WELLESLEY PRIMARY SCHOOL

JOB DESCRIPTION

The following duties shall be deemed to be the professional duties which you will perform, at the discretion of the Headteacher.

Teaching

1.1. Planning and preparing lessons in agreed school format.

1.2. Teaching, according to their educational needs, the pupils assigned to you, including the setting and marking of work to be carried out by the pupil in the school and elsewhere.

1.3. Assessing, recording and reporting on the development, progress and attainment of pupils.

IN EACH CASE HAVING REGARD TO THE CURRICULUM FOR THE SCHOOL.

Other Activities
2.1. Promoting the general progress and well-being of individual pupils and of any class or group of pupils assigned to you.

2.2. Providing guidance and advice to pupils on educational and social matters.

2.3. Making records and reports on the personal and social needs of pupils.

2.4. Communicating and consulting with parents/carers of pupils.

2.5. Communicating and co-operating with persons or bodies outside school.

Assessment and Reports
3.1. Providing or contributing to oral and written assessments as recommended in the school assessment policy.

3.2. Reporting to parents/carers on parent’s evenings or at mutually convenient meetings, including setting targets for the child for their future development.

3.3. Writing an end of year report to parents/carers, highlighting progress over the year and giving guidance on future areas for development.

3.4. Giving reports on a child’s development to other bodies eg other schools, when a child moves school.

Performance Management

4.1. Participating in arrangements made for the appraisal of your own performance, or where applicable, that of others.

Management

5.1. Taking part, as may be required, in the review, development, and management of activities relating to the curriculum, organisation, and pastoral functions of the school.

5.2. Participating in administrative and organisational activities relating to 5.1, including the management and supervision of persons providing support for the teachers of the school.

5.3. Attending or organising assemblies as required, unless there is a religious ground for not doing so.

5.4. Your Role as Subject/Area Manager(if applicable)

· To take the lead in policy development.

· To support colleagues in their development of plans.

· to monitor and evaluate progress.

· To purchase and organise resources.

· To keep up to date with developments locally and nationally.

· To act as the school’s spokesperson and be prepared to attend cluster and LEA meetings as required.

· To report on the development and the subject to Head/SMT/Governors if required to do so.

· To keep detailed records of your work as subject manager, especially with regard to non-contact time.

· To put in bids for external grants if relevant to your subject area.

Discipline, Health and Safety
6.1. Maintaining good order and discipline among the pupils and safeguarding their health and safety, both when they are authorised to be on the school premises, and when they are engaged in authorised school activities elsewhere.

Professional development

7.1. Reviewing from time to time your teaching and programmes of work.

7.2. Participating in arrangements for further training and professional development.

Staff Meetings

8.1. Participating in meetings at the school which relate to the curriculum for the school, or the administration or organisation of the school, including pastoral arrangements.

Reporting to Parents

9.1. Attending open evenings as decided by the Senior Management Team, and reporting to parents/carers about the progress of their child.

9.2. Writing an end of year report on each child in your charge, including where appropriate, the results of external tests.

Working Time

10.1. You will be available for work for 195 days a year, of which 190 days shall be days on which you may be required to teach pupils in addition to carrying out other duties.  Those 195 days shall be specified by South Gloucestershire Education Authority, or the Headteacher.

10.2. You will be required to work 1265 hours in any year.  Those hours to be allocated reasonably throughout those days on which you are required to be available to work.  Time spent travelling to and from work shall not count against the 1265 hours.

10.3. You will be expected to attend meetings connected with your role of subject adviser (if applicable) to colleagues as part of your directed time.

10.4. You shall in addition to the requirements set out in 10.1 and 10.2, work such additional hours as may be needed to discharge effectively your professional duties, in particular, marking of children’s work, writing of reports, and preparation of lessons, teaching material and teaching programmes.  The times outside the 1265 hours referred to in 10.2 shall not be defined, but shall depend on the work needed to discharge your duties.

To whom responsible: Headteacher

This job description was written in conjunction with the School Teacher’s Pay & Conditions Document .  It will be reviewed at the beginning of the next academic year.  It may be amended at any time in consultation with you.

Signed.........................................
(Teacher)
...................................(Headteacher)
Date

.........................................


.......................................
