must therefore participate fully in the liturgical life of the Church and be able to articulate their faith, whilst living it out on a daily basis, in order to have oversight of the formation of others.
Whilst the leadership posts listed above are generally in use in Catholic schools the list above is not exhaustive and other senior leadership posts may exist in relation to which there is a requirement to be a Practising Catholic. The principle to be applied is that the requirement applies to the most senior leadership post i.e. the person with overall responsibility for the day-to-day management of the Catholic school or multi-academy trust company, the person who is the second most senior person in the leadership team whose duties include deputising for the most senior post, and any other person with responsibility for the Catholic life of the Catholic school or multi-academy trust company.
Other Leadership posts that directly affect the Catholic Mission of the school should, wherever possible, be staffed by skilled practitioners who are committed Catholics.
The appointment of chaplains of any kind requires the authority of the local Ordinary. Canonical (priest) chaplains are appointed by the local Ordinary (canon 565). The appointment of a lay chaplain also requires the authority of the Church, and Governing Boards should therefore consult their Diocese in advance and follow any recruitment process set for the appointment of lay chaplains by the Diocese. In the case of Catholic schools under the trusteeship of a religious order, the Governing Board should also consult with the Religious Superior.

Appointment of Leaders of Religious Education

Religious Education is the core subject in every Catholic school and informs every aspect of the curriculum.
Primary: The Bishops of England and Wales require the following:
· The Governing Board must ensure that Religious Education is properly organised, co- ordinated, taught and resourced.
· Governing Boards must ensure that Catholic primary schools have a Co-ordinator of RE.
· Co-ordinators of RE should have at least parity in status and remuneration with those of the other core curriculum areas.
Secondary: The Bishops of England and Wales require the following:
· The Religious Education department in Catholic secondary schools is of particular importance and should have at least parity of status and resourcing with any other core subject department.
· Governing Boards are urged to give the highest possible status to the department and to the person leading that department, and this should be reflected in their status and remuneration.
Recruitment Process										
Interview procedures approved by Governing Boards for recruitment must be open to scrutiny. They must be clear, objective and transparent and Governing Boards should follow the process set out in the CES Guidance for Governing Boards which is available on the CES website.2
[bookmark: _bookmark1]In relation to the leadership appointments listed above, the Bishops of England and Wales require the following:
· The diocesan bishop should be represented at all proceedings relating to the appointment of senior leaders and teachers of Religious Education unless his officer has confirmed in writing that he does not wish to exercise this right in relation to a particular appointment. In the case of the appointment of senior leaders and teachers of Religious Education at Catholic schools under the trusteeship of a religious order, the diocesan bishop has the discretion to exercise this right through a representative of the relevant religious order.
· Governing Boards must facilitate the attendance of the Diocesan Director of Education (or his or her nominee), either by affording them advisory rights or otherwise. These rights may be in relation to all appointments at the school or, more usually, to the appointment of the leadership posts to which the requirement to be a Practising Catholic is applied.
· Governing Boards must give sufficient advance notification to the Diocesan Director of Education of a vacancy for any leadership post to which the requirement to be a Practising Catholic is applied before taking any action, including making an acting or temporary appointment, appointing an acting Head Teacher or Principal, acting Deputy Head Teacher or Deputy Principal, or advertising the vacancy. It is particularly important to agree all meeting and interview dates with the Diocese in advance, to allow Diocesan Officers to be involved from the beginning of the process, including drawing up job descriptions and person specifications. Many Dioceses provide recruitment guidance which should be followed.
· Governing Boards must meet to draw up a shortlist of candidates, conduct interviews and make an appointment.
· Governing Boards may appoint a selection panel to undertake these functions, but appointments may need ratification by the full Governing Board.
A Diocesan representative may also be invited whenever senior posts with pastoral responsibilities are being considered.

Appointment of Teachers in Catholic Schools

The preservation and development of the quality and distinctive nature of Catholic schools depends on the faith, practice and commitment of the teachers in the schools, working with their Governing Board. The Catholic Church understands the vocation of a teacher as a form of ministry within the Church.3 All teachers and leaders in Catholic schools are employed to participate in the Church’s teaching office, exercising this ministry in accordance with the Church’s teachings and as a collaborator of the Diocesan Bishop.4 This requires teachers to be witnesses in word and deed to the Divine Teacher, Jesus Christ.5
To find Catholic teachers who combine personal conviction and practice of the faith with the required professional qualifications and experience, especially in specialist subjects, is always a high priority.
The recognition of the role that Catholic teachers play stands alongside the value we place on teachers of other Christian denominations, other Faiths and other teachers who contribute to and support the Catholic ethos in Catholic schools. We recognise the great contribution they make in helping to ensure that our pupils are equipped to be at the service of and contribute to society.
Governing Boards have a duty to ensure that the Catholic character of Catholic schools is maintained and developed. The Bishops of England and Wales expect that Governing Boards will employ Catholic teachers who combine personal conviction and practice of the Faith with the required professional qualifications and experience, in order to ensure this. Governing Boards should be aware that legislation allows them to prefer Catholic teachers for roles in Catholic schools and to prefer them in terms of their pay and promotion prospects.
Induction and Continuing Professional Development and Formation			

Governing Boards should ensure an appropriate formation and induction programme is in place, which emphasises the distinctive nature of Catholic education, and ensures that staff understand the Church’s mission and their part in it.

Appropriate and tailored ongoing formation is both an entitlement and an expectation for all staff for the whole of the duration of their employment in a Catholic School. Governing Boards should ensure that all members of staff participate regularly in an appropriate ongoing formation for their work in Catholic education.

Questions relating to the implementation of the requirements in this Memorandum should be addressed to your Diocese.

Bishop Marcus Stock
Chairman, Department for Catholic Education and Formation 24th September 2024

3 Gravissimum educationis, Declaration on Christian Education (Vatican II, 1965) 8.
4 Apostolorum Successsores: Directory for the Pastoral Ministry of Bishops (Congregation for Bishops, 2004).
5 Lay Catholics in Schools: Witnesses to Faith (Congregation for Catholic Education, 1982), 32.

