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INTRODUCTION  

 
“The Catholic school should be a living embodiment of an ideal and a faith; it 
should demonstrate a way of life; it should be a witness to society. It should 
practise what it preaches about the dignity and worth of the individual.” 
Cardinal Basil Hume 

 
 
As Governors of Catholic Schools you have the same generic responsibilities as all Governors. In 
addition, the Foundation Governors are given the special responsibility of safeguarding and 
developing the Catholic nature of their school and the education it provides. To fulfil this special 
responsibility as Governors you have three key legal duties to perform:- 

 

 To draw up their Admissions Policy so to admit pupils first on religious grounds; 

 To ensure that the curriculum, both secular and religious, is taught in the light of 
Gospel values and actively promotes the spiritual and moral development of the pupils; 

 To appoint teachers. The preservation and development of the quality and distinctive 
nature of Catholic schools depends essentially on the faith, practice and standards of 
the teachers in the school.  

 

In voluntary aided schools, the Governing Body is the employer. This document is 
designed to give guidance to Governing Bodies with their Advisers, making those appointments so 
that all staff employed at the school are selected fairly and with care. Certain posts must be 
reserved for Catholic teachers who combine personal conviction and the practice of faith, 
with the required professional qualifications and experience. This is regarded as an 
occupational requirement and must be made clear in all advertisements and with applications 
invited in accordance with this requirement. 
 
The principles of justice and of fair practice in the selection of staff must be of key concern to 
Catholic employers since this acknowledges the dignity and worth of all who apply to work in our 
organisations. Selection processes must aim to select the best applicant assessed against the 
criteria for the post.  Provided that more than one application is received for a job, the act of 
selecting one candidate as opposed to any other will in this sense involve discrimination between 
them. The procedures are designed to enable an employer to identify those with particular skills 
and abilities and to ensure that the right people are in the jobs most suited to them. ‘Discrimination’ 
in this sense is justifiable and essential to the running of an efficient organisation. These processes 
remain fair in the selection of an employee so long as the criteria according to which candidates 
are being assessed are relevant to the job and no candidate is treated unfavourably on grounds 
which are arbitrary or irrelevant. 

 
The guidelines that follow were compiled by the five directors of the North West Catholic 
Partnership, including Wrexham. It has been adapted appropriately to meet the serious 
leadership requirements for Catholic schools in Wales and takes precedence over any other 
guidelines. It is to be used in all leadership appointments. We rely on those governing our 
schools to provide and promote the best Catholic leadership, to enable the most rewarding gifts to 
young people in our schools and prepare them to serve the future.   
 
The Diocese of Wrexham encourages you in that task and asks you never to waver in its purpose 
that lies at the heart of the Church’s mission.  
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Overview of APPOINTMENT PROCEDURE 

 
 
 
 
 
 
 
 

STEP 1: START 

A vacancy arises for a 
Headteacher or Deputy Head.  
 

Local Authority (LA) and 
Diocese are informed by the 
Chair/Clerk (or the Headteacher 
for the deputy headship 
process) 

 

 
INFORMAL DISCUSSION 

Advisers discuss vacancy 
with Chair of Governors: 

 Process 

 Roles 

 Possible dates 

 Agenda for initial 
meeting 

Where applicable, LA 
Adviser notifies HR 
Services of details 
 

STEP 2: AGENDA FOR INITIAL MEETING 

 Overview of process  

 Safeguarding/Safer Recruitment  

 Confidentiality  

 Equal opportunities 

 CES Application Form and Contract 

 Job description 

 Selection criteria/person specification 

 Use of confidential references 

 Salary – full board to authorise determination 
process 

 Advertisement 

 Timescale and dates 
- Closing date 
- Shortlisting meeting 
- Interviews 
- Ratification 

 Information for applicants 

 Arrangement to visit school 

 Selection procedure(s) 

Advisers help to prepare information pack and advert 
and where applicable LA Adviser passes on information 
to appropriate LA department/officer 
 

 
 

STEP 3: SHORTLISTING MEETING 

Consider applicants against selection criteria and decide to:                         

INTERVIEW or re-advertise (rtn to Step 2) 

AGENDA FOR SHORTLISTING MEETING 

Governors will have received copies of applications and carried out an 
analysis against agreed criteria  

 Confidentiality/Equal Opportunities 

 Agree shortlisting procedure with support from advisers 

 Identify applications not meeting essential requirements 

 Consider other applications against criteria 

 Agree shortlist 

 Finalise selection procedure including  
- Tasks 
- Areas of questioning 
- Use of references 
- Composition of panels 
- Interview arrangements  

 Governors confirm arrangements for collection of faith reference 

 Arrange pre-interview visit 

LA Adviser where applicable notifies the appropriate LA department of 
shortlisted candidates. Governors agree who will gather professional 
references and invite candidates for interview. 

 

STEP 4: INTERVIEWS 

Initial Briefing: 

 Confirm arrangements for the day and role of the governors/advisers 

 Confidentiality, safeguarding and equal opportunities reminders 

 Finalise questions and conduct of interviews 

 Check identity/DBS clearance/documentation (references available and supportive inc faith) 
 
Conduct Interviews: 
If a two stage process is used, at the end Stage 1 governors agree which candidate(s) should be taken 
through to stage 2. Conduct stage 2 interviews and decide whether to appoint or re-start the process. 

At the end of the final stage, Chair of Governors to confirm with each candidate that s/he if appointed will 
sign the CES contract and confirm salary and starting date. Make final decision to offer appointment or to 
restart process. 

AFTER INTERVIEWS 

 Governors to meet to ratify appointment if not quorate 
at interview 

 Contact successful candidate and confirm starting date 
and salary  

 Appointment documentation is completed for 
appropriate LA department. 

 Advisers provide feedback to unsuccessful candidates 

 Governors make arrangements for induction of 
successful candidate 

 Agree how to inform staff, governors and parents 
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THE APPOINTMENT OF HEAD TEACHER & DEPUTY HEAD IN DIOCESAN SCHOOLS: 

 
The Governing Body will determine the vacancy and make arrangements for the appointment of Head or  
Deputy Head Teacher. The Diocese and the Local Authority will have been accorded advisory rights and 
duties and will support and advise the Governing Body throughout. 
 
1. Notification of Vacancy 
 

The Chair of Governors or the Clerk should ensure that the Diocese and the Local Authority are 
notified of the resignation as soon as possible and arrange a preliminary meeting of the whole 
Governing Body to be attended by Diocesan and Local Authority representatives. Officers should 
confer in advance to agree their respective roles in the process, the sources of documentation and 
confirm the date of the initial meeting.  

 
2. The Preliminary Meeting: 
 

The Local Authority and/or Diocesan representatives will bring draft documentation such as specimen 
job descriptions, person specifications and selection criteria to the meeting. The purpose of the 
preliminary meeting is for the full Governing Body to: 
 

 Consider the vacancy and agree the need to appoint. 

 Confirm the vacancy and the appointment process. Governors on the appointments panel should 
attend both short-listing and interview, both of which are integral parts of the whole appointment 
process. 

 Decide format of interviews (e.g. panels, presentations, tasks) and whether the interview day is to 
be in one or two stages and with any stage for elimination of candidates. 

 Be advised on relevant points of employment law, issues of confidentiality and related matters; 

 Review the situation of the school and draft approved information about the school to be sent with 
application forms; 

 Be advised on the group of the school and the relevant salary scale in order to decide on starting 
salary for the post; It is essential that Governors are guided by HR Services. 

 Agree advertising arrangements, including the content and the date of publication; where to 
advertise and the cost but to include publications throughout Wales and England, including Catholic 
Press, The Catholic Teachers Gazette and E Teach. 
 
The advertisement needs to include; 

o The name of the Diocese in partnership with the relevant local authority; 
o The school’s title in English & Welsh 
o The Post title; 
o Salary information as advised by LA; 
o Brief general description of school, post and duties; 
o Skills, qualities and relevant experiences sought; 

 A clear picture of the rest of the appointments procedure;  

 The Diocese of Wrexham has an equal opportunities policy.  

 Decide on the closing date for applications (not less than 14 days after publication);   

 Confirm the job description and agree the person specification/selection criteria (the essential and 
desirable skills and qualities required of the successful candidate to do the job, and against which 
candidates will be assessed); 

 Arrange dates and procedures for shortlisting and taking up of references; and fix dates for 
interviews (allowing time for the successful candidate to meet the deadline for resigning from 
his/her current post).   

