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JOB DESCRIPTION
SECONDARY HOMEROOM TEACHER

Job Purpose:
To support the Secondary Principal in maintaining the ethos and achieving the aims of Modern English School Cairo, by taking responsibility for a Homeroom group. The Home Room Teacher plays a vital role in MES Graduate Profile, through the knowledge the Homeroom Teacher has about each and every member of their Homeroom and the kind and caring way in which each student is supported and encouraged.
Responsible to: Line manager

Key Accountabilities:

1. To promote the welfare, academic progress and discipline of all members of your group

2. To contribute to school policy as it relates to your Homeroom Group

3. To deliver the HRCF curriculum
4. To actively contribute to school efforts to keep students safe

Key Tasks:

	1
	1.1
	To maintain accurate attendance records on students in your Homeroom Group and ensure that any absences are monitored and acted upon in line with school policy

	
	1.2
	To ensure that students wear correct school uniform

	
	1.3
	To report to parents on members of your group by the deadlines set

	
	1.4
	To ensure that communications and documentation are distributed efficiently to your Home Room students

	
	1.5
	To liaise with Heads of House to ensure that House merits (Y/G 7-8) / Excellence Credits (Y/G 9-12 and DP11-12) are recorded 

	
	1.6
	Encourage students’ full participation in House events and other relevant school activities

	
	1.7
	For Y/G 9-12 and DP11-12 students, encourage and monitor the development of their Portfolio of Achievement

	
	1.8
	To be the first point of contact for parents of the members of your group and to maintain communications with parents through the Student Planner

	

	2
	2.1
	To attend meetings and events after school as directed by Senior Leaders

	
	2.2
	To liaise with the House Coordinator, Heads of House, CAS and ASA Coordinator to promote student and staff involvement in such activities.

	
	2.3
	To carry out such tasks relating to your group as may be delegated by the Secondary Senior Management Team 

	

	3
	3.1
	To teach, and contribute to the evaluation and development of, the HRCF curriculum

	
	
	

	4
	4.1
	To work within the requirements of the Safeguarding Policy and have a responsibility for promoting and safeguarding the welfare of students

	
	4.2
	To report all causes for concern to the Safeguarding team through the appropriate channels

	
	4.3
	To ensure the safety of all students in the MES learning environments.



	
	4.4
	To follow the e-safety guidelines provided by the school and ensure students adhere to the Student Acceptable Use Policy for Technology


Conclusion:
All such responsibilities as listed above are to ensure the respective student's journey through MES Cairo is as happy and successful as possible.   The Homeroom Tutor’s oversight of each student’s learning journey is a vital part of this process.   
The above responsibilities are subject to review and amendment as and when appropriate.
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