3. Principles and Practice for the Appointment of Senior Leaders

These principles and practices are to inform the appointment of Senior Leaders in schools and academies, and are aligned to Diocesan Protocols on Staffing and Recruitment.

a) The Diocese must be informed as soon as a vacancy arises so that they are fully involved in the process for all posts with a genuine occupational requirement for the postholder to be a Practising Catholic, including Headteacher and equivalents such as Executive Headteacher / Head of school etc. This also applies to any leadership restructures that arise as outlined below.
b) The Diocese, with school leaders, will conduct a risk assessment when Leadership vacancies arise to ensure current numbers within a school support existing structures. 
c) It is a Diocesan expectation that, wherever possible, all schools will have a substantive Headteacher position and Deputy Headteacher. Certain factors including budget pressures or recruitment difficulties may require the exploration of alternative structures, but full discussion with the Diocese is required prior to any alternative structures being formally proposed and confirmed by schools or trusts.
d) All substantive senior leadership positions should be subject to an external competitive recruitment process, unless a formal restructure has indicated that the post would have to advertised internally.
e) Any significant change to leadership structures should follow formal restructure process with job descriptions etc. Consideration must be given to internal applicants and current at-risk posts for possible redeployment. 
f) Faith references are required at the point of current application for all new positions. Historic references cannot be considered. 
g) Substantive Executive Headteacher models should be subject to an external competitive recruitment process unless otherwise agreed by the Diocese. For any Executive Headteacher post there is a genuine occupational  requirement for the postholder to be a Practising Catholic and the job description must allow for them to take the strategic lead on the Catholic Life and Mission of the schools they are responsible for. The position below Executive Headteacher (normally Head of School) must also filled by a Practising Catholic.
h) Any position that has the title Deputy Headteacher must be filled by a Practising Catholic even if it is not one of the two most senior posts in the school.
i) We understand that there may need to be temporary structures to allow for reflection and further review. Any temporary leadership arrangements would normally not last longer than 2 terms before an external competitive recruitment process is undertaken for a substantive post. Any structure in place for longer than 2 years may result in a position needing to be offered on a permanent basis. 

Falling pupil numbers in Primary Schools. 
j) We are undertaking a review of pupil numbers in our primary schools and some schools now have a trend of falling pupil numbers.  Our aim would be, as far as it is viable (both financially and educationally), to maintain an educational provision on current sites, but the management structure may need to be reviewed. Any re-structures must consider the current position in other local schools so as to ensure continuity of the local provision. The current ISR of leadership posts may need to be reviewed based on falling pupil numbers. Reorganisation may be best done prior to academy conversion so as schools not managing too much change at once.
4.Procedures for Appointment of Deputy Headteacher


STAGE 1 – A Vacancy Arises
· Chair / Headteacher to contact the Diocese to arrange initial discussion and meeting

STAGE 2 - Initial Discussion / Meeting with Headteacher
· Request made for current numbers on roll and a copy of the school’s Pay Policy to establish current Headteacher ISR and Deputy Headteacher ISR
· Confirmation that the school has received and adopted the 2024 Diocesan Protocols
· Diocesan checklist below used to inform discussion
· Appointments Panel membership considered

STAGE 3 – Recruitment Process

	a) Bishops’ Memorandum on Appointment of Teachers 
2024 Bishops’ Memorandum

	

	b) 2024 Diocesan Protocols 
Protocols on Recruitment and Formation of Staff

	

	c) Agree Job Description (See below / Diocese website)
	

	d) Agree Person Specification (See below / Diocese website)
	

	e)  Confirm salary ISR in line with school Pay Policy
	

	f) Agree Appointment Panel - At least one Safer Recruitment trained panel member

	

	g) Dates agreed:
· Advert ‘live’
· Closing date and time
· Shortlisting
(Appointment Panel must be available for both shortlisting and interview)

We would advise a minimum of 7 days between shortlisting and interview where possible to facilitate the taking up of references.
	

	h) Interview dates confirmed:
	

	i) Advertisement:
· Where; when; display/lineage; content; closing date
· TES  tel:02037338230 / website
· Catholic Teachers Gazette adverts@ctgonline.co.uk, tel: 01302 239001
· Diocesan website: Malgorzata.Kowalska@dioceseofshrewsbury.org or Julie.English@dioceseofshrewsbury.org, tel: 0151 652 9855
· LA Website
· Free service-https://teaching-vacancies.service.gov.uk/
	

	j) Documentation for applicants:

· Letter from Headteacher
· Advert 
· Job Description 
· Person Specification 
· Guidance for applicants in securing Faith Reference (Diocesan website)
· Information should be made available to applicants that online searches will be undertaken if shortlisted for interview
· CES Documentation
· CES Leadership Application Form latest version - ensure GDPR section completed by school
· CES Notes to Applicants information
· CES Consent to obtain references form  - ensure GDPR section completed by school
· CES Recruitment Monitoring Form - ensure GDPR section completed by school*

Download from CES Website  - CES documents including application forms.

	

	k) Completed Applications
· All application forms returned to….XXX


	



*Members of the selection panel should make sure that they do not, as the reviewer of application forms, have sight of the completed Recruitment Monitoring Forms.  The Recruitment Monitoring Form should only be used as a tool for the School to analyse the types of application that they receive which may assist them to comply with their public sector equality duty.  
For more information see the Equality Act 2010 guidance available from the Equality & Human Rights Commission which can be found by following this link:  http://www.equalityhumanrights.com/en/advice-and-guidance/equality-act-guidance.  
Further, the Recruitment Monitoring Form should be anonymous so that the School can demonstrate that the information collected from applicants is being used to monitor equality and diversity and not to discriminate, inadvertently or otherwise.  











STAGE 4 - Shortlisting
· All applications to be shared with the appointment panel via school / trust email addresses as soon as possible following closing date and time. 
PART 1

	a) Consideration and discussion of applications against person specification
b) Agree shortlisted candidates or decision to re-advertise
	



PART 2 
	a) Format of the selection process  - consideration given to the following:
· Prayer / Celebration of the word
· Meetings with pupils / School Council
· In tray exercise
· Data task
· Presentation
· Review of candidates performance to determine which candidates, if any, will progress to  interview stage / day 2?

Schedule details can be discussed and decided outside of the shortlisting meeting with Chair / sub group 

	

	b) Consideration given to online searches  - KCSIE 2022

	

	c) Informing shortlisted candidates
· Initial ‘phone / email invitation

· Formal invitation documentation:
· Letter from the school
· Applicant’s Declaration **
· CES Model Contracts  
· Rehabilitation of Offenders - ensure GDPR section completed by school***
· Equality Statement

	

	d) Visits to school-who and when?
(This would be the same person for each visitor and in practice this should be the School Business Manager or equivalent or a governor. It is important that all visitors receive the same information.)

