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Headteacher Application Pack 
 

Walking in the footsteps of Jesus, loving and serving together.  

St	Joseph’s	Catholic	Primary	School	
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Dear Candidate,  
 
Thank you for your interest in the post of Headteacher at St Joseph’s Catholic Primary 
School, Malmesbury. The pupils, staff and Governors are immensely proud of our school; it 
is a loving, nurturing and exciting learning environment where every child is special. 
 
St Joseph’s is situated in the historic town of Malmesbury, once the capital of England. The 
school is tucked away behind town walls and the beauty of its setting can only be 
appreciated once inside. We were lucky enough to be able to take over the lease on part of 
the town’s river valley from the Diocese of Clifton some years ago and this area has now 
become a key focal point for our children. The valley provides a lush, green, stimulating 
learning environment for core subjects, Forest School, gardening club and sport. A family of 
otters, kingfishers and herons just complete the magical setting. 
 
The Governors are extremely proud of the school’s success in promoting a culture of 
celebration of achievement in all areas, providing a loving and inclusive environment for 
every child. We have achieved consistently good results across both Key Stages. In 2016 
and 2017 we received letters of recognition from Nick Gibb at the DFE for achieving phonics 
results in the top 8% of schools nationally. Our results in 2018 placed us in the top 5% of 
schools nationally. 
 
A hidden leafy path that the children use daily between St Aldhelm’s Catholic Church and 
the school emphasises what a crucial link there is between the parish and the school. Many 
generations of families in the parish and in the town of Malmesbury have attended our 
school. The close liaison between clergy, staff and pupils is an important part of our school 
and parish lives. 
 
There is great affection for St Joseph’s in the town and the exemplary behaviour of our 
children is often commented upon. The children take great pride in themselves and in their 
fellow pupils across all the age groups. Every child is warmly welcomed regardless of beliefs 
or background. 
 
A key strength of St Joseph’s is the school’s Parents and Friends Association. Their 
dedication, sheer hard work and commitment to enriching the lives of every child at the 
school is remarkable. Every year they raise a significant amount of money. These valuable 
funds have enabled the school to further develop areas in the river valley for our much-loved 
Forest School, to plant and grow a ‘willow house’ and encourage a very proactive gardening 
club, which took second place in the ‘Malmesbury in Bloom’ competition last year.  
 
We, the community of St Joseph’s, are looking for our new Headteacher to be an 
inspirational leader; passionate about children's learning and possessing a rich knowledge of 
current teaching and learning best practice. They will be an effective communicator, 
someone who leads by example and believes that every child can succeed. They will 
encourage and develop our dedicated and enthusiastic team of staff to achieve even greater 
things.  
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There is much more information on the St Joseph’s Catholic Primary School website 
http://www.st-josephs-malmesbury.wilts.sch.uk/ and our Facebook page, 
https://www.facebook.com/St-Josephs-Catholic-Primary-School-Malmesbury-
728715633870238/ both of which are regularly updated. 
 
We warmly invite you to visit St Joseph’s to fully appreciate the atmosphere of care and 
consideration for all, particularly amongst the pupils, the excitement for learning and the 
sheer joy of life in general. Please contact Mrs Elaine Pearce, the School Business 
Manager, on 01666 822331 or admin@st-josephs-malmesbury.wilts.sch.uk to arrange a 
visit. 
 
Please detail in your application how you meet the person specification set out in this 
recruitment pack and how you intend to accomplish the key tasks detailed. Further 
information can be found on our school website, which will provide links to our latest Ofsted 
report, Section 48 Validation and 2018 data.  
 
Thank you for your interest, we look forward to welcoming you to St Joseph’s. 
 
Yours faithfully, 
 

 
Nuala Oughton 
Chair of Governors  
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An Introduction to St Joseph’s Catholic Primary School 
 

St Joseph’s Catholic Primary School is a warm and welcoming school situated in the 
beautiful and historic town of Malmesbury. We were inspected by OFSTED in 2017 and 
maintained our status as a ‘Good’ school. Clifton Diocese completed our Section 48 
inspection in July 2018 and also judged us to be ‘Good’. We work closely with six other 
Catholic schools and together we have formed the ‘Samuel Partnership’. 
 
The focus of our school is to provide a broad, exciting and challenging education for all 
within the context of the Catholic faith, as a foundation for everything. The school is strongly 
supported by an experienced and committed Governing Body whose members are actively 
engaged in the work of the school and know the school well. 
 
Underpinning our mission statement, we develop our Christian values of responsibility, 
courage, determination, compassion, tolerance and mutual respect. We aim for our school 
community to demonstrate and live out our values in all that we do. 
 
