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Appointment of Headteacher 
 

School The Cathedral Church of England Voluntary Aided 

Primary School 

Telephone 01245 354459 

Website www.cathedralschool.co.uk  

School Group Size Group 3 NOR 319 

Salary Range L11 to L24  £60,488 – £82,258 

Start Date September 2024 

 
Selection Arrangements - The Process 

 

Thank you for your interest in the post of Headteacher at The Cathedral Church of 
England Voluntary Aided Primary School. 
 

Please apply for this post on-line, as feedback from colleagues and candidates for other 
roles have told us that using the Essex schools’ website to apply for posts that they are 
interested in is easy and fast.  You can access the website from any device, complete and 

save your application in full confidence that it cannot be seen or accessed until you finish 
your application form and press the ‘Apply’ button.   
 

When you apply online the school’s Recruitment Team will be sent an email automatically 
and you will receive an email via the system confirming that your application has been 
received. 

Applying on-line is straightforward and the first step is to create your own profile, please 
follow the instructions below to apply for this post: 

• Click here to register and create a profile 

• When you have created your profile, please click the ‘Apply’ button at the foot of 
the online advertisement and complete your details. 

•  
Prior to appointment, the successful candidate will need Occupational Health medical 

clearance which will be arranged by the school. 
 
A childcare disqualification form and a SD2 criminal convictions will need to be completed 

and returned to us at the shortlisting stage and these forms will be provided. 
 
We look forward to receiving your application; please do not hesitate to contact Liz 

Whitelock on 03330130777 if you have any queries. 
 
Closing date: Sunday 14 April 2024 (midday) 

Interview date: Monday 22 April 2024 
 
 

Please be aware that as the applicant you are responsible for ensuring that your 
application reaches us before the stated closing date, as late applications may not be 
accepted. 

 
 

http://www.cathedralschool.co.uk/
https://www.essexschoolsjobs.co.uk/Registration/Default.aspx


 

 

Referees 

 
In order to comply with the guidance on safer recruitment, you are requested to provide 
referees in line with the following guidance: 

 
➢ Existing Headteachers or Acting Headteachers currently employed in a community or 

voluntary controlled school are required to provide: 

 
▪ One reference from the Chair of Governors of their current school 
▪ One reference from the Authority 

▪ One reference from their previous employer if employed by them within the last 
five years. 

 

➢ Existing Headteachers or Acting Headteachers currently employed in an academy, 
foundation or voluntary aided school are required to provide:  

 

▪ One reference from the Chair of Governors/Chair of Trustees of their current school  
▪ One reference from their previous employer if employed by them within the last 5 

years, otherwise one from another professional.  

 
➢ Existing Deputy Headteachers and others currently employed in any school or 

academy, are required to provide: 

 
▪ One reference from their current headteacher 
▪ One reference from their previous employer if employed by them within the last 5 

years, otherwise one from another professional. 
 
 

 
 
 

 
 
 
 
 
 
 
 

  



 

 

 
 

Head Teacher: Mrs L Wiskin 
Victoria Road, Chelmsford, Essex, CM1 1PA Tel: 01245 354459 Fax: 01245 348991 

office@cathedralschool.essex.sch.uk www.cathedralschool.essex.sch.uk 
 

 March 2024 
Dear Prospective Candidate,  

 
Thank you for expressing your interest in The Cathedral Church of England Voluntary Aided Primary 
School. I am delighted that you are contemplating the opportunity to lead us into the next phase of 
our development. Our school takes great pride in its accomplishments, particularly in fostering a 
nurturing environment for the wonderful children in our care. As our current Headteacher retires 
after nearly a decade with the school, we are now seeking an inspirational leader to guide us 
forward. 

 

Several aspects distinguish our school and make it special. Our strong Christian values form the 
foundation of our commitment to caring for and nurturing each individual as a unique and precious 
person. We are dedicated to ensuring that every child can experience the fullness of life, growing 
into happy, secure, and compassionate adults. 

 

Our curriculum is a source of pride for us, as it enables children to find joy in learning, motivating 
them to become successful and engaged young learners. We believe in making the learning journey 
an exciting adventure of discovery, celebrating the progress of our pupils, and encouraging them to 
share in that joy. 