	

	e) Request faith and professional references.
         (The Diocese will send for faith references for all shortlisted Deputy Headteacher candidates)
	

	f) Agree panel arrival time for Interview Day

	


**The CES advises that at interview the applicant should sign the model Applicant Declaration confirming that they have read and understood the CES contract and had any relevant questions answered.
***The CES advises asking applicants to complete the form and bring it with them in a sealed envelope when they attend for interview (this is set out in the application form). The envelope can then be handed over with a view to the contents being reviewed only in the event of the school wishing to make an offer of employment. Reviewing the information at the point of offer will provide schools with an opportunity to ask questions relating to the context of any declared offence just prior to an offer of employment being made (for example during any telephone call made to make the offer). The full guidance can be found here.
STAGE 5 – INTERVIEW DAY SELECTION PROCESS
	a) Panel meet to finalise Schedule
· Tasks for the day made available 
· Panel members assigned
· Feedback process and protocols agreed
· Hospitality arrangements – external venue

	

	b) Confirmation of positive faith references received & no safeguarding concerns
	

	c) Feedback from tasks & initial deliberations as required
	

	d) Questions for panel interviews confirmed and assigned
(Diocese can provide bank of questions for consideration)

	




	e) Final deliberations
· Reference to Person Specification 
· Preferred candidate identified 
· Consideration of references for preferred candidate
· Any areas for support and development considered to inform possible future induction 
· Decision to appoint made

	



	f) Confirm ISR and salary starting point
	

	g) Verbal offer of appointment may be made by ‘phone subject to the Panel’s consideration of the Applicant Declaration Form and The Rehabilitation of Offenders Act Disclosure Form

	

	h) Confidentiality of appointment process re-visited with appointments panel
	














5.Deputy Headteacher Job Description for VA Schools
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Description automatically generated]Deputy Headteacher Job Description
Catholic Voluntary Aided Schools
XXXX Catholic School


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 Catholic Church and the diocesan trust deed.  At all times the school is to serve as a witness to the Catholic faith in Our Lord Jesus Christ. The post is therefore reserved for 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 made by the governing board of the school under the terms of the Catholic Education Service contract signed with the governors as employers.  It is subject to the conditions of service for deputy Headteacher contained in the current School Teachers’ Pay and Conditions document as well as other current education and employment legislation and statutory guidance.  
The Governing Board is committed to safeguarding and promoting the welfare of children and young people.  The deputy Headteacher must ensure that the highest priority is given to following the guidance and regulations relating to safeguarding and child protection.  Appointment is conditional upon receipt of satisfactory Disclosure and Barring Service (DBS) checks in relation to criminal and child protection matters.  

JOB TITLE: Deputy Headteacher
ACCOUNTABLE TO: The Headteacher
MAIN PURPOSE:
The Deputy Headteacher will:
· Undertake the normal responsibilities of the class teacher;
· Be a member of the senior management team;
· Assist the Headteacher in managing the school;
· Support and represent the Headteacher at meetings as and when required;
· Undertake such duties as are delegated by the Headteacher;
· Play a major role, under the overall direction of the Headteacher in formulating and reviewing the Mission Statement, Development Plan, overall aims and objectives of the school by helping establish the policies through which they shall be achieved, managing staff and resources to that end and monitoring progress towards their achievement;
If the Headteacher is absent from the school, the deputy Headteacher must undertake such duties of the Headteacher as the Headteacher or the Governing Board shall require.
MAIN TASKS:
The specific nature and balance of these responsibilities may vary from time to time and, particularly in a large school, be distributed amongst other holders of the post of deputy or assistant Headteacher.
1.	Class teacher responsibilities
1.1	To carry out the duties of a school teacher as set out in the current School Teachers’ Pay and Conditions Document.
1.2	To carry out the duties of a general class teacher as detailed in the school’s class teacher job description, including the provision of cover for absent teachers.
1.3	If required, to be responsible for a specific class or age group of children to be decided on appointment.
2. 	The internal organisation, management and control of the school
2.1	To have specific responsibilities to be agreed upon appointment.
2.2	To contribute to:
· Fulfilling the school’s Mission Statement
· Maintaining and developing the Catholic ethos, values and overall purposes of the school
· Formulating the aims and objectives of the school and policies for their implementation
· A development plan which will translate school aims and policies into actions
· Monitoring and evaluating the performance of the school and its achievements as a Catholic school
· Implementing the Governing Board’s policies on equal opportunity issues for all staff and pupils in relation to sex, gender, race, disability and special needs
· The efficient organisation, management and supervision of school routines
3. 	Curriculum Development
3.1	To contribute to:
· The development, organisation and implementation of the school’s curriculum
· School policies on curriculum, teaching and learning styles, assessment, recording and reporting
· Ensuring that the learning and teaching provided by different departments and teaching teams form a co-ordinated, coherent curriculum entitlement for individuals, including these with special educational needs
· Ensuring that the Diocesan policy on Religious Education and RSHE are fulfilled
· Ensuring arrangements for the daily act of collective worship and the spiritual life of the school
· Providing a curriculum for the spiritual, moral, social and cultural development of all pupils in line with the distinctive Catholic nature, purpose and aims of the school
· Providing high quality personal, social, health education and citizenship in accordance with the teachings and doctrines of the Catholic Church
· Ensuring that information on pupil progress is used to improve teaching and learning to inform and motivate pupils, to inform parents, to provide necessary references for other educational institutions and employers, and to aid governors in their future management of the school
· Ensuring that the individual pupil’s continuity of learning and effective progression of achievement are provided
· The promotion of extra-curricular activities in accordance with the educational aims and Catholic ethos of the school
4. 	Pupil care
4.1  	To contribute to:		
· The development, organisation and implementation of the school’s policy for the personal and social development of pupils including pastoral care and guidance in accordance with the teachings and doctrines of the Catholic Church
· The effective induction of pupils
· The determination of appropriate pupil groupings
· The promotion among pupils of standards of conduct/discipline and a proper regard for authority, the encouragement of good behaviour and commitment to the common good
· The development among pupils of self-discipline
· The handling of individual disciplinary cases
4.2	Develop effective relationships with fellow professionals, colleagues in other public services, parents/carers to improve academic and social outcomes for all pupils.
4.3   	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 society.
5. 	The management of staff
5.1	To participate in the selection and deployment of teaching and non-teaching staff of the school
5.2	To contribute to good management practice by ensuring positive staff participation, effective communication and procedures
5.3	To participate in arrangements made in accordance with the regulations for the appraisal of the performance of teachers in school
5.4	To implement and develop staff development policies appropriate to the Catholic nature of the school in relation to:
· The induction of new and newly qualified teachers and other staff
· The provision of professional advice and support and the identification of training needs
· Students under training/work experience
5.5	To demonstrate effective leadership, representation and liaison both within the school and other interested or involved persons or Boards.
5.6	To maintain good relationships with individuals, groups and staff unions and associations.
6.	The management of resources
6.1	To contribute to the formulation of the school’s policies and procedure concerning resource management in accordance with the school’s Mission Statement.
6.2	To allocate, control and account for those financial and material resources of the school which are delegated by the Headteacher.
6.3   	To promote an attractive environment which stimulates learning, enhances the appearance of the school and expresses its Catholic identity.
6.4	To contribute to arrangements for the security and effective supervision of the school buildings, their contents and grounds, including aspects of health and safety.
6.5	To maintain effective working relationships with external agencies and services contracted to the school and the Authority.
 7.	 Relationships
7.1	To advise and assist the Governing Board as required in the exercising of its functions including attending meetings and making reports.
7.2	To assist liaison and co-operation with Diocesan and Authority officers and support services.
7.3	To help in maintaining and developing effective communications and with parents, as the prime educators, and to provide positive responses to concerns and problems regarding their children’s education.
7.4	To assist liaison with other educational establishments, especially other Catholic institutions, in order to promote the continuity of learning, progression of achievement and curriculum development.
7.5	To assist liaison with other professional bodies, agencies and services.
7.6	To develop and maintain positive links and relationships with the parish community, local organisations and employers:
· To promote a positive image of the school
· To ensure that the school plays a constructive role in the life of the parish and community and that its curriculum draws on the nature and resources of that community.
 7.7 	Create outward -facing schools which work with other schools, organisations and the local community – in a climate of mutual challenge – to champion best practice and secure excellent achievements for all pupils.
This job description forms part of the contract of employment of the person appointed to the post. It reflects the position at the present time only and may be reviewed in negotiation with the employee in the future. The appointment is subject to the current conditions of employment in the School Teachers’ Pay and Conditions Document as they relate to deputy Headteacher.











