
 
 

Job Description 

 
DIRECTORATE:                  Education, Early Years and Young People 
 
SCHOOL:                        St. Mary’s Catholic Primary 
 
POST:                                      Deputy Headteacher 
 
GRADE OF POST:                  ISR 7-11 
 
RESPONSIBLE TO:                 Headteacher 
 

 
JOB PURPOSE: 
 
This appointment is with the governors of the school under the terms of the Catholic 
Education Service contract signed with the governors as employers.  The governors 
will appoint 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 Catholic in all 
its aspects.  The appointment 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. 
 

 
PRINCIPAL RESPONSIBILITIES AND ACTIVITIES: 
 

KEY AREA OF RESPONSIBILITY 

 
1. STRATEGIC DIRECTION AND DEVELOPMENT OF THE SCHOOL 
 
The strategic direction and development of a Catholic school stems from the educational 
mission of the Church which is reflected in the school’s Mission Statement and School 
Development/Improvement Plan. 
 
The Deputy Headteacher works with the Headteacher to develop a vision and strategic view 
for the school in its service to the community.  He or she analyses and plans for future needs 
and future development within diocesan, local and national contexts. 

MAIN TASKS 

 
Work with the Headteacher in: 
 

1.1 fulfilling the Mission Statement; 
1.2 formulating the educational aims, objectives and targets of the school and policies for their 

implementation; 
1.3 ensuring and agreeing the production of the School Improvement Plan; 



 
1.4 monitoring and evaluating the performance of the school and its achievements as a Catholic 

school, responding and reporting to the Headteacher as required; 
1.5 motivating staff and pupils through interest, encouragement and recognition of their unique 

value; 
1.6 implementing the Governing Body’s policies on equal opportunities; 
1.7 participating, to such an extent as may be appropriate having regard to the Deputy 

Headteacher’s other duties, in teaching pupils at the school; 
1.8 assisting in task of ensuring that management, finances, organisation and administration of 

the school support its vision and aims and are appropriate to the schools present and likely 
future resources. 

1.9 Assuming responsibility for the discharge of the Headteacher’s functions at any time when 
he/she is absent from school. 

KEY AREA OF RESPONSIBILITY 

2. TEACHING AND LEARNING 

  
In a Catholic school the search for excellence is expressed in teaching and learning 
which responds to the needs and aspirations of its pupils and acknowledges their 
individual worth as children of God. 
 
The Deputy Headteacher works with the Headteacher to secure and sustain effective 
teaching and learning throughout the school.  He or she assists the Headteacher in 
monitoring and evaluating the quality of teaching and standards of attainment, using 
relevant benchmarks and setting targets for improvement. 

MAIN TASKS 

 
2.1 Work with the Headteacher in determining, organising and implementing, in 

collaboration with other appropriate persons or bodies, a curriculum which: 
 

(a) follows the curriculum policy of the Governing Body and meets statutory 
requirements; 

(b) is relevant to the needs, experience, interests, aptitudes and stages of development 
of all pupils, including those with special educational needs; 

(c) ensures the Diocesan policy on Religious Education is fulfilled; 
(d) fulfils the statutory duties in relation to the Curriculum including the National 

Curriculum; 
(e) includes arrangements for the daily act of collective worship and the spiritual life of 

the school. 
 

2.2 Work with the Headteacher in developing means whereby: 
 

(a) school policies on curriculum, assessment, recording and reporting inform effective 
teaching and learning; 

(b) the arrangements for teaching and learning form a co-ordinated, coherent curriculum 
entitlement for all pupils; 



 
(c) 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 fulfilling their 
responsibilities for the school; 

(d) there is continuity of learning and of progression for all pupils; 
(e) challenging targets are set for pupil attainment leading to whole school improvement. 

 
2.3 Work with the Headteacher in providing a curriculum for the spiritual, moral, social 

and cultural development of all pupils. 
 

2.4 Work with the Headteacher in ensuring appropriate pastoral care and guidance for 
all in accordance with the Mission Statement. 

2.5 Work with the Headteacher in determining appropriate pupil groupings which reflect 
the values of the Mission Statement. 
 

2.6 Work with the Headteacher to determine and publicise the means for promoting: 
 

(a) Pupils’ self discipline; 
(b) Respect for self, others and authority; 
(c) Good behaviour on and off school premises in accordance with any written directions 

of the Headteacher. 
 

2.7 Work with the headteacher in promoting a school ethos which extends opportunities 
for learning and encourages extra-curricular activities. 
 

KEY AREA OF RESPONSIBILITY 

 
3. LEADING AND MANAGING STAFF 
 
In a Catholic school the Deputy Headteacher shares with the Headteacher 
responsibility for the leadership of a learning community rooted in faith.  This 
leadership should demonstrate an awareness of their unique contribution as 
individuals, valued and loved by God. 
 