 

The school currently enjoys a favorable position with strong pupil outcomes, as evidenced by our 
most recent Ofsted inspection. Our budget is stable, although we acknowledge the challenges 
common to all schools. The school's staff are a dedicated and supportive team, and our Governing 
Body collaborates closely with the Headteacher and leadership team to ensure ongoing progress. 

 

We are now seeking an experienced teacher to assume the role of the school’s next leader. If you 
believe your qualifications and experience align with our requirements, we would be delighted to 
receive your application. 

 

We eagerly anticipate hearing from you. 

 

Best Wishes,  

 

James Tyrrell 

Interim Chair of Governors 

 
 



 

 

The Cathedral School Headteacher Job Description 

 

 

Post Title: Headteacher 

Salary/Grade: Leadership Group 2 within the range L8 – L21 

Schools: The Cathedral Church of England Voluntary Aided Primary School 

The post holder will be committed to the role of Headteacher of The Cathedral Church of England 

Voluntary Aided Primary School. This will entail managing time and having significant profile in school 

in order to carry out the duties outlined in this job description, which are in addition to those covered 

by the latest School Teachers' Pay and Conditions Document. It may be modified by the Governing 

Body, in consultation with you, to reflect or anticipate changes in the job, commensurate with the 

salary and job title. 

Character of the 

School: 

As the Headteacher of The Cathedral Church of England Voluntary Aided Primary 

School you are required to have regard to their Christian character and historic 

Foundation and to actively work to promote and strengthen this. To pursue the 

vision and values of the school and the Church of England Vision for Education 

as developed and maintained in each school community which will aim to be 

“deeply Christian, serving the common good”.  You are required to provide 

religious education in accordance with the doctrines of the Church of England 

and the Trust Deed of the School. You are required to take lead and take part in 

regular acts of collective worship of a broadly, mainly Christian character.   

Responsible for: To be responsible for the professional leadership and management of the 

school. This will promote a secure foundation from which to achieve high 

standards in all areas of the school’s work. To gain this success he or she must 

establish high quality education by effectively managing teaching and learning. 

He or she must create an environment fostering excellence, equality, and high 

expectations for every student, ensuring they embark on a journey to embrace 

the fullness of life and strive to the overarching school vision of becoming 

confident, compassionate, and successful individuals. 

Reports to: Governing Body 

Liaison with: Cathedral and External Agencies 

Purpose: 

 

The Headteacher, who is accountable to the Governing Body, will ensure the 

school has a Christian ethos, provide vision and leadership for the school, 

ensuring that it is managed and organised to meet its aims and targets.  

The Headteacher will be committed to safeguarding and the welfare of all pupils, 

in a nurturing and inclusive environment, where discipline and good behaviour 

underpin the school vision for pupils to participate, learn, enjoy and achieve.  

The post holder will be an inspirational and dynamic leader with the vision, drive 

and passion to build upon school strengths and high expectations, and lead the 

school to the next phase of development. In order to achieve this purpose, seven 

key areas of responsibility have been identified (see below for detail): 

Key Areas of 

Responsibility: 

1. Leadership in shaping the future  

2. Leading learning and teaching  

3. Developing self and working with others  

4. Leading and managing 



 

 

5. Securing accountability  

6. Strengthening community  

7. Safeguarding 

Duties Leadership in Shaping the Future 

 

The Headteacher, working with the Governing Body, Cathedral, staff, pupils, and 

parents, is expected to draw on the person, life and teachings of Jesus Christ to 

create a shared vision and strategic plan, which inspires and motivates pupils, 

staff and all other members of the community. The vision should explore Gospel 

values, core educational values and moral purpose and be inclusive of 

stakeholders’ values and beliefs.  

 

The strategic planning process is critical to sustaining school improvement and 

ensuring that the school moves forward for the benefit of its pupils. 