6.Deputy Headteacher Person Specification for VA Schools
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Person Specification/Selection Criteria for
Deputy Headteacher in xxxx Catholic School




The school’s 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 Shrewsbury. 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 school (name of school) is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.

The applicant will be required to safeguard and promote the welfare of children and young people.

Source Key: 	A = Application Form I = Interview R = References CC = Checking Certificates
Note: Candidates failing to meet any of the essential criteria will automatically be excluded

[A] Faith Commitment

	
	
	Essential
	Desirable
	Source

	1. 
	Practising Catholic
	E
	
	A/I/R

	2. 
	Involvement in parish community
	
	D
	A/I/R



To be able to demonstrate their knowledge and understanding of the following in the context of a Catholic school.

	
	
	Essential
	Desirable
	Source

	3. 
	Leading school worship
	E
	
	A/I

	4. 
	Ways of developing religious education and worship
	E
	
	A/I

	5. 
	A commitment to strategic thinking and planning that builds, communicates and carries forward a coherent and shared vision for the Catholic ethos of the school.
	E
	
	A/I

	6. 
	How relationships should be fostered and developed between the school, parish and its community and Diocese of Shrewsbury
	E
	
	A/I



[B] Qualifications
	
	
	Essential
	Desirable
	Source

	7. 
	Qualified teacher status
	E
	
	A/CC

	8. 
	Degree
	E
	
	A/CC

	9. 
	CCRS/CTC or commitment to obtaining the certificate
	
	D
	A/CC/I



[C] Professional Development
	
	
	Essential
	Desirable
	Source

	10. 
	Evidence of appropriate professional development for the role of Deputy Headteacher
	E
	
	A

	11. 
	Evidence of recent leadership and management professional development
	E
	
	A

	12. 
	Has successfully undertaken appropriate safeguarding training and knowledge of legislation for the protection of young people
	
	D
	A

	13. 
	Has successfully undertaken Designated Safeguarding Lead Training
	
	D
	A/I/CC

	14. 
	Has completed the Catholic Senior Leadership Programme or has a commitment to doing so
	E
	
	A/I/CC

	15. 
	Has completed the Catholic Middle Leadership Programme or has a commitment to doing so
	E
	
	A/I/CC



[D] School leadership and management experience
	
	
	Essential
	Desirable
	Source

	16. 
	To have substantial and current experience as a senior leader in a primary/secondary school
	E
	
	A/I/R

	17. 
	To have had active and  effective leadership of a team / department/ key stage/ curriculum area
	E
	
	A/I/R

	18. 
	To have taken an active involvement in school self-evaluation and development of a relevant and effective curriculum
	E
	
	A/I/R

	19. 
	To have involvement in or understanding of financial management in a school
	
	D
	A/I/R

	20. 
	To have implemented and developed a whole school initiative
	E
	
	A/I/R

	21. 
	To have had responsibility for policy development and implementation
	
	D
	A/I/R

	22. 
	To have had experience of and ability to contribute to staff development across the primary/secondary range. (E.g. coaching, mentoring, INSET for staff)
	E
	
	A/I/R

	23. 
	Work positively with parents and carers
	E
	
	A/I/R

	24. 
	To demonstrate an awareness of current national educational policy
	E
	
	A/I/R




[E] Experience and knowledge of teaching
	
	
	Essential
	Desirable
	Source

	25. 
	Experience of teaching in more than one school
	
	D
	A/I/R

	26. 
	Experience of teaching in a school in similar circumstances/ serving a similar community
	
	D
	A/I

	27. 
	Significant teaching experience and proven excellence in teaching pupils within the primary/secondary phase
	E
	
	A/I/R

	28. 
	To have a knowledge and understanding of all Key Stages in the primary phase/ the secondary phase
	E
	
	A/I/R

	29. 
	Secure understanding of assessment strategies , data analysis and the use of assessment to maximise achievement
	E
	
	A/I/R

	30. 
	To be able to exemplify how the needs of all pupils have been met through high quality teaching
	E
	
	A/I/R




[F] Professional Attributes
	
	
	Essential
	Desirable
	Source

	31. 
	To be able to demonstrate an understanding, awareness and empathy for the needs of the pupils at this school and how these could be met.
	E
	
	I

	32. 
	To be able to demonstrate a clear rationale for behaviour management and a proven track record of the effective implementation of a range of behaviour management strategies.
	
E

	
	I

	33. 
	To have excellent written and oral communication skills (which will be assessed at all stages of the process)
	E
	
	A/I

	34. 
	To be a leader of learning demonstrating, promoting and encouraging outstanding classroom practice
	E
	
	A/I/R

	35. 
	Show a good commitment to sustained attendance at work
	E
	
	A/I/R



[G] Professional Skills

Applicants must be able to demonstrate that they meet the Teachers’ Standards (England) which are set out in detail in the current School Teachers’ Pay and Conditions Document. The deputy Headteacher must be exemplary and be able to:

· Set high expectations which inspire, motivate and challenge pupils
· Promote good progress and outcomes by pupils
· Demonstrate good subject and curriculum knowledge
· Plan and teach well-structured lessons
· Adapt teaching to respond to the strengths and needs of all pupils
· Make accurate and productive use of assessment
· Manage behaviour effectively
· Fulfil wider professional responsibilities

[H] Personal Qualities
All of the following are considered essential for the post and will be assessed through interview and reference:
	


· Continue to promote the school’s strong educational philosophy and values
· Inspire, challenge, motivate and empower teams and individuals to achieve high goals
· Inspire trust in the school community
· Communicate clearly and effectively both orally and in written English
· Demonstrate personal enthusiasm and commitment to leadership aimed at making a positive difference to children and young people
· Build and maintain quality relationships through interpersonal skills and effective communication
· Demonstrate personal and professional integrity, including modelling values and vision
· Manage and resolve conflict
· Prioritise, plan and organise themselves and others
· Think analytically and creatively and demonstrate initiative in solving problems
· Be aware of their own strengths and areas for development and listen to, and reflect constructively and act upon as appropriate, feedback from others
· Demonstrate a capacity for sustained hard work with energy and vigour

 [I]	Confidential References and Reports
	A positive and supportive faith reference from a priest where the applicant regularly worships.
	E

	Positive recommendation from all referees, including current employer.
	E

	A supportive reference from the Local Authority, if possible, or a further supportive professional reference
	E



The governors reserve the right in exceptional cases to seek additional references from other former employees where this seems appropriate.
The governors reserve the right to withdraw the offer of an interview should a positive and supportive faith reference not be received.