The link between the school and our parish church of St Aldhelm’s, positioned right in the 
middle of our town, is of vital importance to the school, parish and community alike. Our 
town is small but charming, and our parish and school are physically close. The special bond 
between school and parish is highlighted in our regular school and class Masses in the 
church and in school. They are a perfect chance for the children to interact with parishioners, 
sing beautifully and participate in the liturgy. First Holy Communion and the May Procession 
are also key events in our calendar, which bring us together celebrating as a community. 
Parishioners are particularly supportive of fundraising and social events in the school; the 
annual Bazaar and Summer Fete are two of the highlights. 
 
St Joseph’s recognises the importance of fostering a committed home-school partnership. 
We understand that parents know their child better than anyone and so we actively 
encourage regular communication and contact between home and school through regular 
open classrooms, consultation meetings and curriculum information meetings. 
 
The school has a thriving and dedicated Parents and Friends Association. Every year they 
raise an incredible amount of money for such a small school, through the Summer Fete, 
Christmas Bazaar, regular Quiz nights and Auctions of Promises to name but a few. 
Recently their fundraising has paid for a refurbishment of the library, equipment for the 
playground, lunchtime gardening club and our highly popular Forest School. They also host 
regular enriching activities for the children and fund exciting whole-school trips. 
 
Our pupils are at the heart of everything we do and, as such, are active partners in the 
running of the school. The School Council and Chaplaincy Team play a key role in this 
partnership and they are comfortable and confident in voicing their opinions and presenting 
the thoughts of others. We are very proud to be able to say that St Joseph’s has a reputation 
for producing impeccably well behaved, caring and enthusiastic children both in our town 
and as they move on to secondary school. 
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Our pupils would like their new Headteacher to be… 

 
	

	

	

	

	

	 	

	

	

	

	

	

	

	

	

	

	

	

	 	

	

	

	

	

  

happy	
good	fun	but	
firm	too!	

to	know	every	
pupil	and	what	

their	
achievements	are	

enthusiastic	and	
organised	

a	kind	and	
caring	person	

always	

understanding	
and	nice	

interested	in	
our	parish	and	
community	

pleased	to	see	us	
in	the	morning,	
especially	at	the	
walking	bus	
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Headteacher: St Joseph’s Catholic Primary School, 
Malmesbury 

 
Job Description  
 
Introduction  
 
The Headteacher is employed by the Governing Body and is required to carry out his/her 
professional duties in accordance with the Clifton Diocese By Laws for Voluntary Aided 
Schools and Colleges, the Instrument of Government and the teachings of the Catholic 
Church. Terms and conditions of the current School Teachers’ Pay and Conditions 
Document and relevant employment Legislations must also be observed. The National 
Standards of Excellence for Headteachers (2015) document is referenced in the Person 
Specification.  
 
The Contract of Employment between the Governing Body and the Headteacher will be the 
current Contract of Employment for a Headteacher issued by the Catholic Education 
Service. 
 
The Job Description can be amended at any time, following consultation between the 
Headteacher and the Governing Body and will be reviewed annually.  
 
Core Purpose  
 
The core purpose of the Headteacher is to provide professional leadership and management 
for the school, rooted firmly in the mission of the Church. This will provide a secure 
foundation from which all pupils achieve high standards and develop all aspects of their 
education; the religious, the spiritual, the moral as well as the academic. The Headteacher is 
required to promote a culture that upholds excellence, equality and high expectations for all 
pupils, staff and volunteers.  
 
The Headteacher must ensure that the school promotes and safeguards the welfare of all 
children, enabling every child to be healthy, stay safe, enjoy learning and to achieve their 
goals. 
 
The Headteacher must ensure that school meets all statutory requirements.  
 
Areas of Responsibility  
 
1. Shaping the future  
 
The strategic direction and development of the school stem from the educational mission of 
the Church. The Headteacher will ensure that his/her leadership demonstrates commitment 
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to promoting and developing the school’s distinctive Catholic identity through the drive for 
excellence in all areas. In partnership with the Governing Body the Headteacher will:  
 

a. Articulate a clear vision for St Joseph’s, which reflects the school’s distinctive 
Catholic character and ethos;  

b. Establish and implement a strategic plan, which ensures that every child achieves 
high standards and develops in all aspects of their education.  

c. Establish a programme of worship and liturgy in accordance with the rites and 
practices of the Catholic Church;  

d. Monitor and evaluate the effectiveness of St Joseph’s in realising its mission as a 
Catholic School.  