 

o To ensure that the RE programme is given full regard both in terms of 

classroom religious education and the overall programme of the school. 

o To lead by example, providing inspiration and motivation for pupils, staff, 

Governors and parents, demonstrating the vision and values in everyday 

work and practice in order to create a shared culture and positive climate in 

pursuit of excellence. 

o To work within the school community to translate the vision into agreed 

objectives and operational plans which promote and sustain school 

improvement, establishing a reputation of excellence.  

o To assist in creating and implementing a strategic plan, underpinned by 

sound financial planning, which aims for school improvement by 

identifying priorities and targets for ensuring that pupils achieve high 

standards and make good progress. 

o To develop and maintain the educational partnership currently existing 

between the school and parents, Governing Body, Cathedral, Diocese, the 

Local Authority, the local community, and other agencies including the 

health authority and social services. 

 

Leading Learning and Teaching 

 

In a Church of England school, the search for excellence is expressed in learning 

and teaching, which responds to the needs and aspirations of its pupils and 

acknowledges their individual worth as children of God. The headteacher, 

supported by the Governing Body has a central responsibility for ensuring the 

quality of teaching and learning and pupil achievement. This implies enabling 

pupils to achieve their God-given potential, setting high expectations and 

monitoring and evaluating the effectiveness of learning outcomes. A successful 

learning culture will enable pupils to become effective, enthusiastic, 

independent learners, committed to life-long learning. 

 

o To create and maintain an environment which promotes and secures 

creative, responsive and effective approaches to learning and teaching, 

high expectations, high standards of achievement and good behaviour. 



 

 

o To determine, organise and provide equal access to a diverse, flexible and 

relevant curriculum which values and challenges all children, including 

those with Special Educational Needs and English as an additional 

language, and to ensure that appropriate provision is made for the more 

able pupils. 

o To establish and maintain effective systems of planning, assessment for 

learning, recording and reporting, using data and national benchmarks to 

monitor progress in every child’s learning. 

o To monitor and evaluate curricular provision, regularly review classroom 

practice and the achievement of all pupils in order to set and meet 

challenging, realistic targets for improvement. 

o To manage regular reviews of all aspects of the curriculum, to initiate and 

encourage new and effective ideas, taking a strategic role in the 

development of emerging technologies to enhance and extend the 

learning experience of all pupils. 

o To encourage curriculum links through learning networks with other 

schools in the local area. 

o To cooperatively work with the local secondary school(s). 

 

Developing Self and Working with Others 

 

To establish effective relationships and communication in order to build a 

professional learning community, enabling others to achieve within their roles. 

In a Church of England school, the role of Headteacher is one of leadership of a 

learning community rooted in faith. The Headteacher’s leadership should take 

Christ as its inspiration. The Headteacher’s management of staff should 

demonstrate an awareness of their unique contribution as individuals, valued 

and loved by God. The Headteacher must manage themselves and their 

relationships well and will build a professional learning community, which 

enables others to achieve their potential as a child of God. Through performance 

management and effective continuing professional development practice, the 

Headteacher supports all staff to achieve high standards. To equip themselves 

with the capacity to deal with the complexity of the role and range of leadership 

skills and actions required of them, the Headteacher should be committed to 

their own continuing professional development. 

 

o To give a clear lead to all staff in the development and the continuing 

formation of the school’s Church of England identity. 

o To create a positive and collaborative learning culture within the school by 

treating people fairly, equitably and with dignity and respect. 

o To plan, allocate, support and evaluate work undertaken by groups, teams 

and individuals, ensuring that there is a clear delegation of tasks and 

devolution of responsibilities. 

o To implement and sustain systems for the effective management of all staff 

performance, incorporating targets for future development. 

o To motivate and enable teachers and support staff to develop expertise in 

their respective roles through a wide range of high-quality induction and 

continuing professional development opportunities in the context of the 

school’s agreed improvement priorities. 



 

 

o To positively engage with the Governing Body in the headteacher 

performance management process, and regularly review own practice, set 

personal targets and take responsibility for own personal development. 

o To manage own workload and that of others to allow for an appropriate 

work/life balance. 

o To comply with individual responsibilities, in accordance with the role, for 

health and safety in the workplace. 

o Ensure that all duties and services provided are in accordance with the 

School’s Equal Opportunities Policy. 