[bookmark: _Hlk75333962][J]	Important advice regarding faith references

You have applied for a position in one of our Catholic schools which is reserved for a practising Catholic.  This means that the person specification will state that is essential that you meet this criterion, and you must be able to evidence this with a positive faith reference from the priest(s) of the parish(es) where you attend the Sunday Eucharist and receive the sacraments.  It is also vital that this reference is current and that the priest’s knowledge of your practice is not historical. Priests will be asked to confirm a minimum of 12 months continuous practice.  A period of 12 months practice will also be required for those recently received into the Church.
 It is vital that the priest can verify your attendance at Sunday Mass and is not simply the priest linked to the school that you currently work in.

We are seeking to appoint a practising Catholic who joins in the parish celebration of the Sunday Mass and receives the sacraments regularly as well as living in accordance with the teachings of the Church.

At a time when priests are increasingly assuming responsibility for larger pastoral areas it is becoming increasingly common for priests not to know parishioners as well as they might have in the past.  In the light of this we offer the following advice when seeking faith references prior to making an application.

1.	Speak to the priest before completing your application and ask if he agrees to your including him as a referee. (Do not simply email or leave a message on the parish answer phone)

2.	Provide him with an outline of
· your involvement in parish life e.g., Eucharistic minister, reader, etc (it may be that currently you are not heavily involved in parish life due to other commitments)
· your present post – school, areas of responsibility
· the post to which you are applying – name of school, post, etc

3.	If you worship in more than one parish, then in order to satisfy weekly attendance of Mass you may need to specify more than one referee.

By following the above advice you are able to prepare the priest for the reference request and so ensure it will be completed as fully as possible
[K]	Application Form and Supporting Statement

The form must be fully completed.  The supporting statement should be clear, concise and related to the specific post, following the guidance outlined in section G above. 

The CESEW Leadership Application Form must be fully completed. The supporting statement should not exceed 1300 words in length, be clear, concise and related to the post and setting applied for.

















7.Deputy Headteacher Job Description for Academies
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Deputy Headteacher Job Description
XXXX Catholic School, a Voluntary Academy


The Academy is a designated Catholic school. The Directors are accountable to the Ordinary of the diocese, or a Vicar or delegate where that is determined, to ensure that the Academy is conducted as a Catholic school in accordance with Canon law and the teachings of the Catholic Church so that, at all times, the Academy may serve as a witness to the Catholic faith in Our Lord Jesus Christ.
Therefore, this post requires a practising Catholic who can show by example and from experience, that they will ensure that the school is distinctively Catholic in all its aspects.
This appointment is made by the board of directors of the (insert name) Catholic Academy Trust under the terms of the Catholic Education Service (CES) contract. It is subject to the conditions of service for Deputy Headteachers contained in the current School Teachers’ Pay and Conditions document as well as other current education and employment legislation and statutory guidance.  
The Academy Trust is committed to safeguarding and promoting the welfare of children and young people.  The deputy Headteacher must ensure that the highest priority is given to following the guidance and regulations relating to safeguarding and child protection.  Appointment is conditional upon receipt of satisfactory Disclosure and Barring Service (DBS) checks in relation to criminal and child protection matters.  

JOB TITLE: Deputy Headteacher
ACCOUNTABLE TO: The Headteacher
MAIN PURPOSE:
The Deputy Headteacher will:
· Undertake the normal responsibilities of the class teacher;
· Be a member of the senior management team;
· Assist the Headteacher in managing the school;
· Support and represent the Headteacher at meetings as and when required;
· Undertake such duties as are delegated by the Headteacher;
· Play a major role, under the overall direction of the Headteacher in formulating and reviewing the Mission Statement, Development Plan, overall aims and objectives of the school by helping establish the policies through which they shall be achieved, managing staff and resources to that end and monitoring progress towards their achievement;
If the Headteacher is absent from the school, the deputy Headteacher must undertake such duties of the Headteacher as the Headteacher or the Academy Trust shall require.

MAIN TASKS:
The specific nature and balance of these responsibilities may vary from time to time and, particularly in a large school, be distributed amongst other holders of the post of deputy or assistant Headteacher.
1.	Class teacher responsibilities
1.1	To carry out the duties of a school teacher as set out in the current School Teachers’ Pay and Conditions Document.
1.2	To carry out the duties of a general class teacher as detailed in the school’s class teacher job description, including the provision of cover for absent teachers.
1.3	If required, to be responsible for a specific class or age group of children to be decided on appointment.
2. 	The internal organisation, management and control of the school
2.1	To have specific responsibilities to be agreed upon appointment.
2.2	To contribute to:
· Fulfilling the school’s Mission Statement
· Maintaining and developing the Catholic ethos, values and overall purposes of the school
· Formulating the aims and objectives of the school and policies for their implementation
· A development plan which will translate school aims and policies into actions
· Monitoring and evaluating the performance of the school and its achievements as a Catholic school
· Implementing the Governing Board’s policies on equal opportunity issues for all staff and pupils in relation to sex, gender, race, disability and special needs
· The efficient organisation, management and supervision of school routines
3. 	Curriculum Development
3.1	To contribute to:
· The development, organisation and implementation of the school’s curriculum
· School policies on curriculum, teaching and learning styles, assessment, recording and reporting
· Ensuring that the learning and teaching provided by different departments and teaching teams form a co-ordinated, coherent curriculum entitlement for individuals, including these with special educational needs
· Ensuring that the Diocesan policy on Religious Education and RSHE are fulfilled
· Ensuring arrangements for the daily act of collective worship and the spiritual life of the school
· Providing a curriculum for the spiritual, moral, social and cultural development of all pupils in line with the distinctive Catholic nature, purpose and aims of the school
· Providing high quality personal, social, health education and citizenship in accordance with the teachings and doctrines of the Catholic Church
· Ensuring that information on pupil progress is used to improve teaching and learning to inform and motivate pupils, to inform parents, to provide necessary references for other educational institutions and employers, and to aid governors in their future management of the school
· Ensuring that the individual pupil’s continuity of learning and effective progression of achievement are provided
· The promotion of extra-curricular activities in accordance with the educational aims and Catholic ethos of the school
4. 	Pupil care
4.1 	To contribute to:		
· The development, organisation and implementation of the school’s policy for the personal and social development of pupils including pastoral care and guidance in accordance with the teachings and doctrines of the Catholic Church
· The effective induction of pupils
· The determination of appropriate pupil groupings
· The promotion among pupils of standards of conduct/discipline and a proper regard for authority, the encouragement of good behaviour and commitment to the common good
· The development among pupils of self-discipline
· The handling of individual disciplinary cases
4.2	Develop effective relationships with fellow professionals, colleagues in other public services, parents/carers to improve academic and social outcomes for all pupils.
4.3   	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 society.
5. 	The management of staff
5.1	To participate in the selection and deployment of teaching and non-teaching staff of the school
5.2	To contribute to good management practice by ensuring positive staff participation, effective communication and procedures
5.3	To participate in arrangements made in accordance with the regulations for the appraisal of the performance of teachers in school
5.4	To implement and develop staff development policies appropriate to the Catholic nature of the school in relation to:
· The induction of new and newly qualified teachers and other staff
· The provision of professional advice and support and the identification of training needs
· Students under training/work experience
5.5	To demonstrate effective leadership, representation and liaison both within the school and other interested or involved persons or Boards.
5.6	To maintain good relationships with individuals, groups and staff unions and associations.
6.	The management of resources
6.1	To contribute to the formulation of the school’s policies and procedure concerning resource management in accordance with the school’s Mission Statement.
6.2	To allocate, control and account for those financial and material resources of the school which are delegated by the Headteacher.
6.3   	To promote an attractive environment which stimulates learning, enhances the appearance of the school and expresses its Catholic identity.
6.4	To contribute to arrangements for the security and effective supervision of the school buildings, their contents and grounds, including aspects of health and safety.
6.5	To maintain effective working relationships with external agencies and services contracted to the school and the Catholic Multi Academy Trust.
 7.	 Relationships
7.1	To advise and assist the Local Governing Board and Academy Trust as required in the exercising of its functions including attending meetings and making reports.
7.2	To assist liaison and co-operation with Diocesan and (insert name of CMAT) support services.
7.3	To help in maintaining and developing effective communications and with parents, as the prime educators, and to provide positive responses to concerns and problems regarding their children’s education.
7.4	To assist liaison with other educational establishments, especially other Catholic institutions, in order to promote the continuity of learning, progression of achievement and curriculum development.
7.5	To assist liaison with other professional bodies, agencies and services.