 Include,   Information to applicants, the arrangements for taking up references 

 Visits to school dates  

 Arrangement for return of applications:  
NB.  Please refer to:  Information to be sent to Applicants.   Appendix 1 
           :  Requests for references     Appendix 2  
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3.  The Short listing Meeting 

 
 

Where possible, prior to this meeting governors should have had the opportunity to consider the 
applications received and assess them against the selection criteria/person specification by identifying 
those who most closely meet the requirements specified. It is essential that the agreed criteria are 
adhered to and used consistently in the interest of fairness. Diocesan and Local Authority Advisers will 
assist Governors in analysing the applications. 
 
It is important from the outset that all applications are respected and confidential. 
This process will enable Governors to make decisions by asking the following questions: 

I. Is there a strong enough field left to proceed to interview? 
II. Which candidates have been identified for interview? 

 
The reason why candidates have not been shortlisted should be clearly recorded for feeding back to 
unsuccessful internal candidates who enquire. 

 Consider other options e.g., re-advertise, delay, consider other options 
 
If proceeding to interview, Governors will need to: 
 

 Agree selection procedures 

 Consider whether there will be separate interview panels to address; 
a) the vision and opportunities for Catholic schools and the community  
b) The current priorities for school leadership and for development.  
c) The task of learning and school outcomes. 

 Agree arrangements for the pre-interview visit by shortlisted candidates; (in initial meeting?) 

 Agree the timetable and arrangements for the interview day, including the ratification 
meeting; 

 Agree any tasks that candidates may be asked to complete as part of the selection process; 

 Decide on arrangements for seeking and receiving confidential references; 

 Agree who is responsible for collecting/holding faith, personal and professional references; 

 Decide when and how confidential references are to be used; and 

 invite candidates to interview 

 Agree role of advisers; 

 Agree areas for questioning.  
 
4. The Pre-Interview visit 
 

Shortlisted candidates are invited to the school usually on the day before the interviews. Governors 
sometimes like to participate in the visit. This is not part of the selection process.  Arrangements 
should be made for showing them around the school and for the candidates to meet staff and pupils as 
well as ask any questions they may have at this stage. If candidates meet with the pupil council any 
feedback must be transparent. 
 
Some candidates may request a visit to the school prior to application. Governors must consider the 
possible management issues and equal opportunity implications of this.   
 

5. Pre-First Stage Interview briefing 
 

Where it is agreed that the interviews will be in two stages, advisers may be allocated to panels by the 
Governing Body. If this is so the stages will include:-  
 

1. Panel interviews; and 
2. Full governing body interviews. 

 
Governors may choose to include a presentation or set a task at either of these stages. Panels should 
meet at least half an hour before the first interview to appoint a Chair and  confirm questions to be 
asked, decide who is asking which question(s) and decide on the ‘batting order’ for questions. All 
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candidates must be asked the same questions and in the same order. Interviews should last 
approximately 20 – 40 minutes. It is essential that the timetable for interviews does not slip as this is 
unfair to candidates (working sheets for interview are available in section 3). 

 
6. End of Stage One Interviews 

 
When a panel has completed its interviews it will consider all the candidates and assess them using a 
previously agreed process, for example:  
 
A = candidates to be recommended for second stage; 
B = candidates to be considered for second stage depending on views of other panels; or 
C = candidates not recommended for the second stage. 
 
The Governing Body then convenes to review the outcomes of the panel interviews and to consider 
any advice from the Diocesan representative and the LEA adviser. At this stage some candidates may 
be eliminated. It is essential that the reasons for the elimination are clearly recorded so that the 
candidates who are unsuccessful at this stage can be debriefed. At this stage, candidates will be 
informed as to whether they are required for interviews with the full Governing Body and candidates not 
going forward to the next stage will be offered debrief arrangements by the advisers. 
 

7. Pre-Second Stage Interviews 
 

Governors will then decide on the questions for the full interview and who is to ask which questions. 
Generally, these questions will focus on issues arising from the panel interviews. The purpose is to 
confirm strengths or potential weaknesses that have emerged at the earlier stage. 
 

8. Second Stage Interviews 
 
The full Governing Body interview will usually last 30 – 45 minutes. It will begin with the chairperson 
confirming that the candidate is still a firm candidate and willing to sign the CES contract. If candidates 
are to make a presentation, this is usually the next stage. At the end of the Governor’s questions, 
candidates should be offered the opportunity to ask any questions that they may have. If candidates 
are free to leave after their interview, check where s/he will be after the ratification meeting, in order 
that they can be informed of the decision of the Governing Body. 
 

9. End of Second Stage Interviews 
 
After the interviews are completed, the Governors, assisted by the advisers, will assess each candidate 
on the basis of their interview and their match to the selection criteria. 

 
The Governing Body will then, by a process of elimination, seek to make the appointment. It is                   
essential to record the reasons why candidates are eliminated and the reasons why the selected 
candidate for appointment is successful. These will be noted along with any other information/advice 
that is to be fed back to unsuccessful candidates, as part of their de-brief. This should be offered to all 
candidates 
References must be given careful attention and weighed again to confirm the Governors’ decision. 
The successful candidate is invited back and the chairperson offers him/her the post. S/he will state 
whether or not the post is accepted.  Arrangements should be agreed to sign the contract. 
 

10. After the interviews 
 

All Governors’ copies of documentation will be collected by the LA Adviser or Diocese. The 
Diocesan/LA Advisers usually retains his/her documentation in case of future query or challenge. The 
form of notification of appointment should be completed by the Clerk or chairperson and sent to the LA 
immediately.  It is fair to write to all shortlisted candidates to thank them, and also to those who 
submitted references. 
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INFORMATION FOR All APPLICANTS 
 

 
The following information should be issued to all applicants: 

 
1. CES application form & contract of employment 
 
2. Name and address of school and of person to whom completed applications should be sent 
 
3. Closing date for receipt of applications and date of interviews. 
 
4. School prospectus/brochure to include the: 
 
                ~ Mission and vision Statement and aims of the school 

    ~ Number of children on roll and present staffing; 
    ~ Size, description and facilities of school; 
    ~ Present links between school, churches and community; 
    ~ Geographical position of school in relation to area served and description of community; and  
    ~ Accessibility of school to wider geographical area and to places of educational, scenic and   
       other interest. 
       (The Local Authority may also wish to include some information) 

 
5. Job description and person specification. 
 
6. North West Dioceses equal opportunities statement. 
 
7. A letter offering further guidance from diocesan representative on individual personal circumstances 

(optional – APPENDIX 6)  
 
8. A personal letter from the school community. e.. Chair of Governors / children. (Optional) 
 
9. The school’s safeguarding children policy. 

 
 

Providing candidates with the maximum of useful information for senior posts, assists them with their 
application and in turn assists the Governing Body in the selection process. It is essential that Governors 
decide who will take responsibility for ensuring that materials sent to potential applicants reflects well on the 
school and is of high quality. 
 

 
 

Shortlisted Candidates will be sent : 
 

1. Details of the appointment process including: 

 Date and time of the interviews; 

 Directions to the interview venue; 

 Arrangements for the preschool visit; 

 The programme for the day; 

 How and when a decision will be made; and 

 Reminder that canvassing will lead to disqualification. 
 

2. The School Development and Action Plan. 

3. The current budget forecast; information about the schools financial position. 

4. Relevant extract(s)or access to the school’s performance &monitoring information 
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APPENDIX 1 

 
 (GENERIC)  HEAD TEACHER JOB DESCRIPTION 

 
 

This appointment is with the Governors of the school under the terms of the Catholic Education Service 
contract and 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 ensure that the school is Catholic in 
all its aspects. The appointment is subject to the current conditions of service for Head Teachers 
contained in the current School Teachers’ Pay and Conditions document and employment legislation. 
Particular attention is drawn to the leadership and professional standards for education practitioners in 
Wales. In carrying out his/her duties, the Head Teacher shall consult, where appropriate, the Governing 
Body, the Diocese, the Local Authority, the staff of the school, the parents of its pupils and the 
parish(es) served by the school. 
 
The Core Purpose of the Headteacher  
The Head Teacher works with the Governing Body to develop and share a corporate strategic vision 
which inspires and motivates all members. He or she analyses and plans for future development within 
diocesan, local and national contexts. The current standards for school leadership expected in Wales 
link can be expressed through the distinctive leadership of Catholic education. The standards are listed 
below, with examples of how each connects with the vision, aims and calling of Catholic education. 
 