 

Leading and Managing 

 

To provide effective organisation, leadership and management of the school in 

order to maintain an efficient, effective and safe learning environment: 

 

o To create an organisational structure which reflects the school’s values, 

enabling the management systems, structures and processes to work 

effectively in line with legal requirements. 

o To produce clear, evidence-based improvement plans and policies for the 

development of the school and its facilities. 

o To work with the Governing Body, the Senior Leadership Team and senior 

colleagues to recruit, retain and deploy staff appropriately, managing their 

workload to achieve the vision and goals of the schools. 

o To manage and organise the accommodation effectively and efficiently to 

ensure that it meets the needs of the curriculum and health and safety 

regulations. 

o To promote an attractive environment which stimulates learning and 

enhances the appearance of the school. 

o To manage, monitor and review the range, quality, quantity and use of all 

available resources in order to improve the quality of education, improve 

pupils’ achievements, ensure efficiency and secure value for money. 

o To act as Senior Information Risk Owner (SIRO) for GDPR. 

 

Securing Accountability 

 

The school is accountable for ensuring that pupils enjoy and benefit from a high-

quality education, promoting collective responsibility across the school 

community.  

 

o Provide high-quality information, objective advice and support to the Local 

Schools Board to enable it to meet its responsibilities for monitoring and 

securing school improvement and standards of achievement and for 

achieving efficiency and value for money. 

o To create and develop a school ethos which enables everyone to work 

collaboratively, share knowledge and understanding, celebrate success and 

accept responsibility for the outcomes. 

o To ensure individual staff accountabilities are clearly defined, understood 

and agreed and are subject to regular review and evaluation. 



 

 

o To present regular, coherent and accurate accounts of the school’s 

performance in a form appropriate to a range of audiences, including the 

Governing Body, the local community, OFSTED, SIAMS and others, to 

enable them to play their part effectively. 

o To reflect on personal contribution to school achievement and take 

account of feedback from others. 

 

To ensure that parents/carers and pupils are well informed about the curriculum, 

the attainment and the progress of pupils. Further, that parents/carers are able 

to understand realistic and challenging targets for improvements and how they 

might make a contribution toward achieving them. 

Strengthening Community 

 

To work collaboratively at both strategic and operational levels with all 

connected with the school communities, for the well-being of all children. 

 

o To recognise that the school is part of the Church locally and seek to 

promote the partnership between the parish, home, Diocese of Chelmsford, 

and each school. 

o To promote and support the positive benefits of living within a culturally 

and ethnically diverse society, building a school culture and curriculum that 

takes account of the richness and diversity of the school’s communities. 

o To create and promote positive strategies for challenging prejudice and 

dealing with bullying and racial harassment. 

o To ensure that learning experiences for pupils are linked into opportunities 

provided in the wider community. 

o To create and maintain a positive and effective relationship linking home 

and school in a supportive, working partnership to encourage and improve 

pupils’ achievement and personal development. 

o To seek opportunities to invite parents and carers, community figures, 

businesses and other organisations into school to enhance and enrich the 

school and its value to the wider community. 

 

Safeguarding 

 

The Cathedral Church of England Voluntary Aided Primary School is committed 

to safeguarding and promoting the welfare of children and young persons at all 

times.  The Headteacher will be responsible for promoting and safeguarding the 

welfare of all children for whom he/she is responsible, or with whom he/she 

comes into contact, in accordance with the Safeguarding policies.  

The Headteacher will undergo designated person child protection training and 

be responsible for child protection and safeguarding and become the 

safeguarding and child protection lead for the school. 

 

 

 
 



 

 

 
 

The Cathedral School Person Specification 

 

Requirement Essential Desirable  

Qualification • Qualified Teacher Status 

• Evidence of continuing 

professional development 

• NPQH or working 

towards 

• NPQEL or working 

towards 

Experience • Relevant senior leadership and 

management experience. 

• Evidence of improving teaching 

and learning and raising 

achievement for all pupils 

including those with special 

educational needs. 

• Experience of monitoring and 

evaluating teaching and learning 

across year groups.  

• Experience of working in a Church 

School context 

• Experience as 

Headteacher, Assistant 

or Deputy Head 

• Experience of teaching 

across the whole 

primary sector 

• Experience of successful 

change management 

including changing 

cultures and 

expectations. 

• Experience of working 

effectively with school 

governance. 