The Deputy Headteacher’s leadership should motivate, support, challenge and 
develop staff. 

MAIN TASKS 

 
To work with the Headteacher: 
 

3.1 in reviewing and assessing the staffing structure of the school; 
3.2 in the key task of selecting and appointing all staff, in accordance with their 

delegated responsibilities; 
3.3 in deploying and managing all staff appointed in the school; 



 
3.4 by promoting and developing good management practice, positive staff participation, 

effective communication and clear procedures; 
3.5 by supervising and participating in arrangements made in accordance with the 

Regulations for the appraisal of the performance of teachers in the school, and in the 
identification of areas in which he/she would benefit from further training to include 
undergoing such training; 

3.6 in the implementation of staff development policies appropriate to the Catholic nature 
of the school with regard to: 
 

(a) the induction of new and newly qualified teachers and other staff; 
(b) the development of professional knowledge, skills and abilities including those 

necessary for career development; 
(c) the provision of professional advice, support and training; 
(d) the provision of references where relevant to career progression; 
3.7 by maintaining positive and professional relationships with individuals and groups 

including staff unions and associations; 
3.8 by demonstrating effective leadership through good professional practice; 
3.9 by participating in the setting and/or monitoring of targets relating to their own 

performance and that of other staff. 
 

KEY AREA OF RESPONSIBILITY 

 
4. EFFICIENT AND EFFECTIVE DEPLOYMENT OF STAFF AND RESOURCES 

 
In the Catholic school all deployment of staff, finance, material resources, time and 
energy should promote the common good of the community in accordance with the 
school’s Mission Statement. 
 
The Deputy Headteacher works with the Headteacher to deploy staff and other 
resources efficiently and effectively to meet specific objectives in line with the 
school’s Mission Statement and with the strategic plans determined by the 
Governing Body. 

MAIN TASKS 

 
To work with the Headteacher to: 
 

4.1 implement the policies and procedures of the Governing Body concerning the 
resource and premises management of the school, in accordance with the Mission 
Statement, other guidance and any legal requirements. 

4.2 allocate, control and account for those financial and material resources of the school. 
4.3 ensure the security, maintenance and cleanliness of the school and its surroundings 

in accordance with any Local Education Authority regulations and Governing Body 
responsibilities under Health and Safety and other relevant legislation, and as 
directed by the Headteacher. 



 
4.4 provide an attractive environment which stimulates learning and enhances the 

appearance of the school, and expresses the Catholic identity of the school. 
4.5 ensure that the external agencies and services contracted to the school operate 

efficiently and effectively. 
 

KEY AREA OF RESPONSIBILITY 

 
5 ACCOUNTABILITY 
 
In a Catholic school the Deputy Headteacher fulfils his or her responsibilities as 
specified by the Headteacher and in accordance with the school’s Mission 
Statement. 

MAIN TASKS 

 
5.1 In relation to the Governing Body: 

 
(a) to advise and assist in the exercising of its functions when requested; 
(b) to attend meetings of and report to the Governing Body as required. 

 
5.2 In relation to parish(es) and the community 

 
Work with the Headteacher by: 

(a) developing and maintaining positive relationships with the parish communities; 
(b) ensuring that the school recognises and meets its responsibilities in the life of the 

local community; 
(c) developing links with local employers for the benefit of the pupils and the school; 
(d) promoting a positive image of the school in accordance with the Mission Statement. 

 
5.3 In relation to the Diocese: 

 
(a) to recognise the authority of the Bishop in relation to the provision of education in the 

Diocese; 
(b) to work where required with Diocesan Authorities. 

 
5.4 In relation to parents and those with parental responsibility 

 
Work with the Headteacher in: 

(a) building an effective partnership between the school and parents recognising them 
as the first educators of their children; 

(b) promoting understanding of the mission, aims and ethos of the school through 
provision of regular information to parents about: 

• the school curriculum; 

• the progress of their children; 

• other matters relating to teaching methods and organisations; 



 
• and opportunities for dialogue between parents and staff and for their involvement in 

the wider life of the school. 
 

5.5 In relation to the Local Education Authority and as directed by the Headteacher, 
to liaise and work in partnership with officers and support services; this to include 
monitoring and evaluation of the school. 
 

5.6 In relation to other schools, colleges and educational bodies 
Work with the Headteacher by: 
 

(a) promoting continuity of learning, progression of achievement and curriculum 
development; 

(b) arranging for effective transfer and induction of pupils; 
(c) maintaining effective liaison; 
(d) maintaining effective relationships with other schools, especially with other Catholic 

schools in matters of common concern; 
(e) providing training and work experience placements for school and college students 

as appropriate and in accordance with school policy. 
 
 
GENERAL DUTIES 
 
Health and Safety 
To fulfil the general and specific roles and responsibilities detailed in the Health and 
Safety Policy 

 
Equal Opportunities 
To ensure that all activities are operated in accordance with Equal Opportunities 
legislation and best practice. 
 