The Headteacher, working with the governing body and others, is expected to draw on a life of faith in 
God, rooted in the teachings of Christ and his Church to inspire the task of leadership and to motivate 
pupils, staff and all other members of the community.  The vision reflects a deepening exploration of 
the distinctive purpose of Catholic education.   

 
The core purpose of the Head is to bring spiritual and professional leadership to the task of education.  
This secures a foundation to set the highest standards across the school. The Head is the lead 
professional, providing direction and ensuring the school is managed and organised to meet its aims 
and targets. The Head is accountable to the Governing Body and is responsible for evaluating the 
school’s performance, for raising standards; ensuring equality of opportunity for all; developing policies 
and practices; ensuring that resources are efficiently and effectively used to achieve the school’s aims 
and objectives,  and, for the day-to-day management, organisation and administration of the school. 

 
The Headteacher, working with and through others, secures the commitment of the wider community 
and maintains effective partnerships with parents, the Diocese, the Local Authority, other schools, 
parishes, agencies for children, the Local Authority, Higher Education institutions and Employers.  

The Head Teacher will:  

 Recognise the authority of the Bishop in relation to the provision of education across the Diocese 
and work with the school and parish community to create and promote vision and practice in 
education drawing directly on the school’s Catholic mission. The school will show concern for the 
Common Good, for diversity, for Christian values and experience. 

 Ensure the vision for the school is clearly spoken, shared and acted upon. 

 Work within the school community to translate the vision into agreed objectives and operational 
plans which will promote and sustain school improvement. 

 Demonstrate the vision and values in everyday work and practice. 

 Motivate and work with others to create a shared culture and positive climate. 

 Encourage creativity, innovation and the use of appropriate new technologies to achieve 
excellence. 

 Ensure that strategic planning takes account of the diversity, values and experience of the school 
and community at large. 

 



 
Guidance for Governors on the Appointment of Staff to Catholic Schools.   

 

10 
 

The following sections are taken from the Leadership Standards required of head teachers in 

Wales [Column 1) and accompanied by links with Catholic education.  These will both soon 

refer to the new Professional Standards for Wales  by September 2018.    

Strategic Direction. 

The Headteacher will ensure that his/her commitment to school leadership is strategic, promotes and develops 

the school’s distinctive Catholic character and its concern for excellence in all area of this work. This vision 

and practise will encapsulate the educational aims, values and moral purpose of the Church so the governing 

body can secure the right improvement and development of the school. 

 

Creating Strategic Direction  Wales Catholic Education. 

1. Ensures the vision for the school is clearly 
articulated, shared, understood and acted upon 
effectively by all.  

The vision draws on the Church’s teachings 
and mission to education. It is shared with 
the school and faith community. 

2. Works within the school community to translate 
the vision into agreed objectives and 
operational plans which will achieve sustained 
school improvement.  

Roots the school’s vision and engages with 
the full school community, raising hope for 
every child.   

3. Embodies the vision and values through daily 
practice and continual advocacy.  

The work is supported by daily prayer, by 
faith and virtue in the possible.   

4. Motivates and works with others to create an 
effective school climate and shared culture  

A climate in which everyone is valued and 
nurtured. . 

5. Employs creativity, innovation and new 
technologies to achieve excellence  

Encourages creativity across the school.   

6. Ensures that strategic planning takes account 
of the diversity, values, experience and context 
of the school and the community at large.  

The school’s faith inspires respect for 
difference among people and the intrinsic 
worth of everyone. 

7. Develops the school based on a commitment to 
continuous improvement and sustainable 
development.  

Continuous improvement draws on shared 
faith in the presence of God at work in 
school.   

 

Leading learning and teaching  

The Head will secure the very best learning and teaching at the heart of the school’s purpose. Leaders, 

working with staff and governors, create the ethos, conditions and structures to support effective learning and 

teaching for all. The school puts access to learning at the centre of everyone’s experience. 

Leading learning and teaching   

8. Ensures a consistent and continual school-wide 
focus on learners’ achievement.  

Develops optimism and interest in the world  

9. Ensures that both school and classroom climates 
promote effective learning and teaching for all. 

Develops a trustful place to support all human 
flourishing 

10. Promotes the equity of academic, vocational and 
experiential learning routes.  

 

11. Places learning at the centre of strategic planning 
and resource management.  

 

12. Develops policies and practices to secure social 
inclusion for all learners to ensure their individual 
learning needs are met. 

Policies and practices arise out of profound 
regard for every person 

13. Promotes and puts in place policies designed to 
enable learners to develop independence and to 
acquire thinking and learning skills  

Promotes respect and encourages the deeper 
questions 

14. Establishes creative, responsive and effective 
approaches to learning and teaching in every 
subject to meet and support the aims of the 

Promotes the art and noble calling of teaching 
as a vocation to serve and witnessed by Christ 
the Teacher.  
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school.  

15. Establishes and maintains an ethos of challenge 
and support where all learners can achieve 
success and become engaged in their own 
learning.  

Encourages possibility and welcomes new 
discoveries 

16. Implements strategies that secure high standards 
of behaviour and attendance. 

Links these with moral choice and aspiration 

17. Organises and implements the curriculum so that it 
meets the requirements of the national curriculum 
in Wales.  

Enables the Catholic curriculum to be reflected.  

18. Implements strategies to secure effective 
assessment procedures, including assessment for 
learning.  

Seeks fairness and encouragement within all 
assessment procedures 

19. Develops policies and procedures that promote 
learners’ understanding of the bilingual context of 
Wales and that develop their bilingual skills as 
appropriate.  

Promotes Welsh culture and a sense of Welsh 
faith and heritage 

20. Takes a strategic role in the development of new 
technologies to enhance and extend the learning 
experiences of learners and the teaching 
capabilities of teachers.  

Ensures that human support and encounter are 
prominent in all learning 

21. Monitors and evaluates the curriculum and its 
assessment and identifies and acts on areas for 
improvement.  

Monitors and evaluates from within a Catholic 
vision and Christian entitlement 

22. Maintains a high visibility around the school and 
devotes considerable time to interaction with 
learners, staff and parents.  

Builds a listening, interactive school where 
ideas are valued. 

23. Implements strategies to ensure that learners’ 
additional learning needs are met.  

Considers the whole child and their learning 
needs 

 
 
 
 

Developing and working with others  

As leader the Head will be able to work with the whole school community, building trust and cooperation which 

enable all to achieve. Leaders should encourage staff to work together, mutually and with kindness. 

Developing and Working with others  

24. Treats people fairly, equitably and with dignity and 
respect to create and maintain a positive school 
climate.  

Reminds the school that the human person is 
at the heart of Christian teaching 

25. Shares and distributes leadership Develops spiritual leadership[  

26. Develops, empowers and sustains effective teams. Promotes generosity of spirit.  

27. Creates an environment in which others can grow 
professionally. 

Encourages sharing and overcomes problems.   

28. Develops and nurtures leadership potential in 
others to build the leadership capacity of the 
school.  

Models leadership that is virtuous and 
generous and compassionate 
 

29. Builds a collaborative learning culture within the 
school and actively engages with other educational 
establishments to build effective learning 
communities.  

Encourages generosity of spirit, mutuality and 
high regard 

30. Ensures that the school contributes, where 
appropriate, to the training of future teachers and 
other adults who work with learners.  

Encourages the Christian vocation to teach, 
commitment and sharing. 

31. Develops and maintains effective strategies and 
procedures for staff induction, early and 
continuous professional development and 

This will include attention to the career journey 
through the Church school 
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performance review.  

32. Ensures effective planning, allocation, support and 
evaluation by teams and individuals, providing 
delegation of tasks and devolution of 
responsibilities   

Encourages trustful partnerships and 
collaboration amongst adults on behalf of every 
child  

33. Acknowledges and celebrates the responsibilities 
and achievements of individuals and teams.  

Upholds and values the sense of vocation and 
commitment to the task 

34. Regularly reviews and reflects on his or her own 
practice, sets personal targets and takes 
responsibility for personal development.  

Asks for feedback and regular review. 

35. Has regard for own workload and that of others to 
secure a satisfactory work/life balance.  

Is considerate of life’s demands and staff 

36. Establishes effective arrangements for the co-
ordination of provision for learners with additional 
learning needs.  

 

 

Managing the school  

The Head will provide effective organisation and management within the school, lead to ensure that the school 

and the people and resources within it are organised and managed to provide an efficient, effective and safe 

learning environment. The Head will help leaders to  implement effective processes to develop and review 

policies and plans to ensure the effective and efficient use of available resources and finance.  
 