 

Leadership and 

Management 

• Proven leadership and 

management skills 

• Leading acts of collective worship 

in school and Church settings.  

• A clear vision of excellence in 

primary education 

• Their vision of the school as a 

community, where every child 

receives an education suited to 

their needs and enables them to 

reach their full potential 

• A proven ability to raise 

educational standards and a 

commitment to high standards of 

achievement 

• An understanding of school 

improvement planning and 

subsequent budget planning 

• An understanding of the strategic 

role of local governance and 

ability to work effectively with 

• Prior involvement with 

SEF and SDP 

• Experience of project 

management and 

dealing with finance and 

premises issues 

• Experience of 

Performance 

Management of both 

teaching and support 

staff  

  



 

 

members of a local governance 

board. 

• The ability to delegate, monitor 

and evaluate information 

• Commitment to the continuing 

professional development of all 

staff 

• The ability to lead by example and 

inspire others to achieve positive 

results 

• A commitment to the protection 

and safeguarding of young 

people 

• An up to date knowledge of Child 

Protection procedures 

• A commitment to strengthening 

the link between the school and 

the Cathedral 

Communication 

Skills 

• Consult, actively listen, negotiate 

and influence.  

• Communicate effectively though a 

variety of media, inspiring 

confidence and sharing 

commitment 

• Promote a positive image of the 

school in the community and 

Cathedral  

• Evidence of good working 

relationships with parents and the 

wider school community 

• Work in partnership with 

other education 

professionals and 

through other school 

groups/networks etc. 

• Develop high level 

networking skills 

 

Knowledge and 

Skills/Teaching 

and Learning  

• The ability to demonstrate 

knowledge of current curricular 

and educational issues/relevant 

legislation 

• A clear knowledge and 

understanding of assessment and 

monitoring procedures and ability 

to implement these 

• A commitment to inclusion and 

equality of access to educational 

provision for all children 

• An understanding of consistent 

approaches to behaviour 

management 

• Innovative and creative 

approach to teaching 

and learning 



 

 

• Clear understanding of what is 

effective teaching and learning 

• A high regard for the personal 

achievement of each child 

Personal 

Qualities 

• In sympathy with and actively 

supportive of the Christian 

foundation of the school  

• Strong interpersonal and 

communication skills 

• Have an adaptable and flexible 

approach 

• Have a desire to promote respect 

between children, staff, parents 

and governors 

• Be well organised person able to 

manage time effectively, to 

delegate, to prioritise and to meet 

deadlines 

• Remain positive whilst under 

pressure 

• Be able to recognise and utilise 

staff strengths 

• Be able to build, support, 

motivate and work as part of a 

high performing team  

• Have the ability to inspire children 

• Be approachable and sensitive 

and maintain integrity when 

dealing with others 

 

 

 

 
 



 

 

 
Recruitment and Selection Policy Statement 

 
1. The Governing Board is committed to: 

• safeguarding and promoting the welfare and safety, and the spiritual, moral, social 
and cultural development, of children and young people; 

• promoting equality of opportunity and community cohesion where the diversity of 
different backgrounds and circumstances is appreciated and positively valued; 

• promoting the fundamental British values of democracy, the rule of law, individual 
liberty and mutual respect and tolerance for those with different faiths and beliefs 

 
and expects all staff, volunteers and other workers to share this commitment. It is 
recognised that this can only be achieved through sound procedures, good inter-

agency co-operation and the recruitment and retention of competent, motivated 
employees who are suited to, and fulfilled in the roles they undertake.  

 

2. The Governing Board recognises the value of, and seeks to achieve a diverse 
workforce which includes people from different backgrounds, with different skills and 
abilities. We are committed to ensuring that the recruitment and selection of all is 

conducted in a manner that is systematic, efficient, effective and promotes equality of 
opportunity.  Selection will be on the basis of merit and ability, assessed against the 
qualifications, skills and competencies required to do the job.  We will uphold 

obligations under law and national collective agreements to not discriminate against 
applicants for employment on the grounds of the protected characteristics of age, sex, 
sexual orientation, marriage or civil partnership, pregnancy or maternity, gender re-

assignment, disability or health, race (which includes colour, nationality and ethnic 
origin), religion or belief.    