7.6	To develop and maintain positive links and relationships with the parish community, local organisations and employers:
· To promote a positive image of the school
· To ensure that the school plays a constructive role in the life of the parish and community and that its curriculum draws on the nature and resources of that community.
 7.7 	Create outward - facing schools which work with other schools, organisations and the local community – in a climate of mutual challenge – to champion best practice and secure excellent achievements for all pupils.
This job description forms part of the contract of employment of the person appointed to the post. It reflects the position at the present time only and may be reviewed in negotiation with the employee in the future. The appointment is subject to the current conditions of employment in the School Teachers’ Pay and Conditions Document as they relate to deputy Headteacher.










8.Deputy Headteacher Person Specification for Academies
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Person Specification/Selection Criteria for
Deputy Headteacher in XXXX Catholic Academy




The Academy Articles of Association state that it is part of the Catholic Church and is to be conducted as a Catholic Academy in accordance with Canon Law, the teachings of the Roman Catholic Church and the Trust Deed of the Diocese of Shrewsbury. At all times the Academy 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.

XXXX Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.

The applicant will be required to safeguard and promote the welfare of children and young people.

Source Key: 	A = Application Form I = Interview R = References CC = Checking Certificates
Note: Candidates failing to meet any of the essential criteria will automatically be excluded

[A] Faith Commitment

	
	
	Essential
	Desirable
	Source

	1. 
	Practising Catholic
	E
	
	A/I/R

	1. 
	Involvement in parish community
	
	D
	A/I/R



To be able to demonstrate their knowledge and understanding of the following in the context of a Catholic school.

	
	
	Essential
	Desirable
	Source

	3
	Leading school worship
	E
	
	A/I

	4
	Ways of developing religious education and worship
	E
	
	A/I

	5
	A commitment to strategic thinking and planning that builds, communicates and carries forward a coherent and shared vision for the Catholic ethos of the school.
	E
	
	A/I

	6
	How relationships should be fostered and developed between the school, parish and its community and Diocese of Shrewsbury
	E
	
	A/I






[B] Qualifications

	
	
	Essential
	Desirable
	Source

	7
	Qualified teacher status
	E
	
	A/CC

	8
	Degree
	E
	
	A/CC

	9
	CCRS/CTC or commitment to obtaining the certificate
	
	D
	A/CC/I




[C] Professional Development
	
	
	Essential
	Desirable
	Source

	10
	Evidence of appropriate professional development for the role of Deputy Headteacher
	E
	
	A

	11
	Evidence of recent leadership and management professional development
	E
	
	A

	12
	Has successfully undertaken appropriate safeguarding training and knowledge of legislation for the protection of young people
	
	D
	A

	13
	Has successfully undertaken Designated Safeguarding Lead Training
	
	D
	A/I/CC

	14
	Has completed the Catholic Senior Leadership Programme or has a commitment to doing so
	E
	
	A/I/CC

	15
	Has completed the Catholic Middle Leadership Programme or has a commitment to doing so
	E
	
	A/I/CC




[D] School leadership and management experience
	
	
	Essential
	Desirable
	Source

	16
	To have substantial and current experience as a senior leader in a primary/secondary school
	E
	
	A/I/R

	17
	To have had active and  effective leadership of a team / department/ key stage/ curriculum area
	E
	
	A/I/R

	18
	To have taken an active involvement in school self-evaluation and development of a relevant and effective curriculum
	E
	
	A/I/R

	19
	To have involvement in or understanding of financial management in a school
	
	D
	A/I/R

	20
	To have implemented and developed a whole school initiative
	E
	
	A/I/R

	21
	To have had responsibility for policy development and implementation
	
	D
	A/I/R

	22
	To have had experience of and ability to contribute to staff development across the primary/secondary range. (E.g. coaching, mentoring, INSET for staff)
	E
	
	A/I/R

	23
	Work positively with parents and carers
	E
	
	A/I/R

	24
	To demonstrate an awareness of current national educational policy
	E
	
	A/I/R








[E] Experience and knowledge of teaching
	
	
	Essential
	Desirable
	Source

	25
	Experience of teaching in more than one school
	
	D
	A/I/R

	26
	Experience of teaching in a school in similar circumstances/ serving a similar community
	
	D
	A/I

	27
	Significant teaching experience and proven excellence in teaching pupils within the primary/secondary phase
	E
	
	A/I/R

	28
	To have a knowledge and understanding of all Key Stages in the primary phase/ the secondary phase
	E
	
	A/I/R

	29
	Secure understanding of assessment strategies , data analysis and the use of assessment to maximise achievement
	E
	
	A/I/R

	30
	To be able to exemplify how the needs of all pupils have been met through high quality teaching
	E
	
	A/I/R




[F] Professional Attributes
	
	
	Essential
	Desirable
	Source

	31
	To be able to demonstrate an understanding, awareness and empathy for the needs of the pupils at this school and how these could be met.
	E
	
	I

	32
	To be able to demonstrate a clear rationale for behaviour management and a proven track record of the effective implementation of a range of behaviour management strategies.
	