 

Managing the School  

37. Ensures that the professional duties and conditions 
of employment as set out in statutory 
requirements, including those for the Head 
Teacher, are fulfilled.  

These are inspired by the faith school context 

38. Produces and implements clear, evidence-based 
improvement plans and polices for the 
development of the school and its facilities.  

These take account of the wider vision of the 
school 

39. Ensures that policies and practices take account of 
national and local circumstances, policies and 
initiatives including bilingualism and the Welsh 
dimension.  

Takes account of the developments and 
emphases in Catholic Education 

40. Builds, remodels and maintains organisational 
structures and systems which distribute leadership 
and enable the school to run efficiently and 
effectively on a day-to-day basis.  

Seeks to call many to leadership, to vocation & 
to holiness.  

41. Monitors, evaluates and reviews the effects of 
school policies, priorities and targets in practice. 

Monitors in the light of the school’s mission and 
ethos.  

42. Acts upon the outcomes of school self-evaluation 
and external inspection by Estyn to drive school 
improvement.  

By the Diocese and by Section 50 inspection 

43. Uses information and data from within and outside 
the school to inform management and 
organisational development.  

Interprets and reflects on data  

44. Makes effective use of the support and challenge 
provided by the LA, the Diocese and other relevant 
bodies.  

Draws on the Church, the Diocese, 
Parents and the wider community.  

45. Manages the school’s financial and human 
resources effectively and efficiently to achieve the 
school’s education priorities and goals.  

 

46. Recruits, retains and deploys staff appropriately 
and manages their workload to achieve the vision 
and goals of the school.  

Values them, believes in their potential, calls 
them to vocation.  
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47. Manages and organises the school environment 
efficiently and effectively to ensure that it meets 
the needs of the curriculum and health and safety 
regulations.  

The school environment supports spiritual 
development and human flourishing.   

48. Develops and enhances the learning environment 
to better meet the needs of learners. 

To provide a quality and stimulating ethos for 
human growth 

49. Monitors, evaluates and reviews the range, quality 
and use of all available resources to improve the 
quality of education for all learners and to secure 
value for money. 

Recognising the pivotal place of the human 
resource. 

 

Securing accountability  

The head is accountable to the governing body and the school community for the management of the school, 

its environment and all its work. Additionally, leaders are responsible for ensuring collective responsibility in 

order that all members of the school community accept they are accountable for the contribution they make to 

the school’s outcomes.  

 

Security and Accountability  

50. Ensures individual staff accountability is clearly 
defined, understood and agreed and is subject to 
rigorous internal and external review and self-
evaluation. 

Accent is placed on personal responsibility and 
commitment 

51. Works with the governing body so that it is able to 
meet its responsibilities for securing effective 
learning and teaching and improved standards of 
achievement.  

Encourages effective governance at all levels.  

52. Develops and presents a coherent, understandable 
and accurate account of the school’s performance 
to a range of audiences including parents and 
governors.  

Includes reference to the schools Catholic 
standards 

53. Uses data and benchmarks to monitor progress in 
every child’s learning and to focus teaching. 

Reviews the measures so they are fully 
appropriate 

54. Sets stretching targets for the whole school 
community based on consistently high 
expectations.  

As befits a Catholic school 

55. Develops and maintains a climate of high 
expectations for self and others and takes 
appropriate action when performance is 
unsatisfactory.  

Supports and models the very best practice, 
encourages self-belief and improvement 

 

Strengthening the community focus  

The Head will be aware that improvements in the school and in the community are interdependent and rely 
upon effective collaboration between all interested parties. Leaders should encourage and engage in 
collaboration with other schools and organisations to bring positive benefits to the school and share its 
expertise. In this area of leadership, leaders will need to secure the involvement and support of those outside 
the school. 
 

Strengthening the community focus  

56. Establishes and builds partnerships with other 
schools to share best practice and support school 
improvement.  

Is deliberate in its partnerships with other 
Catholic schools 

57. Builds a school climate and learning culture which 
takes account of the richness and diversity of the 
school’s community including Welsh Language 

The faith statements of the school celebrate 
diversity and richness of culture. 
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and culture.  

58. Ensures that the school plays a productive role as 
a member of its local, national and global 
communities.  

Including its faith communities 

59. Creates and promotes positive strategies for 
developing good race relations and dealing with 
racial harassment.  

The school will welcome and value diversity as 
enriching the school 

60. Promotes appropriate attitudes towards disability 
and additional learning needs that promote 
equality and inclusion.  

Every person is respected as made in the 
image of God. 

61. Ensures that the school plays a central role in the 
community.  

Seeks the common good and involvement in 
the local community.  

62. Develops citizenship in learners so that they make 
a positive contribution to local and wider 
communities.  

 

63. Collaborates with other agencies, including the LA, 
the diocese and the Catholic community, providing 
for wellbeing of learners and their families.  

 

64. Creates and maintains an effective partnership 
with parents, guardians and carers to support and 
improve learners’ achievement and personal 
development.  

Includes families and the parish as special 
partners 

65. Works collaboratively within and outside the 
school to achieve school goals and objectives.  

Also to serve the common good 

66. Works co-operatively and collaboratively with 
teachers and colleagues, including those from 
external agencies, to enhance the learning and 
wellbeing of those they teach. 

Sees to inspire the character and spirit of 
everyone informed by faith in a loving creator 
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FRAMEWORK FOR APPOINTMENT OF HEAD TEACHER TO A CATHOLIC SCHOOL 

PERSON SPECIFICATION / SELECTION CRITERIA 

 
 
Name of School:  

 

A framework for the development of Person Specification/Selection Criteria 
 

NB:  Candidates must meet the essential criteria listed.  
 

A =    Application / I   =   Interview/ R = Reference 

 
[A] TRAINING AND QUALIFICATIONS 
 

Evidence of: Essential or 
Desirable 

 

Practising Catholic E  

Qualified teacher status E  

Degree or equivalent E  

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

E  

CCRS/CTC or commitment to obtain the certificate E  

Training in preparation for Catholic Headship  E  

Readiness to lead a Catholic school in Wales   

 
 
[B] EXPERIENCE OF TEACHING AND SENIOR EDUCATION LEADERSHIP 
 

 Essential or 
Desirable 

 

Experience of school/college leadership required  
Experience in Catholic education through Headship, Deputy Headship or 
through significant experience of Assistant Headship. 

 
E 

 

Specific aspects of leadership and management -  experience in one or 
more of the following –  
School strategic development,  planning/ monitoring and evaluation/ data 
analysis and target setting/ policy development and implementation            

  

Other management experience - in at least one of the following areas –  
subject leader/ key stage leader/ SENCO/ consultant or teacher adviser/AST 
 (Secondary -Head of department/ Head of year) 

  

Teaching experience – relevant details of successful teaching experience -  
In a Catholic school (Primary or Secondary as required) 
In more than one school 
Experience in Primary or Secondary phase of education   

  

 
 
[C] PROFESSIONAL KNOWLEDGE AND UNDERSTANDING AND SKILLS 

[Compiled with reference to the National Standards for Head Teachers] 
Applicants should be able to demonstrate a good knowledge and grasp of the following areas relevant 
to the phase (Primary/Secondary) and to Catholic education: 

 Essential 
or 

Desirable 

 

The distinctive nature of a Catholic school, its purpose and values    

The leadership standards expected of Head Teachers in Wales   

Leadership of others inspired by Vocation and Christian teaching   
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The spiritual and moral leadership role of the Head Teacher    

Creating and securing commitment to a common vision of Catholic Education    

The central role of Religious Education in the curriculum of the Catholic school   

Leading collective worship   

Current educational issues, including national policies, priorities and legislation   

Strategies for developing and strengthening a school’s links with the parish(es), 
the LPA, parents and carers, ‘cluster’ Catholic schools, local schools, and the 
wider community 

  

The role of the Governing Body in a Catholic Voluntary Aided school   

Financial planning and budgetary management   

Grasp of The priorities for the Curriculum and for education in Wales 
 

  

 
 

[D] PERSONAL AND PROFESSIONAL QUALITIES AND ATTRIBUTES 
Applicants should be able to provide evidence that they have the necessary qualities and attributes required by the post. 
Whilst these qualities may be demonstrated in a letter of application, they will be more fully assessed during the interview 

process and from the references. 
 