 

3. We will implement robust recruitment procedures and checks for appointing staff and 
volunteers to ensure that reasonable steps are taken not to appoint a person who is 
unsuitable to work with children, or who is disqualified from working with children, or 

does not have the suitable skills and experience for the role.  
 
4. We will ensure that the terms of any contract with a contractor or agency requires 

them to adopt and implement measures described in this procedure. We will monitor 
the compliance with these measures and require evidence that relevant checks have 
been undertaken for all workers deployed. 

 
5. The following pre-employment checks will be required where applicable to the role and 

settling:  

• receipt of satisfactory references* 

• verification of identity 

• a satisfactory DBS disclosure if undertaking Regulated Activity 

• verification that you are not on the DBS Children’s barred list and therefore not 
           barred from working with children 

• verification that you are not prohibited from teaching  

• verification of medical fitness 

• verification of qualifications 

• verification of professional status where required e.g. QTS status  

• the production of evidence of the right to work in the UK 



 

 

• verification of successful completion of/exemption from statutory induction        
period  

• verification that you are not subject to any s128 directions preventing you from 
holding a management position within a school 

• a declaration that you are not disqualified from working with children by virtue of the 
Childcare (Disqualification) Regulations 2009 or that you have provided a 
disqualification waiver from Ofsted  

 
NB It is illegal for anyone who is barred from working with children to apply for or 

undertake Regulated Activity. 

 
*In exceptional circumstances, where you have good reason not to want your referees 
to be contacted prior to interview, you should set out your reasons with your 

application form. Where it is agreed to defer, referees will be contacted immediately 
after interview before an offer of employment is made. 

 

6. We will keep and maintain a single central record of recruitment and vetting checks, in 
line with the current DfE requirements. 

 

7. All posts/voluntary roles that give substantial unsupervised access to children and 
young people are exempt from the Rehabilitation of Offenders Act 1974 and therefore 
all applicants will be required to declare spent and unspent convictions, cautions and 
bind-overs (save for those offences that are subject to filtering by the Police).  

 
Applicants will be required to sign a DBS consent form giving consent for the DBS 
certificate to be copied and shared (within strict guidelines) for the purposes of 

considering suitability for employment and consent for an online status check to be 
carried out in the event that the applicant subscribes to the DBS update service. 
 

The Governing Board is committed to ensuring that people who have convictions / 
cautions / reprimands on their record are treated fairly and given every opportunity to 
establish their suitability for positions. Having a criminal record will not necessarily be 

a bar to obtaining a position, except in the case of school settings covered by the 
Childcare (Disqualification) Regulations 2009 where certain convictions, cautions or 
warnings will mean an individual is disqualified from working in that setting and will 

prohibit employment at the school (unless a waiver can be obtained from Ofsted). 
 
Positive disclosures will be managed on a case-by-case basis considering the nature, 

seriousness and relevance to the role. The following factors will be considered in each 
case: 

• The seriousness/level of the disclosed information e.g. was it a caution or a 
conviction. 

• How long ago did the incident(s) occur? 

• Whether it was a one-off incident or part of a repeat history/pattern. 

• The circumstances of the offence(s) being committed and any changes in the 
applicant’s personal circumstances since then. 

• The country where the offence/caution occurred. 

• Whether the individual shows or has shown genuine remorse. 

• If the offences were self-disclosed on the SD2 form or not (non-disclosure could, in 
itself, result in non-confirmation of employment on the grounds of trust, honesty 
and openness).   

 



 

 

When making a recruitment decision The Governing Board will disregard any filtered 

convictions/cautions/reprimands which were disclosed in error. 
 
A previously issued Disclosure and Barring Service Certificate will only be accepted in 

certain restricted circumstances or where you subscribe to the DBS update service 
and the appropriate online status checks have been satisfactory. 
 

The Disclosure and Barring Service has published a Code of Practice and 
accompanying explanatory guide. This Governing Board is committed to ensuring that 
it meets the requirements of the Disclosure and Barring Service in relation to the 

processing, handling and security of Disclosure information. 
 
A copy of our Recruitment Procedure is available upon request. 

 
 
 

 
 
 

 

 
 
 

 
 
 

 
 