E

	
	I

	33
	To have excellent written and oral communication skills (which will be assessed at all stages of the process)
	E
	
	A/I

	34
	To be a leader of learning demonstrating, promoting and encouraging outstanding classroom practice
	E
	
	A/I/R

	35
	Show a good commitment to sustained attendance at work
	E
	
	A/I/R



[G] Professional Skills

Applicants must be able to demonstrate that they meet the Teachers’ Standards (England) which are set out in detail in the current School Teachers’ Pay and Conditions Document. The deputy Headteacher must be exemplary and be able to:

· Set high expectations which inspire, motivate and challenge pupils
· Promote good progress and outcomes by pupils
· Demonstrate good subject and curriculum knowledge
· Plan and teach well-structured lessons
· Adapt teaching to respond to the strengths and needs of all pupils
· Make accurate and productive use of assessment
· Manage behaviour effectively
· Fulfil wider professional responsibilities



[H] Personal Qualities

All of the following are considered essential for the post and will be assessed through interview and reference:

	


· Continue to promote the school’s strong educational philosophy and values
· Inspire, challenge, motivate and empower teams and individuals to achieve high goals
· Inspire trust in the school community
· Communicate clearly and effectively both orally and in written English
· Demonstrate personal enthusiasm and commitment to leadership aimed at making a positive difference to children and young people
· Build and maintain quality relationships through interpersonal skills and effective communication
· Demonstrate personal and professional integrity, including modelling values and vision
· Manage and resolve conflict
· Prioritise, plan and organise themselves and others
· Think analytically and creatively and demonstrate initiative in solving problems
· Be aware of their own strengths and areas for development and listen to, and reflect constructively and act upon as appropriate, feedback from others
· Demonstrate a capacity for sustained hard work with energy and vigour

 [I]	Confidential References and Reports
	A positive and supportive faith reference from a priest where the applicant regularly worships.
	E

	Positive recommendation from all referees, including current employer.
	E

	A supportive reference from the Local Authority, if possible, or a further supportive professional reference
	E



The governors reserve the right in exceptional cases to seek additional references from other former employees where this seems appropriate.

The governors reserve the right to withdraw the offer of an interview should a positive and supportive faith reference not be received.

[J]	Important advice regarding faith references

You have applied for a position in one of our Catholic schools which is reserved for a practising Catholic.  This means that the person specification will state that is essential that you meet this criterion, and you must be able to evidence this with a positive faith reference from the priest(s) of the parish(es) where you attend the Sunday Eucharist and receive the sacraments.  It is also vital that this reference is current and that the priest’s knowledge of your practice is not historical. Priests will be asked to confirm a minimum of 12 months continuous practice.  A period of 12 months practice will also be required for those recently received into the Church.
 It is vital that the priest can verify your attendance at Sunday Mass and is not simply the priest linked to the school that you currently work in.

We are seeking to appoint a practising Catholic who joins in the parish celebration of the Sunday Mass and receives the sacraments regularly as well as living in accordance with the teachings of the Church.

At a time when priests are increasingly assuming responsibility for larger pastoral areas it is becoming increasingly common for priests not to know parishioners as well as they might have in the past.  In the light of this we offer the following advice when seeking faith references prior to making an application.

1.	Speak to the priest before completing your application and ask if he agrees to your including him as a referee. (Do not simply email or leave a message on the parish answer phone)

2.	Provide him with an outline of
· your involvement in parish life e.g., Eucharistic minister, reader, etc (it may be that currently you are not heavily involved in parish life due to other commitments)
· your present post – school, areas of responsibility
· the post to which you are applying – name of school, post, etc

3.	If you worship in more than one parish, then in order to satisfy weekly attendance of Mass you may need to specify more than one referee.

By following the above advice you are able to prepare the priest for the reference request and so ensure it will be completed as fully as possible
[K]	Application Form and Supporting Statement

The form must be fully completed.  The supporting statement should be clear, concise and related to the specific post, following the guidance outlined in section G above. 

The CESEW Leadership Application Form must be fully completed. The supporting statement should not exceed 1300 words in length, be clear, concise and related to the post and setting applied for.





9.Guidance for Applicants in Securing a Faith Reference

You have applied for a position in one of our Catholic schools which is reserved for a practising Catholic.  This means that the person specification will state that is essential that you meet this criterion, and you must be able to evidence this with a positive faith reference from the priest(s) of the parish(es) where you attend the Sunday Eucharist and receive the sacraments.  It is also vital that this reference is current and that the priest’s knowledge of your practice is not historical. Priests will be asked to confirm a minimum of 12 months continuous practice.  A period of 12 months practice will also be required for those recently received into the Church.
 It is vital that the priest can verify your attendance at Sunday Mass and is not simply the priest linked to the school that you currently work in.
The Governing Body will be seeking to appoint a practising Catholic who joins in the parish celebration of the Sunday Mass and receives the sacraments regularly as well as living in accordance with the teachings of the Church 

At a time when priests are increasingly assuming responsibility for larger pastoral areas it is becoming increasingly common for priests not to know parishioners as well as they might have in the past.  In the light of this we offer the following advice when seeking faith references prior to making an application.

1.	Speak to the priest before completing your application and ask if he agrees to your including him as a referee. (Do not simply email or leave a message on the parish answer phone)

2.	Provide him with an outline of
· your involvement in parish life e.g., Eucharistic minister, reader, etc (it may be that currently you are not heavily involved in parish life due to other commitments)
· your present post – school, areas of responsibility
· the post to which you are applying – name of school, post, etc

3.	If you worship in more than one parish, then in order to satisfy weekly attendance of Mass you may need to specify more than one referee.

By following the above advice you are able to prepare the priest for the reference request and so ensure it will be completed as fully as possible.

Invitation to interview

If you are shortlisted, and receive an invitation to interview, then the governors will have made the assumption that your practice will be evidenced prior to interview by a supportive priest’s reference.  We therefore advise that on receiving notification of an interview you contact the priest again to check that he has received the reference request and he is still able to support your application.  If the governors are not in receipt of a positive faith reference prior to interview then they will deem that you have not met one the essential criterion and will have to withdraw the invitation to interview.  If there are circumstances that may prevent the priest replying within the given time frame (holidays, illness etc.) then please inform the relevant Diocesan officer as soon as this is known.




















10.CES Online Searches Guidance
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The 2022 update of Keeping Children Safe in Education includes a new step in the shortlisting process as follows (CES emphasis):

“as part of the shortlisting process schools and colleges should consider carrying out an online search as part of their due diligence on the shortlisted candidates.  This may help identify any incidents or issues that have happened, and are publicly available online, which the school or college might want to explore with the applicant at interview”.

As Keeping Children Safe in Education is statutory guidance anything recommended as good practice should be followed unless there is a very good reason not to.  The CES has discussed this requirement with the Department for Education as we are concerned that schools have not been provided with enough guidance as to what searches should be carried out and how.  The Department for Education’s view is that recruiters will need to use their professional judgement in determining what searches to carry out and what weight to put on any information uncovered.