Within the context of a Catholic school, applicants should be able to: 

 

Essential or 
Desirable 

 

Inspire, challenge, and enable others to further the school’s vision    

Demonstrate personal enthusiasm for and commitment to the leadership 
process 

  

Be able to build effective teams and collaborative work   

Promote and maintain effective relationships   

Foster an open, fair and equitable culture, managing conflict where necessary   

Demonstrate an ability to communicate to a range of audiences and in a range 
of media 

  

Be sincere and show regard for all adults and pupils   

 
[E] APPLICATION FORM AND LETTER 
 
The CES (Catholic Education Service) application form should be fully completed and legible. 
The letter should be clear, concise and address the criteria identified in the person specification. 
(Whilst the application form states no more than 2 sides for the letter, Governors are prepared to 
accept up to 3 sides) 
 
[F] CONFIDENTIAL REFERENCES AND REPORTS  
 
As stated in the application form, three referees should be nominated. 
                    

 Essential or 
Desirable 

A positive and supportive faith reference from a priest where the applicant regularly 
worships 

E 

A positive recommendation from current employer, including a satisfactory health 
and attendance record 
(Chair of Governors/HT) 

E 

A supportive reference from LA / diocese or if provided, another professional 
referee.  

E 

 
Only written references and reports, which should confirm support for the relevant professional and 
personal knowledge, skills and abilities referred to above. 
 
If written references are not received for the successful candidate, it is recommended that no 
appointment is made until satisfactory references are received. 
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Catholic Bishops’ Memorandum on the Appointment of Teachers in Catholic 

Schools 

 
The Bishops’ Memorandum sets out the Catholic Bishops’ Conference of England and Wales’ expectations 
about the appointment of staff in Catholic schools. 
 
Throughout this document the term ‘Catholic school’ means all Catholic schools and colleges, including 
schools in the trusteeship of a religious order. This includes maintained schools, academies in England, 
independent schools, sixth form colleges and non-maintained special schools. 
 
Purpose of the Guidance 
Its purpose is to help and guide Governing Bodies 1 to fulfil their responsibilities, including statutory 
responsibilities, to preserve and develop the Catholic character of the school in relation to the appointment of 
staff. 
 
The Governing Bodies are the employers of the staff, to whom they should give clear guidelines about the 
Catholic character of education and life in their school.  
 
As employers the Governing Body must ensure that the appropriate contract of employment and associated 
documentation, as published by the Catholic Education Service (“CES”), is issued. It is because the contracts 
reflect the Bishops’ requirements that the Catholic character of schools is preserved and developed that the 
Bishops expect all schools to use CES model contracts of employment for their staff. The CES model contracts 
ensure, in the context of the role within the school which the employee is employed to perform, the 
preservation, maintenance and development of the Catholic character of the school. 
 
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 Body. The 
Catholic Church understands the vocation of a teacher as a form of ministry within the Church. 2 All teachers 
in Catholic schools are employed to participate in the Church’s teaching office, exercising this ministry in 
accordance with the Church’s teachings. This requires teachers to be witnesses in word and deed to the Divine 
Teacher, Jesus Christ. 
 
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 our schools. We recognise the great contribution they make in helping to ensure that our pupils are 
equipped to communicate with and participate in contemporary society. 
 
Governing Bodies, as the employers of staff, have a duty to ensure that the Catholic character of the school is 
maintained and developed. The Bishops’ expect that Governing Bodies 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. 

                                            
1 See end note  
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Appointment of Leaders in Catholic Schools 
 
As a minimum requirement the Bishops expect that the posts of Head Teacher or Principal, Deputy Head 
Teacher or Deputy Principal and Head or Co-ordinator of Religious Education are to be filled by practising 
Catholics. Governing bodies must therefore be vigilant and deliberate in their succession planning. They must 
be considerate about all senior appointments and their impact on the Catholic Character of the school.   
 
Whilst these posts have traditionally been used in schools, other senior leadership posts, and terminology, 
have come about in practice, often as a result of collaborative working arrangements between schools. Terms 
which are being used more frequently, and which are not defined in legislation, include: Executive Head 
Teacher, Associate Head Teacher and Head of School. The principle to be applied is that this minimum 
requirement will apply to the most senior leadership post i.e. the person with overall responsibility for the day 
to day management of the school, and the person who is the second most senior person in the leadership 
team. 
 
The Bishops also expect that certain posts that directly affect the Catholic Mission of the school are to be filled 
by practising Catholics. This would include, for instance, the Chief Executive or equivalent of a Multi Academy 
Trust Company. Lay Chaplains also come within this description, but schools must in any case follow any 
specific procedures set down by their diocese before the appointment of any Chaplain.  
 
Other Leadership posts that directly affect the Catholic Mission of the school should, wherever possible, be 
staffed by skilled practitioners who are committed Catholics. 
All staff must respect and support the aims and objectives of a Catholic school. 
 
Appointment of Leaders in Religious Education 
 
Religious education is the core subject in every Catholic school and informs every aspect of the curriculum. 
 
Primary: The Governing Body must ensure that Religious Education is properly organised, co-ordinated, taught 
and resourced. The Governing Body must ensure that the school has a Co-ordinator of RE and that the 
Coordinator should have at least parity in status and remuneration with those of the other core curriculum 
areas. 
 
Secondary: The Religious Education department in our secondary schools is of particular importance and 
should have at least parity of status and resourcing with any other core subject department. Governing Bodies 
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. 
 
 
Representation at Short Listing and Interview 
 
Interview procedures approved by Governing Bodies for teacher recruitment must be open to scrutiny. They 
must be clear, objective and transparent. The Diocesan Bishop is entitled to be represented at all proceedings 
relating to the appointment of senior leaders and teachers of religious education. 
 
Governing Bodies must facilitate the attendance of the Diocesan Director (or his or her nominee), either by 
affording them advisory rights or otherwise. These may be in relation to all appointments at the school or, 
more usually, to the appointment of the senior posts to which the requirement to be a practising Catholic are 
applied. 
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Governing Bodies must give sufficient advanced notification to the Diocesan Director of a vacancy for any 
senior post to which the requirement to be a practising Catholic is applied before taking any action, including 
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. 
 
Furthermore a Diocesan representative may be invited whenever senior posts with pastoral responsibilities 
are being considered.  For appointments to which the requirement to be a practising Catholic are applied, the 
Governing Body will meet to draw up a shortlist of candidates, conduct interviews and make an appointment. 
The Governing Body may appoint a selection panel to undertake these functions. These appointments may 
need ratification by the full Governing Body. 
 
In addition, the appropriate Diocesan Officer must always be invited to the interview of Heads of Religious 
Education and School Chaplains. 
 
Delegation of Power of Appointment 
When the Governing Body delegates its power and right of appointment of staff to a committee and/or to the 
Head Teacher or Principal, it is essential that the terms of reference for such delegation are made explicit. 
 
Induction and Continuing Professional Development 
The Governing Body should ensure an appropriate induction programme, emphasising the distinctive nature 
of Catholic education, is in place and that continuing professional development for all staff helps to sustain 
this understanding. 
 
Archbishop Malcolm McMahon 
Chairman, Department for Catholic Education and Formation.    (Re-Issued 11th September 2014) 

 
1 In Catholic voluntary aided schools, non-maintained special schools and Catholic sixth form colleges the responsibilities of the employer rest with 
the governing body. In Catholic voluntary academies the responsibilities of the employer rest with the board of directors of the academy trust 
company, and in other independent schools with the proprietor. For ease of reference the term “Governing Body” is used throughout this 
Memorandum to denote the entity or entities within the school or academy trust company that exercises the functions of the employer under the 
appropriate constitutional arrangements.     2 Gravissimum Educationis, 8      3 Lay Catholics in Schools: Witnesses to Faith, 32     
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GUIDANCE FOR GOVERNORS ON THE INTERVIEW PROCESS: 
  PRESENTATION AND SET TASKS 

 
The interview itself is only part of the selection process alongside the application form, letter of application and 
the references. 
 
Before the interviews begin, the panel should remind itself of the selection criteria. The panel should allocate 
topics related to these criteria to various members to explore with the applicants and draw up an approximate 
time schedule. 
 
Asking questions that are acceptable and distinguish properly between candidates is not as easy as it may 
appear. Some questions may be improper, contrary to sex discrimination or race relations legislation, or probe 
into matters of private life not relevant to the post. Some questions may only be acceptable if asked of all 
candidates, others may be too particular, but could be acceptable if made more open and general. Even if a 
member of the selection panel does not ask a question of candidates, that Governor is still important; listening 
to and comparing answers given by the different candidates is the crux of the process. 

