
ELEMENTARY SCHOOL PRINCIPAL 
Mother Seton School 
100 Creamery Road 
Emmitsburg, MD 21727 
 

JOB OPENING:  Mother Seton School is accepting resumes for an Elementary School Principal for the 
upcoming academic year. The desired start date is July 9, 2018 or shortly thereafter. 
 
Mother Seton School is an Independent Catholic Elementary School whose accreditation comes under 

the Archdiocese of Baltimore.  Mother Seton School is sponsored by the Daughters of Charity of St. 

Vincent de Paul.  Located less than one mile from the site of Elizabeth Seton’s original school, it is an 

important partner for many Maryland and Pennsylvania families as it continues the Seton Legacy of 

Catholic Education. 

BRIEF HISTORY OF MOTHER SETON SCHOOL: 

On February 22, 1810, Elizabeth Ann Seton began St. Joseph Free School and Academy, a boarding and 

day school for girls, in Emmitsburg, MD. This was the first free Catholic school for girls staffed by sisters 

in the United States. It served children from Emmitsburg and the surrounding area.  

Mother Seton’s original school, located on what are now the grounds of the National Fire Academy, 

flourished for many years, staffed by Sisters of Charity. Eventually the original school gave birth to two 

schools which were established by the Daughters of Charity to deal with the area’s growing Catholic 

population: St. Euphemia (est. 1878) in the town of Emmitsburg and St. Anthony (est. 1903) near Mount 

St. Mary College & Seminary (now University.) In 1956, these two schools merged to form a new school 

named in honor of Mother Seton. Originally located on Business 15 (now South Seton Avenue), the 

school relocated once again in 1965 to its present location on Creamery Road in Emmitsburg. 

SCHOOL PROFILE: 

Mother Seton School boasts an affordable, high-quality Catholic education (pre-school through eighth 

grade) focused on the whole child.  Our outstanding STEM-based curriculum (science, technology, 

engineering and math) helps students develop critical thinking and problem-solving skills, preparing 

them to meet the challenges of the 21st century, while our award-winning music and arts program 

stimulates creativity and self-expression.  As a certified Maryland Green School, Mother Seton School 

operates an ecofriendly campus, which includes a Monarch Butterfly Way Station, nature trail, gardens 

and a solar energy station.  Our 15-acre campus nestled in the Catoctin Valley encourages outdoor 

exploration and play, while our proximity to the National Shrine of our patron saint and foundress 

allows students to develop a strong sense of spirituality that is reflected in school liturgies, our Prayer 

Partner Program and community service.  (for more information: http://www.mothersetonschool.org ) 

PRINCIPAL ROLE DESCRIPTION: 

Summary:  The principal is the primary religious and educational leader of the school. As spiritual leader 

of the school, the principal is expected to nurture the faith development of the faculty and staff by 

providing opportunities for spiritual growth as well as establish a school culture that demonstrates the 

importance of prayer and encourages a daily opportunity for students to develop their relationship with 

http://www.mothersetonschool.org/


God.  Given the unique charism of Mother Seton School, the principal is also responsible for developing 

a culture and planning for activities that promote service learning, community outreach and an ability to 

promote the Vincentian/Setonian charism.  The implementation of the school mission statement drives 

decision making for all aspects of school life.   

As educational leader, the principal provides ample opportunity for continuing education for all staff 

members. The principal reports directly to the Board of Directors and the Sponsored Works liaison of 

the Daughters of Charity.  Additionally, the principal forms and maintains a relationship with the 

Educational leaders in the Archdiocese of Baltimore as a part of the school’s accreditation requirements.  

As educational leader, the principal has oversight and responsibility for the implementation of 

curriculum standards established by the Archdiocese of Baltimore and insuring learning strategies meet 

the needs of all learners.   

The Principal understands that this is a ministerial position at a religious institution and that there is 

within the Catholic Church a body of officially taught and commonly accepted beliefs, the 

communication of which is a fundamental purpose and mission of a Catholic School and that its students 

and staff have a right to expect such communication implicitly and explicitly from its principal and 

teachers regardless of the subject areas, grades, or courses being taught.   

Job Description  

The principal has the authority and responsibility for the daily operations of the school which include the 
setting and implementation of policies and programs in the following areas:    

• Provide visible spiritual leadership of the school community and ensure that appropriate 
religious and school ministry activities occur regularly.  

• Ensure that all School/Diocesan policies and administrative procedures applicable to the 
operations of the school (employee and student handbooks) are implemented.  

• In cooperation with the Board of Directors, Archdiocese of Baltimore and school staff designs 
the academic program of the school and evaluates the program annually.  

• Oversee all student activities and special events by means of working relationships with 
students, faculty/staff and families.  

• Oversee the guidance program and student services.  

• Direct the educational assessment procedures coordinated by the Learning Center to ensure 
that students requiring accommodations are meeting learning goals.    

• Develop the criteria for admission to the school per policies and determine the admission of 
students based on that criterion.  

• Supervise and evaluate teaching and support staff in accordance with the policies and 
procedures of the school, as guided by the Board of Directors. 

• Work collaboratively with the staff and Archdiocese to provide for the revision/update of 
instructional programs and professional staff development.  

• Determine staffing needs and oversee the appointment of faculty and staff.  

• Manage operations of the school facilities in collaboration with the Daughters of Charity 
Ministry (DCM) Facilities and Grounds personnel.   

• Maintain open and consistent lines of communication with students including meeting with 
students, listening, and referring them for counseling services as appropriate.  

• Work collaboratively with school staff regarding security, cafeteria, and maintenance to ensure 
a safe and positive environment.   



• Work with the Finance staff to develop and manage the school budget and the development of 
programs for effective student recruitment and retention.  

• Supervise the development of programs and funding to advance the mission of the school in 
collaboration with the Director of Advancement and the Advancement Staff.  

• Be available to meet with parents to hear of concerns, ideas, suggestions to insure student 
learning and a positive school environment. 

• Work with the Home and School Association (H.S.A.) to develop programs and fundraisers that 
reflect the mission of Mother Seton School.   

• Other duties as assigned.  
 

JOB REQUIREMENTS:  
Candidates must:  

• Be a practicing member of the Roman Catholic Church. 

• Be eligible for administration license. 

• Possess a Master’s degree in educational administration from an accredited college or 
university.  

• Have worked successfully in school administration for at least five years. 

• Have knowledge of the principles and practices of current pedagogy. 

• Have knowledge, skill, and successful experience in the use and analysis of school performance 
data. 

• Possess technology competency and knowledge of strategies to integrate technology and 
learning at this level.   

• Possess strong leadership and interpersonal and communication skills to guide effective 

interaction among parents, students and staff.  

• Have strong organizational skills.  

• Have knowledge of finance related to budget preparation, fiscal oversight. 

• Complete background checks and fingerprinting, Youth Protection Training, Catechist 

Certification. 

Application: 

For immediate consideration, please submit the following application materials, confidentially and as 
separate PDF attachments in one email to Michael Furey. Please include Mother Seton School in subject 
field. 
• Cover letter that aligns your experiences and skill sets with the current needs of the  
 school as you understand them. 
• Current resume with all appropriate dates included. 
•  Statement of Catholic educational philosophy. 
•  List of five references with names, physical addresses, phone numbers and email 
    addresses. No references will be contacted without your knowledge and approval. 
 

  
 Michael Furey, Managing Partner 
 mikefurey@partnersinmission.com 
 Partners in Mission School Leadership Search Solutions, LLC 
 124 Sycamore Drive Westwood, MA 02090 
 www.partnersinmissionslss.com 


