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Lower School Site
Perry Court Farm, Garlinge Green, Chartham, Kent CT4 5RU Telephone: 01227 738163
Upper School Site
Station Approach, Chilham, Kent CT4 8EG Telephone: 01227 738000

Headteacher: Mrs C Lorne Deputy Head: Mr M Lorne

JOB DESCRIPTION FOR CLASS TEACHERS
Responsible to: Lower School Manager or Curriculum L eads

PARTICULAR DUTIES

Teachers are also expected to perform particular duties as may reasonably be assigned to them
by the Headteacher.

For the purpose of this general job description these particular duties are:

1. Curriculum:

e To plan and prepare courses

e To continuously review teaching methods, schemes of work and
resources as necessary

e To advise and co-operate with the line-manager, other teachers and the Senior
LeadershipTeam on the preparation
and development of courses of study, teaching materials and resources, teaching
programmes, methods of teaching,
assessment and pastoral arrangements.

e To participate in meetings of the school which relate to the curriculum for the
school or the administration or

organisation of the school, including pastoral arrangements.

e To take part as required in the review, development and management of activities
relating to the curriculum,

organisation and pastoral functions of the school.

2. Professional Development etc:

e To participate in any arrangement for the appraisal of his/her performance and
that of other teachers.

e To participate in arrangements for his/her further training and professional
development as a teacher.

e To contribute as appropriate to the selection for appointment and professional
development of other teachers and

support staff, including the induction and assessment of new and newly
gualified teachers.

e To manage or supervise support staff as necessary.
DFE Number: 886/6123
Registered No: 5446414

) & (Ouﬁ_ Walre working
o F oo g
R, Counci Englare
-
NEISS



N
NN
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3. Pupils:

To plan and prepare lessons.

To teach pupils assigned to him/her, including setting and prompt marking of work
carried out by pupils in school or

elsewnhere.

To set relevant and sufficient homework, according to the homework timetable, and to
ensure prompt marking of the

homework or coursework.

To assess, record and report on the development, progress and attainment of pupils,
according to departmental and

whole-school policies.

To participate in the arrangements for preparing pupils for public examinations. To
assess pupils for the examinations

and record and report these assessments.

To participate in the arrangements for pupils' presentation for and supervision during
public examinations.

To promote the general progress and well being of individual pupils and of any class
or group assigned to him/her.

To provide guidance and advice to pupils on educational and social matters and on
their future education and careers, including information about the sources of more
expert advice on specific questions,

To make records of, and reports on, the personal and social needs of pupils.

To provide or contribute to oral and written assessments, reports and references
relating to individual pupils and/or groups of pupils,

To maintain good order through high standards of behaviour and classroom
management amongst pupils and to safeguard 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.

To attend assemblies unless the teacher wishes to opt out of any religious aspect of
assembly where this is against their beliefs,

To provide the individual contact, knowledge and support for pupils and to liaise with
parents and other staff accordingly, as appropriate,

To contribute to the personal and social education of pupils generally

To support all colleagues in ensuring that high standards of uniform and behaviour
are maintained within the school

To work with other colleagues to ensure that there is a consistent approach in
ensuring pupils abide by the school's code of conduct and the same consistency and
dealing with pupils who do not conform to school rules.

To produce relevant records and reports as necessary using the schools systems and
procedures.

4. Parents and the wider community:

Vo)

To communicate and consult with the parents/carers of pupils when required.

To communicate and co-operate with other persons and outside agencies as required.
To participate in meetings arranged for any of the purposes described above.

To foster good relationships with parents/carers.
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5.

Resources and Accommodation

e To take responsibility for the care of resources, accommodation and fabric of the
school, particularly when pupils are present. S

e Toallocate, as appropriate, equipment and materials in connection with his/her
teaching.

Policies and Staff Handbook

e To ensure that all departmental and school policies are understood and complied with.

e Toensure that s/he has read and understands the contents of the Staff handbook and
complies with all the requirements, detailed in the handbook.

Administration

To participate in administrative and organisational tasks related to the above duties.

The duties and responsibilities in this job description are not restrictive and the post-holder
may be required to undertake any other duties that may be required from time-to-time. Any
such duties should not, however, substantially change the general character of the post.

This organisation is committed to safeguarding and promoting the welfare of children and

young people and expects all staff and volunteers to share this commitment.

I confirm that | have read and understood, and that | accept, the above job description:

Signature : ........ccoviiiiiiiiin.n Date: ...............l. Name in full ....................
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