 

IT IS ADVISED THAT THERE BE NO DISCUSSION OF INDIVIDUAL CANDIDATES  

UNTIL AFTER ALL THE INTERVIEWS HAVE BEEN COMPLETED. 
 

Areas that should be explored with the candidate at interview: 

 relevance of candidate’s experience and present responsibilities; 

 grasp of school leadership, its vision and aspiration.    

 understanding of the mission, aims and purpose of a Catholic school. 

 commitment to the faith and school community. 

 grasp of aims of religious education and the curriculum in the Catholic school; 

 commitment to Catholic life of the school, including prayer and worship; 

 staff development, contribution and shared leadership. 

 relationships with colleagues, parents and pupils. 

 developments in school standards, in teaching and learning. 

 pastoral approaches and support for the pupils. 

 applicants own questions, if any; 

 whether the applicant will accept the post if offered; and 

 whether the applicant is able to sign the CES Contract of Employment. 
 
It is wise that Governors rehearse the areas of proposed questioning and discuss any questions before the 
interview. Unacceptable questions can be eliminated at this stage or translated into a form that is more open 
and acceptable. If any unacceptable question is actually asked during an interview, the Chair may declare the 
question out of order and tell the candidate that not to answer would not prejudice the outcome of his/her 
interview. Advisers may also advise during an interview or the unacceptability of questions. 
 

Categories of questions to be avoided: 
 
Illegal Questions 
 
Such questions include those that offend against current discrimination legislation. These questions may relate 
to matters of sex discrimination, marital status and commitments, racial discrimination and disability 
discrimination. Failure to appoint after such a question can lead to a complaint against equality legislation. The 
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Diocesan Statement on Equality in Employment indicates where and how Governors may discriminate 
between candidates. 
 
 
Improper Questions 
 

This area is not so clear-cut. It is broadly accepted that questions about a teacher’s politics or union activities 
are improper, but questions about faith and religion are essential in the case of Catholic schools. Questions 
asked at interview about a willingness to take on extra duties are regarded as improper by teacher unions but 
not by some employers’ organisations. Questions about attending school Sunday Masses come under this 
category. The answer cannot bind a candidate if the extra duty is not specified in the conditions of service. 
Governors need to be aware of the implication of the Human Rights Act. 
 

Unproductive Questions 
 

Some questions may nor illicit enough from the candidates. It is important not to ask closed questions that will 
produce a standard reply, such as, “Are you in favour of better home and school relations?” It is important too 
to avoid long questions that have several points or questions that rephrase the questioners viewpoint. Open 
questions, such as “How would you?” or “What would you do?” are more productive. For example, “What steps 
would you take to improve home and school relationships?” or “What are your priorities in a school?”. Two part 
or multiple questions such as “How have you been involved in planning and how useful was the experience?” 
may be better as two associated questions if possible. 
 
By asking clear, concise, open-ended questions, Governors will give candidates at least the opportunity to 
offer a well-balanced and informed answer. How a candidate shapes an answer can be as important as what 
is actually said. 
 
The Chair must guide carefully the asking of questions.  All candidates should be asked the same main 
questions with the opportunity for occasional supplementary questions. A question may include refer to the 
candidates details given in the application.   
 
At the end of the questions the Chair should ask the candidate if he/she wishes to ask the Governors any 
questions.  
 
While it is normal to assume that a candidate called for interview will accept the post, if offered, it is also  wise 
to ask at the end of the interview, whether the candidate is still a firm candidate. The Chair should also remind 
the candidate that the post is underpinned by the relevant CES Contract of Employment which should be 
signed by the post holder.  
 
The interview will be planned in detail beforehand and shortlisted candidates will be made aware of the 
process for interview.  
 

Presentations 
 

Most interviews for Head Teacher and Deputy Head Teacher posts will involve giving a presentation. Details 
or titles for these presentations will usually have been identified in advance. 
 
The Governors must decide: 

 the format of the presentation; 

 the time allowed to applicants; 

 whether or not audio-visual equipment can be used; the criteria by which judgements will be made (see 
proforma); and 

 Whether or not notes can be used or hand-outs distributed. 
 

Observed Tasks 
 

If Governors decide to use an observed task as a part of the interview process then they should be clear as to 
the purpose and value to the selection process. They should establish similar criteria to that outlined above. 
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Governors may find that LA/Diocesan Advisers are a ready source of suitable tasks and exercises e.g. in-tray 
exercises, video observation material or group work tasks. 

 
 
Reaching a Decision 
 
It is important that Governors do not discuss individual candidates’ performance until the interview process is 
complete. When reaching a decision on the appointment, Governors need to consider the following, keeping in 
mind the kind of leader the governors seek for their school: 

 confidential references, 

 the professional advice of officers from the Diocese and Local Authority, noted and considered 

 the impressions and skills of each candidate as gained through the appointment process, 

 by discussion, the panel comes to an agreement on each candidate; 

 by collective agreement certain candidates are eliminated; 

 the assessments of the best candidate are confirmed collectively, if possibly unanimously, revealing who 
should be appointed; or,  

 should no candidate be suitable, a decision is taken to re-advertise or other options considered. 
 
 

Appendix 1 
 

STATEMENT ON  EQUALITY AND EQUAL OPPORTUNITIES IN EMPLOYMENT 
 
 

The principle of equality of opportunity for all, is consistent with social justice and with the Christian 
ideal that sees the dignity and worth of all who work, or wish to work, in our schools.  The Governing 
Body is therefore committed to employment procedures which comply with civil law and do not 
discriminate on grounds of age, gender, race, nationality, sexual orientation, ethnic origin or disability. 
Governors are then asked to be vigilant so to avoid any bias or unfair practice. This includes any 
attempt privately to seek applications from individuals or to influence their decision to apply.    
 
We recognise and value the important contribution to our schools of staff who, whilst not sharing the 
Catholic faith, make a strong and sincere commitment to the school’s Christian mission and values.  
 
Some teaching posts include a specific responsibility and a genuine occupational requirement to 
provide leadership and direction in the religious life and the Catholic identity of the school. (See 
Introduction**)  
 
In other appointments, where two or more candidates for teaching posts are equally strong in 
meeting the criteria for appointment, preference may be given to a candidate who is Catholic. 
 
In addition, the Governing Body recognises that the school and our Catholic teachers are called to be 
witnesses to Christ’s teachings and all staff must be seen to respect, support and uphold the school’s 
values. We therefore reserve the right as employers to take into consideration any personal 
behaviour or circumstances which are outside the recognised norms of the Church and which are 
genuinely within an individual’s control. In doing so, we will seek always to give witness to the 
Christian pastoral principles of love, respect and reconciliation.  
 

___________________________________ 
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TAKING UP REFERENCES.                                                  
 

Summary 

 References are an important factor of recruitment for one main reason; they validate (or not) what 
the candidate has put on their application and told you during selection.  References must be fair, 
honest and accurate.  
 
The Governing Body normally ask for references from the applicant’s employer, from the Diocese or 
the local authority or person specified and a reference from a priest nominated by the applicant. This 
will usually be the priest who leads the Eucharistic community where the applicant normally attends 
 

 Governing Bodies should be clear about the information they are seeking and be clearly 
referenced to the person specification/selection criteria. Only written references should be 
considered and verbal references not admitted.  

 

 The use of pro-forma rather than a blank sheet of paper is recommended as a means of 
obtaining precisely the information that is required 

 

 References should only be sought for shortlisted candidates and ample time should be 
allowed to enable referees to complete the pro forma so that they are received by the 
Chair of Governors by the start of the interview process. 

 

 The Governing Body should agree the point in the process at which references will be used 
e.g.   

(i) as an integral part of the selection process;  
(ii) read beforehand but not disclosed,  by the Chair of Governors, 
(iii) read out as evidence during the governor’s discussion on the candidates.     
(iv) as a ‘tie breaker’ at any appropriate point in the process: or 
(v) read at the end of the process as a means of verifying the final decision. 

 

 All references, as with application forms and other related materials are strictly confidential 
and     appropriate care should be taken in terms of their storage and disposal during and after 
the process. 