 
2. Leading learning and teaching 
 
The Headteacher effectively manages high quality teaching and learning by:  
 

a. Establishing a vibrant learning environment where every pupil is enabled to achieve 
his/her full potential through the use of personalised learning;  

b. Ensuring that the behaviour of pupils is exemplary, which supports effective teaching 
and learning, spiritual and moral growth and personal development;  

c. Reinforcing the vital partnership with parents to support pupils’ learning and 
achievement;  

d. Determining, organising and implementing a broad, exciting and balanced curriculum 
with equality of access, within the context of the National Curriculum and the Catholic 
Church;  

e. Ensuring that religious, spiritual, personal, social and health and citizenship 
education are in accordance with the teachings and doctrine of the Catholic Church;  

f. Establishing appropriate schemes of assessment to track pupil progress;  
g. Establishing effective systems for monitoring and evaluating teaching of the 

curriculum and its assessment.  
h. Establishing effective systems for monitoring and evaluating children’s teaching and 

learning.  
 
3. Developing self and working with others  
 
The Headteacher enables staff to develop their potential and achieve high standards by:  
 

a. Actively continuing his/her own professional development in order to be well 
equipped to deal with the increasingly complex roles of leadership within the school 
community;  

b. Ensuring that all new staff are successfully inducted into the school and are able to 
develop a sound understanding of the nature and purpose of the school as a Catholic 
community;  

c. Providing staff with a role model for continuing professional development;  
d. Building professional relationships with all staff by encouraging CPD individually and 

within the staff team, to enable best practice;  
e. Implementing effective systems of performance management, which will support staff 

development.  
 
4. Leading and managing the organisation  
 
The Headteacher provides effective organisation and management in the best interests of St 
Joseph’s by: 
 

a. Maintaining good procedures for an effective safeguarding culture.  
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b. Setting appropriate priorities for expenditure, allocating funds and ensuring financial 
control, in conjunction with the Governing Body;  

c. Taking a proactive, hands-on approach as required in managing all aspects of the 
school’s operations;  

d. Ensuring best value in deployment and use of human, financial and material 
resources to secure the highest quality of education for all pupils;  

e. Managing facilities to ensure that it meets the needs of pupils, the curriculum and 
Health and Safety Regulations;  

f. Working with Governors and senior colleagues to recruit, induct and develop high-
quality staff;  

g. Regularly evaluating the allocation of roles, responsibilities, finance and resources to 
ensure these underpin the best possible learning environment and highest standards 
of teaching.  

 
5. Securing accountability  
 
The Headteacher is accountable for the school and its work to a range of stakeholders, 
particularly pupils, parents, carers, the Diocese and the Local Authority, and is accountable 
legally and contractually to the Governing Body. He/she exercises this accountability by:  
 

a. Using school self-evaluation processes to report on the school’s performance and 
development to OFSTED and the Diocese, and to inform future school improvement 
planning;  

b. Providing information, advice and support to the Governing Body in meeting its 
responsibilities for the Catholic character of the school, effective teaching and 
learning, standards of achievement, efficiency and value for money;  

c. Keeping parents and pupils informed about the curriculum, attainment and progress 
and school improvement plans;  

d. Liaising, in the best interests of pupils, with support services and other agencies.  
 
6. Strengthening community  
 
The Headteacher ensures that the school engages with the Catholic community and the 
wider local community by: 
 

a. Establishing a strong working relationship between the local Catholic Parish and the 
school with the celebration of the Eucharist at the heart of this relationship;  

b. Developing an effective partnership with parents and carers, to support pupils’ 
development in all aspects of their school life;  

c. Collaborating with cluster and partnership schools to share expertise and bring mutual 
benefits for all.  
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Person Specification 
	

Criterion Essential Desirable 
 

The Catholic 
dimension  

 

• A practising Catholic with a sound 
understanding of the distinctive ethos 
and vision of a Catholic school.  

• An understanding of the leadership 
role of the Headteacher in the 
Catholic school community. 

 

• Experience of teaching 
in a Catholic school.  

 

 

Qualifications  
 

• Qualified Teacher Status.  
• Evidence of CPD including 

safeguarding or a willingness to 
undertake safeguarding training. 

 

  

• CCRS or its equivalent. 
• Completed or due to 

complete NPQH or 
equivalent. 

 

Experience  
 

 

• Experience of acting as an effective 
senior leader in a primary school.  

• Evidence of experience as a skilled, 
enthusiastic classroom practitioner. 

• Knowledge of effective strategies for 
teaching pupils with SEN. 

• A proven track record of leading a 
variety of effective school-based 
initiatives.  

• Teaching experience across the year 
groups and Key Stages. 

• Able to analyse and interpret school 
data effectively and implement key 
actions for improvement. 

• Evidence of having used self-
evaluation processes effectively to 
improve standards. 

• Able to demonstrate clear 
competence in the management of a 
budget.  
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Criterion Essential Desirable 
 

Shaping the future  
 

• A clear vision of the modern Catholic 
primary school and the ability to 
communicate this effectively with the 
entire school community.  

• Ability and confidence to lead, inspire 
and motivate staff and pupils.  

• Recognition of the importance of the 
collaboration with parents and carers 
in all areas of school life.  

