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Marist Education Authority Schools

Role Profile for the Position of Deputy Principal

This role profile includes the contractual obligations of the Deputy Principal as set out in circular
Letter 4/98.

Circular 04/98: SPECIMEN CONTRACT FOR DEPUTY PRINCIPAL TEACHERS IN
SECONDARY SCHOOLS

HOURS OF WORK

The Deputy Principal will be required to be in attendance for days during the school year when the
Board of Management/Manager of the school determines that the school should be open for pupils
and in accordance with Department of Education and Science regulations.

The Deputy Principal may also be required by the Board of Management/Manager to be present in
the school for periods during the State Examinations and for other reasonable periods outside of the
normal opening hours and days of the school such as may be necessary from time to time. The
Deputy Principal shall enter into an agreement with the Principal in respect of arrangements for such
attendances. This agreement shall be subject to endorsement by the Board of
Management/Manager.

The Deputy Principal’s maximum teaching hours shall be as follows-

Number of teachers in the school Teaching Hours
30 and over 8 hours

17-29 10 hours

<17 15 hours

Notwithstanding the maximum number of teaching hours stated above, the Deputy Principal will
normally be required to be in attendance in the school throughout the school day.

DUTIES
(i) The Deputy Principal occupies a position of vital importance in the administration and
development of the school. The Deputy Principal shall undertake responsibility under
the direction of the Principal for the internal organisation, administration and discipline
of the school.
(ii) The Deputy Principal shall enter into an agreement with the Principal on the discharge of

duties which arise outside of normal school hours or during school vacation periods.

(iii) The Deputy Principal shall assist the Principal through the carrying out of the specific
professional duties for which responsibility is delegated (cf. Schedule One).

(iv) The Deputy Principal shall also enter into an agreement with the Principal to undertake
other specific administrative duties from time to time, and commensurate with the
responsibilities of the position.
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The Deputy Principal shall act as Principal when the Principal is absent, assuming the
responsibilities and authority of the Principal’s role in accordance with the provisions of
the *Articles of Management. In schools not governed by the *Articles of Management
existing practices in relation to this arrangement will continue to apply. Such practices
must be in accord with the principles enshrined in the Articles of Management. The
Deputy Principal shall not, however, have automatic right of succession to the post of
Principal or Acting Principal. [Note: In light of this provision, Boards of Management are
advised to consult the JMB Sample Role Profile for the Position of Principal]

The Deputy Principal shall be consulted by the Principal about the implementation of
policy in the school and shall assist the Principal with the day-to-day running of the
school.

The Deputy Principal shall be kept informed, as appropriate, by the Principal about the
decisions of the Board of Management/Manager. In schools which have a Board of
Management established under the *Articles of Management, the Deputy Principal shall
be kept informed about the decisions of the Board in accordance with the terms of the
*Articles of Management.

The duties of the Deputy Principal will be reviewed periodically by the Principal and
Deputy Principal or a review will be undertaken at the request of either party. Such a
review will take account of the workload and responsibilities of the post, the changing
needs of the school and the level of performance of the duties.

In the event of a dispute arising between the Principal and Deputy Principal about any
aspect of the duties of the post of Deputy Principal and, if the matter cannot be resolved
through discussions between the parties, the matter will be referred to the Board of
Management/Manager for resolution. As an alternative, the Deputy Principal may
process any grievance concerning the level of duties or the implementation of the duties
and responsibilities attached to the post of Deputy Principal through a Grievance
Procedure where such has been agreed.

*The Articles of Management for Catholic Secondary Schools are based on an agreement between

the Association of Secondary Teachers, Ireland, and the Association of Management of Catholic

Secondary Schools and govern the establishment and operation of boards of management in AMCSS

affiliated schools.
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SCHEDULE ONE

OUTLINE OF SPECIFIC PROFESSIONAL DUTIES, RESPONSIBILITY FOR WHICH MAY BE DELEGATED, IN
WHOLE OR IN PART, TO DEPUTY PRINCIPALS

- Developing the education aims and objectives of the school and devising
strategies to achieve them.

- Developing the school curriculum and assessment policies.
- Preparing the school plan for approval by the Board of Management

- Promoting an appropriate curriculum and methods of instruction which
recognises the diverse aptitudes and needs of students.

- Promoting ongoing staff development and inservice.

- Developing effective communication systems with pupils, staff, parents and the
wider community.

- Advising the Board of Management on staff requirements.

- Advising the Board of Management as to a probationary teacher’s suitability for
appointment to a permanent post.

- Monitoring and evaluating the professional performance of the school.
- Dealing with disciplinary problems both for teaching and non-teaching staff.
- Liaising with the school union representative on matters relating to the school.

- Conducting the ordinary activities of correspondence, making reports and
returns of information as required by the Department of Education and Science
and the Board of Management and ensuring that arrangements are made for
dealing with such administrative matters during vacation periods.

- Student discipline in the school.

- Ensuring that parents are informed regularly of the progress of their children at
the school.

This list is not exhaustive

Specific Context of this school ...

1.

The person appointed to the position is expected to actively support the school ethos and the
Marist / MEAS Charter Values and to continue the work of the Board of Management and staff
in focussing on high quality learning and teaching, raising expectations and promoting enrolment
in the school.

Specific details will be discussed with the successful candidate by the Principal and Chairperson
of the Board of Management in the light of the consultative process. These specific duties will be
reviewed by the Board of Management from time to time.