The CES expects Governing Boards to seek advice from their advisers as to the checks that should be carried out, the appropriate methods for carrying out such checks, what information should be retained about the checks carried out and the process that should be followed. Governing Boards will need to consider whether to carry the checks out internally or employ an external provider to carry out the checks on their behalf.  Having taken advice, Governing Boards may decide that it is worth engaging an external adviser in order to ensure that consistent, independent checks are made for each candidate.  

Before such searches are carried out by internal staff, Governing Boards will need to consider the following:

· Governing Boards should ensure that they have a written policy which sets out clearly what searches will be carried out and by whom. What training will individuals receive in order to ensure that they are able to follow any published policy?  It may be sensible for the individual carrying out the searches to be somebody unconnected with the recruitment process in order to ensure that there is no bias.  
· How will you ensure that the process is carried out consistently for each applicant?  For example, how will you ensure that you always look for publicly available information in the same places for each shortlisted applicant?
· How will you record the searches carried out and the information uncovered?
· Who will be responsible for determining that any information uncovered is material and warrants either bringing the recruitment process to an end or asking further questions at interview?  If the recruitment process will be brought to an end this will need to be considered very carefully and advice should be taken.
· What information will you need to request from shortlisted applicants in order to conduct appropriate searches, for example Twitter handles?  At shortlisting it will be necessary to ask for former names in order that searches can be carried out.  What will the response be if the individual refuses to provide the information?
· How far back will you search?  
· Do you need to update the privacy policy that you issue to applicants to make sure that they know what searches you will be carrying out?
· What is your policy for destroying any data once you no longer need it?  Governing Boards should seek advice from their data protection advisers about whether any changes are needed to retention policies.
· What account will you use to conduct the searches?  For example, you would not expect an individual member of staff to conduct a search from their personal Twitter account.
· How will you ensure that the information uncovered is not used in order to unlawfully discriminate against any of the candidates?
· Should a column be added to the single central register to confirm that the checks were carried out?
· How will you communicate any information uncovered internally?
· Will the firewalls in use at School enable the searches to be carried out?

Governing Boards must remember that the purpose of these searches is to uncover information which may indicate that the individual is unsuitable to work with children and/or where, if the information were discovered by students or parents it could lead to significant reputational damage for the School.  

Any information uncovered must be publicly available and must be considered through this lens.  Records should be kept of the decisions made and the reasons for them.











11.Invitation to Interview letter template
(to be amended by the school)

Date

Dear  INSERT APPLICANT'S NAME HERE

Re:  INSERT POST TITLE  
Thank you for submitting your Application Form together with supplementary forms for consideration for the above post. 
I am delighted to invite you to attend an interview on  INSERT DATE HERE  at  INSERT TIME HERE  to be held at  INSERT VENUE HERE .  On arrival you should report to  INSERT NAME OF PERSON/RECEPTION ETC HERE . 
Interview Details 
You are asked to lead  (NUMBER) children from Year XX in a celebration of the word  for XX minutes. The focus for the celebration of the word should reflect the liturgical season of the church. 
All other scheduled tasks will be detailed on the day when you arrive at the school.

Additional requirements
We are committed to ensuring that all applicants are able to fully participate in the recruitment process as far as is reasonable and, to that end, we enclose our Equality Act 2010 Reasonable Adjustments Statement which sets out some examples of the types of adjustments we may be willing to make, where it is reasonable to do so, to ensure fair access to disabled applicants.

Should you require any additional arrangements and/or adjustments to be made in order to fully take part in any part of the interview process please contact  INSERT NAME HERE ,  INSERT JOB TITLE AND CONTACT TELEPHONE NUMBER HERE  with your requirements. 

Confirmation of attendance
Please contact  INSERT NAME HERE ,  INSERT JOB TITLE AND CONTACT TELEPHONE NUMBER HERE  to confirm your attendance at interview. 
The Diocese of Shrewsbury will be taking up references from your nominated referees and the invitation to interview is conditional upon the receipt of a positive faith reference prior to interview -  if we are unable to secure a positive faith reference then the invite to interview will be withdrawn. 
We would ask that you read through the additional information contained with this letter and ensure that all relevant documentation is made available when you attend for interview at the school.
We look forward to hearing from you. 
Yours sincerely,
INSERT NAME ETC HERE  

















Documents Enclosed with this Letter

Enclosed with this invitation to interview letter are the following documents:

1.	The Catholic Education Service Model Contract of Employment for  DELETE AS APPROPRIATE: SENIOR LEADERSHIP GROUP 1/SENIOR LEADERSHIP GROUP 2/TEACHER/SUPPORT  STAFF/LAY CHAPLAIN  which will be the contract of employment offered to the successful applicant;
2.	 Diocesan guidance  which sets out our understanding and expectations of what it means to be a “practising Catholic” which we believe will assist applicants in understanding our Catholicity requirements as indicated in the post advertisement and/or the Application Form and Notes to Applicants. 
3.	Equality Act 2010 Reasonable Adjustments Statement 
4.	[Disqualification Policy for Staff; a signed copy of which must be returned to the Designated Safeguarding Lead at the school should you wish to accept an offer of a post.]  DELETE THIS PARAGRAPH WHERE NOT RELEVANT.
5.	Rehabilitation of Offenders Act 1974 – Disclosure Form.
6.	INSERT ANY OTHER ENCLOSURES AS APPROPRIATE.  DELETE THIS PARAGRAPH WHERE NOT RELEVANT. 
At the interview you will be required to sign a copy of this letter confirming that you have received, read and understood the content of this letter and the enclosures listed above. 
Disclosure & Barring Service Check 
This post is conditional upon satisfactory completion of Disclosure & Barring Service (DBS) Checks.  You will be required to submit to DBS Checks should your application be successful, and you have indicated your consent to such DBS Checks being made in your Application Form.  
Right to Work in the UK
Under current immigration laws we are legally required to verify that you have permission to work in the UK.  Therefore, please bring original documentary evidence of such to the interview.  A full and up to date list of approved documentary evidence can be accessed on the Home Office website at: https://www.gov.uk/government/publications/right-to-work-checklist
Evidence of Identity
As part of the DBS Checks we are required to gather three forms of evidence to confirm your identity.  You should, therefore, bring with you to the interview three original documents from the list available on the DBS website:  https://www.gov.uk/government/publications/dbs-identity-checking-guidelines
Evidence of qualifications
You will be required to bring to your interview all evidence of any relevant qualifications and grades attained as indicated by you in your Application Form.  Please bring original documents. 






2

image1.jpeg
DIOCESE or
SHREWSBURY




image2.jpeg
DIOCESE or
SHREWSBURY




image3.jpeg
"

DIOCESE or
SHREWSBURY




image4.PNG
(X




image5.png
DIOCESE or
SHREWSBURY





image6.jpg
e Ei
dl/(‘

Ca%

Se
eryic®

wo®