Safeguarding 
Protecting children, young people or adults at risk is a core responsibility of all 
employees. Any concerns should be reported to the Adult Safeguarding Team or 
Children’s IAA Service within MASH. 
 
Review and Right to Vary 
This Job Description is as currently applies and will be reviewed regularly. You may 
be required to undertake other tasks that can be reasonably assigned to you, 
including development activities, which are within your capability and grade. 
 

CRIMINAL RECORDS CHECK  

This post requires a criminal record check through the Disclosure & Barring Service 
(DBS)  
 
 

  

http://www.bridgenders.net/healthandsafety/Documents/Policies/Corporate%20Health%20and%20Safety%20Policy.pdf
http://www.bridgenders.net/healthandsafety/Documents/Policies/Corporate%20Health%20and%20Safety%20Policy.pdf


 
Person Specification  

Deputy Headteacher  

The following attributes represent the range of skills, abilities and experiences etc. 
relevant to this position. Applicants are expected to meet the attributes that have 

been identified as essential (Yes) 

Attributes 
Requirements 

 
Essential 

 
Method of 

Evaluation/ Testing 

 
Qualifications, 
Education & 
Training 

• Qualified teacher status 
 

• Full registration with EWC 
 

• Catholic Certificate of 
Religious Studies 
 

• Degree 
 

• Higher Degree 
 

• Evidence of further and 
appropriate professional 
development 

 

Yes 
 

Yes 
 
 
 
 

Yes 
 
 
 
 

Yes 

Production of original 
Qualification 
Certificates and 
application form. 

Faith 
Commitment 

• Practicing Catholic. 
 

• Evidence of participation in 
life of community. 
 

• Sound understanding of 
the distinctive nature of the 
Catholic school. 
 

• Able to articulate a 
philosophy for Catholic 
education. 
 

• Understanding of 
leadership role in spiritual 
development of pupils and 
staff. 
 

• Understanding of & 
commitment to curriculum 
Religious Education. 

 Application form, 
Interview and 
References. 



 

Attributes 
Requirements 

 
Essential 

 
Method of 

Evaluation/ Testing 

• Experience in leading 
collective acts of worship. 

Leadership 
& Management 
 

• Recent experience in a 
Catholic Primary School. 
 

• Leadership experience at 
senior management level. 
 

• Leadership experience at 
middle management level. 
 

• Experience of teaching in 
Primary Sector. 
 

• Strong leadership 
qualities. 
 

• Proven record of initiating 
and managing change. 
 

• Strong track record of 
school improvement and 
raising standards. 
 

• High expectations of staff 
and pupils. 
 

• Excellent classroom 
practitioner and teaching 
experience across the 
primary range. 
 

• Evidence of impact of self-
evaluation. 
 

• Ability to work effectively 
with parents and the local 
community. 
 

• Experience of budget 
management. 

 
Yes 

 
Yes 

 
 
 
 
 
 
 
 
 
 
 
 

Yes 
 
 

Yes 
 
 
 
 
 
 

Yes 
 
 
 
 
 
 
 
 
 
 
 

Yes 
 
 

Interview, application 
form, references and 
selection process.  
 



 

Attributes 
Requirements 

 
Essential 

 
Method of 

Evaluation/ Testing 

Professional 
Knowledge 
and 
Understanding 
/ Skills 
 

• Curriculum and 
assessment, including 
subjects and cross 
Curricular aspects. 
 

• Effective teaching and 
learning strategies. 
 

• Local and national policies, 
priorities and statutory 
frameworks. 
 

• Role of Governing Body in 
Catholic Voluntary Aided 
schools. 
 

• Effectively chair meetings. 
 
 

 Application form, 
interview and 
selection process. 

 • Ability to communicate 
effectively with a wide 
range of audiences both 
verbally and in writing. 
 

• Ability to negotiate 
effectively. 
 

• Consultative manner and 
ability to build effective 
teams. 
 

• Strong evidence of 
working effectively with a 
network of associated 
schools and/or clusters of 
schools. 
 

• Experience in liaison work 
with a range of outside 
agencies at local, regional 
and/or national level. 
 

• Ability to lead, manage 
and motivate staff and 

 
 
 
 
 

Yes 
 
 
 
 
 
 
 
 
 
 
 
 
 

Yes 

 



 

 

Attributes 
Requirements 

 
Essential 

 
Method of 

Evaluation/ Testing 

pupils to achieve high 
standards, with a 
commitment to promote 
the wellbeing of all. 
 

• A commitment to 
continuous professional 
learning for both self and 
others. 
 

Other 
Requirements 

• Application forms should 
be completed in full and 
letters should be clear and 
concise. 

 Application form 

 • Letters should be 
underpinned by an overall 
philosophy for Catholic 
education. 

  

 • Letters should address the 
criteria identified in the 
Person Specification. 

  

    