 
 
 It is recommended that the professional advisers (and the Chair of Governors if s/he wishes), read 
references before the start of interviews to ensure that all candidates meet the essential criteria of: 
 

(i) positive recommendation from current employer 
(ii) supportive faith reference 
(iii) satisfactory attendance record 
(iv) safeguarding of children 

 
 

___________________________________ 
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Appendix 2 
 

 
 
 

APPLICATION FORMS, CONTRACTS, REFERENCES AND RELATED ISSUES 
 

 
Application Forms: 
 
Local Authority application forms are not appropriate in Catholic Schools. The relevant Catholic Education 
Service form should be used. 
 
Contracts: 
 

 Only the CES model contracts should be used. In law, a maintaining Local Authority has no ‘privity’ in the 
matter of a contract between an Aided School Governing Body and its employees 

 

 In law, it is sufficient for the Governing Body to present a copy of the contract together with such relevant 
support materials as soon as possible following the appointment and certainly no later than two months 
after the commencement of such employment. 

 

 A copy of the contract should be retained by the person appointed and a signed copy held by the school. 
 
 
Other Issues 
 

 A copy of the grievance and disciplinary (capability/misconduct) procedures adopted by the Governing 
Body should be provided and retained by the teacher (usually the CES model would be used. 

 

 The Local Authority will usually provide a CRB form and an employment medical history questionnaire on 
behalf of the Governing Body to be completed by the person appointed. 

 
 

APPENDIX 3 
 

VETTING PROCEDURES (these may need updating from time to time) 

 
 

1. Recently, there has been considerable publicity about a case in which a teacher made wholly false 
claims about his academic qualifications that were accepted by the employer, without any check. That 
has caused serious concern. Local Authorities, schools and further education institutions should 
therefore review their selection and appointment procedures to ensure that appropriate checks are 
made on people selected for appointment (‘candidates’). 

 
2. There are a number of checks that should be made on candidates. Some are mandatory by virtue of 

the Education (Teachers) Regulations, for example List 99 checks. Others are strongly advised as 
good practice to guard against false claims and deception. 

 
3. The following list sets out the checks that should, and in some cases must, be made on candidates: 
 

 Identity.   It is important to be sure that the person is who he or she claims to be. In many cases 
the candidate will be known to the school, or will be employed by the Local Authority or a 
neighbouring establishment. If not, the employer should ask to see documentary evidence of 
identity, for example a birth certificate, driving license or passport. 

 

 Barring.   Employers must check the list to ensure that the candidate is not barred from 
employment by the Secretary of State or subject to restrictions on his or her employment. This 
check is mandatory. It must be made in respect of anyone who will have regular contact with pupils 
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or students under 19 years of age, including volunteers and staff employed by contractors who 
provide services to the school or establishment, or in relation to pupils. 

 

 Qualified Teacher Status (QTS).   Anyone appointed or engaged to teach in a maintained school 
must either have QTS or come within one of the expectations set out in the Education (Teachers) 
Regulations. NB. The expectations do not apply to candidates for Head Teacher and Deputy Head 
Teacher posts in maintained schools. They must have QTS. Employers should also note that the 
fact that someone who has a DfES reference number does not necessarily mean they have QTS. 

 

 Health.   The Education (Teachers) Regulations require the employer to be satisfied that anyone 
appointed by a Local Authority, maintained school , or further education institution in a post 
involving regular contact with children or young people is medically fit. The most recent regulations 
are in the Education (Teachers Qualifications and Health Standards) (England) Regulations 1998. 

 

 Criminal Background.   Any work, paid or voluntary, which involves contact with people under 18 
years of age is exempt from the provisions of the Rehabilitation of Offenders Act 1975. All 
applicants for such work should be asked to declare any convictions, cautions or bind-overs they 
have incurred, including any that would be regarded as ‘spent’ under the rehabilitation of Offenders 
Act in other circumstances. Where appropriate, the employer should arrange a criminal record 
check to verify the candidate’s declaration. 

 
NB. Not everyone who has contact with children is eligible for a criminal record check. Further 
information is given in current regulations.   
 
 

 Academic Qualifications.   Employers should always verify that the candidate has actually 
obtained any academic or professional qualifications claimed in the application. The fact that 
someone has QTS does not mean that he or she has obtained a specific qualification. That status 
can be awarded for a variety of reasons. In some cases it may be possible to verify qualifications by 
a reference to the candidates’ personnel file or their previous employer. In other cases, it may be 
necessary to have sight of the relevant certificate or diploma, or a letter of confirmation from the 
awarding institution. In those circumstances employers should insist on seeing original documents 
or properly certified copies: photocopies should not be accepted. 

 

 Previous Employment History.   Any information given about previous employment should be 
scrutinised to ensure that it is consistent. Satisfactory explanations should be obtained for any gaps 
in employment. If the candidate for a teaching post is not currently employed as a teacher it is also 
advisable to check with the school or Local Authority by whom they were most recently employed to 
confirm details of their employment and their reasons for leaving. 

 

 Professional and Character References.  References should also be taken up, and should be 
obtained directly from the referee. It is not good practice to rely solely on references or testimonials 
provided by the candidate. A reference should be obtained from the current or most recent 
employer. 

 
4. Local Authorities will normally arrange checks in relation to List 99, QTS and Health for permanent 

appointments in schools that they maintain. Some Local Authorities may also arrange, or assist with, 
some or all of the other checks on behalf of their schools. Teacher employment agencies should make 
the appropriate checks on supply teachers whom they propose to provide to schools in accordance 
with the guidance given in DfES Circular 7/96 and the associated Notes and Guidance for Teacher 
Employment Agencies and Businesses. However, it is the responsibility of the school or further 
education institution to ensure that the appropriate checks have been made. 

 
5. Wherever possible, all checks should be satisfactorily completed before the candidate takes up post. In 

some cases that may not be possible, however. It is therefore good practice to make appointments 
conditional on the satisfactory completion of the checks. 

 

6. Serious deliberate fraud or deception in connection with an application for employment may 
amount to a criminal offence (Obtaining Pecuniary Advantage by Deception). In such cases, 
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the employer should consider reporting the matter to the police. They should also be reported 
to the DfES Teachers Misconduct team, so that consideration can be given to barring the 
person concerned and adding his or her name to List 9  
 

 

 
 
 

Appendix 4 
 

 
APPOINTMENT OF HEAD TEACHERS/DEPUTY HEAD TEACHERS 

 
EXTRACT FROM SCHEDULE 17 

 
SECTION 60 (5) OF THE SCHOOL STANDARDS AND FRAMEWORK ACT (1998) 

 
This statement provides a key reference for Governors in relation to the appointment of staff to Catholic 
schools. The statement is reproduced below and sets out in a positive form that previously found in the 1944 
Act at Section 30. 
 
If the School is a Voluntary Aided School - Preference may be given, in connection with the 
appointment, remuneration or promotion of teachers at the school, to persons: 
 

(i) whose religious opinions are in accordance with the tenets of the religion or religious 
denomination specified in relation to the school under Section 69 (4), or 

 
(ii) who attend religious worship in accordance with those tenets or who give, or 

 
(iii) who are willing to give religious education at the school in accordance with those tenets. 

 
A) Regard may be had, in connection with the termination of the employment of any teacher at the school, 

to any conduct on his or her part which is incompatible with the precepts or with the upholding of the 
tenets, of the religion or religious denomination so specified. 

 
See also Memorandum on the Appointment of Teachers to Catholic school issued by the Department for 
Catholic Education by the Bishop of England and Wales.  
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APPENDIX 5 
 
 
 

Date as postmark  
 
 
 
Dear Colleague 

 
 Thank you for your interest in the post of (job title) at (name of school), one of our Diocesan schools. 
 
In the information prepared by the school you will have a copy of the Diocesan Equal Opportunities Statement 
adopted by the school.  You will also note that the appointment will be under the terms of the Catholic 
Education Service contract.  If you are not familiar with this contract, it can be found on the CES website at 
www.cesew.org.uk/271. 
 
The school’s Governing Body will offer the successful applicant a contract based on this CES model.  As a 
possible candidate you may be uncertain about the contract, either in relation to your personal circumstances 
or previous teaching experience, especially if you are not currently teaching in a Catholic school. 
 
The Diocese and the school’s governors are fully aware that everyone’s experience and circumstance is 
unique, and we do find that concerns can sometimes be resolved through a confidential prior discussion.  
Therefore we offer to all candidates the opportunity to discuss these issues in confidence, should they wish to 
do so.  Please feel free to contact the appropriate Diocesan Officer, in confidence, prior to making your 
application or at any time during the appointment process. 
 
Wishing you success with this application and with your professional career. 
 