• An understanding of the key role 
played by the Governing Body and 
the ability to work in partnership with 
Governors.  

• Be outward facing and help shape 
the future of the existing Catholic 
partnership. 

 

 

• Experience of working 
within a cluster. 

 

Teaching and learning  
 

 

• Knowledge of the requirements of 
the religious education curriculum in 
Catholic schools and its assessment.  

• Significant understanding of the 
requirements of the National 
Curriculum and its assessment.  

• Knowledge of a wide range of current 
teaching and learning strategies 
successful in meeting the needs of 
all pupils.  

• Knowledge and understanding of 
current methods of primary 
assessment and how it can be used 
to inform future learning.  

• Proven track record of monitoring 
and evaluating the quality of teaching 
and learning to improve outcomes for 
all pupils.  

• A recognition of the importance of 
encouraging lifelong learning. 

 

 

• Experience of teaching 
religious education in a 
Catholic primary 
school.  
  
 

 

Developing self and 
working with others  
 

 

• Evidence of continuing personal 
professional development in 
leadership, management and 
teaching and learning.  

• Experience of performance 
management to support and 
challenge staff.  

• Ability to set clear expectations and 
lead by example.  

• Experience of organising or leading 
professional development sessions. 
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Criterion Essential Desirable 
 

Leading and 
managing the 
organisation  
 

 

• Experience of managing change and 
motivating staff to effect school 
improvement.  

• Excellent communication skills, both 
verbal and written. 

• Experience of leading and 
developing staff teams.  

• Ability to delegate to teams and 
individuals.  

• Understanding of the uses of ICT as 
a management tool. 

• Understanding of recruitment, 
appointment and induction 
procedures.  

• Knowledge of school budget 
planning, implementation and 
monitoring.  
 

 

• Experience of working 
with Governors to help 
fulfil their 
responsibilities.  

• Experience in the 
recruitment, 
appointment and 
induction of staff. 
 

 

Securing 
accountability  
 

 

• Understanding of safeguarding 
procedures and ability to promote 
and safeguard the welfare of all 
pupils.  

• Experience of using accurate self-
evaluation and performance 
management to inform strategic 
school improvement.  

• Ability to communicate effectively, 
verbally and in writing, to a range of 
audiences; providing clear 
information accounting for the 
school’s performance.  

 

 

• Experience of 
presenting reports to 
Governors and working 
with them to 
communicate with 
stakeholders.  

• Understanding the 
criteria for evaluation of 
all aspects of the 
Catholic school.  
 

 

Strengthening 
community  
 

 

• Understanding of the school’s role in 
the parish, the local community and 
the wider Diocesan community.  

• Experience of working with other 
schools and other agencies.  

• Understanding the contribution the 
Catholic school can make to prepare 
children for life in modern Britain. 

 

 

 

	  



	 13	

 
 

Application Process 
 

Candidates are asked to complete all the standard information required on the Senior 
Leadership Application Form available from the Catholic Education Service website: 
http://www.catholiceducation.org.uk/recruitment-process/item/1000042-application-forms 
Candidates are requested to submit a supporting statement, exemplifying the person 
specification and addressing all the criteria identified in the selection criteria. Please ensure 
that your statement is written in Arial Font, size 11. 
 
Please explain any gaps in your employment/education history and reasons for these gaps, 
continuing onto an additional page if necessary. 

Candidates are advised that when completing the references section on the application form 
to please ensure that: 
 

• Your first reference is your current, or most recent, employer; 
• Your second reference should come from your Parish Priest; 

 
Governors will consider a relocation package for the right candidate. 

 
Candidates must ensure that, if they are successful at interview, they are able to provide 
evidence of their Right to Work and Remain in the UK. We are fully committed to following all 
safeguarding procedures. The school is not able to employ any person who cannot validate 
Right to work and Remain in the UK in line with the Asylum, Immigration and Nationality Act 
2000. 
 
Potential candidates are encouraged to visit the school prior to making an application. If you 
would like further information, a confidential discussion, or to arrange a school visit, please 
contact the School Business Manager, Elaine Pearce, on: 
Email: admin@st-josephs-malmesbury.wilts.sch.uk 
Telephone: 01666 822331 
 
All applications are to be emailed to clerk@st-josephs-malmesbury.wilts.sch.uk or sent to St 
Joseph’s Catholic Primary School, Holloway, Malmesbury, Wiltshire, SN16 9BB no later than 
12 noon on Friday 8 March 2019. 
 
Shortlisting date: Monday 11 March 2019 
Interview dates: Monday 25 March 2019 
 
The school is committed to safeguarding and promoting the welfare of children and young 
people and expect all staff and volunteers to share this commitment. 
 
This position is subject to criminal records check from the Disclosure & Barring Service, 
which will require you to disclose all criminal convictions. 
 
We greatly look forward to receiving your application. 