 
 
Rita Price 
Director of Education 
 
 
 
Staff in the Education service may be contacted at – 
 
Diocesan Education Service 
Curial Offices 
Bishop’s House 
Sontley Road 
Wrexham 
LL137EW 
 
01978 262726 
 
 
 
 
 
 
 
 
 

 
 
 
 

http://www.cesew.org.uk/271
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APPENDIX 6 
 
 
 
 

Date as postmark 
 
 
 
 

 
 
 
Dear Colleague 
 

Position of Head Teacher at (insert name of school) 

 

On behalf of the Governing Body of (insert name of School) in (insert town) I am delighted to offer you the post of 

Head Teacher, effective from (insert date) 

 

The position is subject to the CES Head Teacher’s Contract of Employment which is included in this pack. 

Please will you sign and date this document and include a brief letter of acceptance of this post. 

 

I shall inform (insert local authority) Local Authority HR services, who will confirm details of your agreed starting 

salary point with you. 

 

(insert name of school) School is part of the Catholic Church’s educational provision reflected in the Trust Deed of 

the Diocese of Wrexham. We are glad of your willingness to serve the distinctive work of Catholic Education. 

 

On behalf of the Governors I offer you my sincere congratulations and thank you for your application for the 

post. We look forward to working with you and together, we are committed to working for the continuing 

success of the school. We hope that you will find this role happy and rewarding. 

 

 

Yours sincerely 
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FAITH AND CHARACTER REFERENCE FOR APPOINTMENT IN 
CATHOLIC VOLUNTARY AIDED  PRIMARY SCHOOL 

 
(This letter would be sent by the Priest/Clerk/Chair of Governors to the applicant’s parish priest) 

 
 

CONFIDENTIAL 
 

 
 
Applicant’s name:__________________________________________________ 
 
 
 
Post applied for and name of school:_____________________________________ 
 
 
___________________________________________________________________ 
 
 
 
 
Dear Reverend Father, 
 
___________________ has applied to this school for the above post and has given your name as a referee. I 
should be grateful if you would answer the points raised on the reference form to assist the governing body in 
their appointment. In the interests of fairness, the Governors have decided that only written responses will be 
accepted. 
 
Please ensure that the statement provided is reliable and based on a fair assessment of the candidate with full 
disclosure of all relevant matters.  
I enclose a copy of the job description and person specification for the post. I hope these will be helpful for the 
completion of the reference form .I am enclosing a stamped addresses envelope for your reply. 
 
The selection interviews will be held on  ___________________________.  

It would be helpful if you are able to let me have the information by __________________________. 

 
May I thank you in anticipation for your assistance in this matter. 
 
Yours sincerely 
 
 
 
 
 
 
Parish Priest/Chair of Governors/Clerk 
On behalf of the Governing Body 
 
 
 
 

 
 



 
Guidance for Governors on the Appointment of Staff to Catholic Schools.   

 

30 
 

 
 

FAITH AND CHARACTER REFERENCE FOR APPOINTMENT OF 
HEAD TEACHER/DEPUTY IN A CATHOLIC SCHOOL(delete as appropriate) 

 
CONFIDENTIAL 

 
Applicants name: ____________________________________________________________________ 
 
Address:   __________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
Present post and school: ______________________________________________________________ 
 
__________________________________________________________________________________ 
  
__________________________________________________________________________________ 
 
Post applied for and school:  ___________________________________________________________ 
 
__________________________________________________________________________________ 
 
The Governors are seeking to appoint a committed practising Catholic 
 
1. To your knowledge does this person attend Church and receive the sacraments regularly? 

 
  2. Are you able to comment on the candidate’s commitment to Catholic beliefs and practices? 
 
 
 
3. To your knowledge does this person show involvement or commitment to the parish and to the faith 
community?  
 
 
4. Is this person someone you would have confidence in to lead a Catholic school? 
 
 
 
5. What special attributes does the candidate bring? 
 
 
 
 
6. Are you able to recommend this person without reservation for this post? 
 
 
 
6. Any other comments 
 
 

Our sincere thanks for your attention 
 

Signed: ___________________________________________   Date: ______________________ 
 
Position: ________________________________________________________________________ 
 
Address:  ______________________________________________________________________ 
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PROFESSIONAL REFERENCE FOR HEAD TEACHER / DEPUTY HEAD TEACHER 
IN A CATHOLIC SCHOOL  

(delete as appropriate) 
 

Reference for: 
 

Name:_______________   _________________             Post: _______  ______________________ 
 

at  _______________               ____________________________  _______________ School 
 

Provided by: __________________________                 Position: 
___________________________ 
  Please print: 
 

School/LA/organisation/University etc.: 
 

Section 1 
 
       1.  Dates of employment with you 

From: ______________       ___________ To:  _______                 _______________________ 
 
       2.  How long have you known this person if different from above? 

 
_______________________________________________________________________    ___ _  
 

       3.  In what capacity/relationship? 
 

_______________________________________________________________________    ___ _  
 

Section 2 
 

1. Has the person had recurrent or prolonged sickness absence pattern during their current employment 
which has caused concern?                                                               YES/NO    (please circle) 

  Please provide details: 
_______________________________________________________________________    ___ _  
 
_______________________________________________________________________    ___ _  

 

2. Have you had cause for concern about this person’s time keeping?        YES/NO     (please circle) 

  If yes please provide details, 
________________________________________________________________    _____    ___ _  
 
_______________________________________________________________________    ___ _  

3. Have you or your colleagues ever had cause for concern about this person’s behaviour or judgement? 
                                                                                                                    YES/NO     (please circle) 
 If yes, please give details 

_______________________________________________________________________    ___ _  
 
_______________________________________________________________________    ___ _  

4. Does this person have any unexpired disciplinary warnings?                   YES/NO     (please circle) 
 If yes please give details 
 

_______________________________________________________________________    ___ _  
 
_______________________________________________________________________    ___ _  
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5. Would you consider this person to be a strong candidate for a similar post in your 
school/LA/organisation?                                                                        YES/NO  (please circle) 

 If yes, please give details 
_______________________________________________________________________    ___ _  
 
_______________________________________________________________________    ___ _  

 
Section 3 
 
You are asked to provide information as to the suitability of this person for the post by identifying strengths 
and weaknesses as related to the requirements set out in the person specification and given below. 
 
1. Understanding of the essential principles of leadership in a Catholic school. 

 
_______________________________________________________________________    ___ _  
 
_______________________________________________________________________    ___ _  
 

2. Evidence of effective teaching/learning. 
 

_______________________________________________________________________    ___ _  
 
_______________________________________________________________________    ___ _  

3. Effectiveness in leading and managing staff. 
 

_______________________________________________________________________    ___ _  
 
_______________________________________________________________________    ___ _  

 
4. Contribution to the strategic direction and development of the school. 

 
_______________________________________________________________________    ___ _  
 
_______________________________________________________________________    ___ _  

5. Experience in the efficient and effective use of staff and resources. 
 

_______________________________________________________________________    ___ _  
 
_______________________________________________________________________    ___ _  

6. Acceptance of the principles of personal and professional accountability. 
 
_______________________________________________________________________    ___ _  
 
_______________________________________________________________________    ___ _  
 

7. Ability to communicate clearly, effectively and appropriately with pupils, parents and colleagues at all  
levels, both orally and in writing. 

 
______________________________________________________________________    ___ _  
 
_______________________________________________________________________    ___ _  

8. Ability to plan effectively, identify and achieve goals. 
 

_______________________________________________________________________    ___ _  
 
_______________________________________________________________________    ___ _  

9. Evidence of effective organisation/management. 
 

_______________________________________________________________________    ___ _  
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_______________________________________________________________________    ___ _  

 
10. Ability to motivate pupils and staff.  

 
_______________________________________________________________________    ___ _  
 

Useful Contacts 
 
 
 
Catholic Certificate of Religious Studies 
Course Coordinator and Administrator. 
 
Via the Diocese of Wrexham 
 
 
List 99 & Criminal Record Checks 
 
Mrs M McLennan, 
Teachers Misconduct Team, 
DCSF, 
Mowden Hall, 
Darlington, 
DL3 9BG 
TEL: 01325 392114 
FAX: 01325 392178 
 
 
Qualified Teacher Status 
 
Miss R. Copeland, 
Teachers Qualification Team, 
DCSF, 
Mowden Hall, 
Darlington, 
DL3 9BG 
TEL: 01325 392120 
FAX: 01325 392107 
 
 
 
DBS: Safeguarding Check 
 
 
 


