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JOB DESCRIPTION

A

Secondary Teacher
MAIN DUTIES:
Teaching
· To work within the framework and philosophy of Caxton College’s whole school curriculum
· Set and communicate high expectations in all areas of the curriculum (including social and pastoral perspectives) and develop good professional relationships with children.
· To teach, according to their educational needs, the pupils assigned to you, taking into consideration both school policies and National Curriculum requirements, where applicable.
· Prepare, review and evaluate detailed forward planning in all areas of the curriculum.
· To promote the correct use of English in both oral and written work
· Set homework in line with the homework timetable, and ensure that it is completed.
· To complete the computerised Progress List for all lessons taught.
· Continually review work and activities carried out by the children to ensure it is appropriate to their level of development and use this for future planning.
· Ensure the appropriate use of resources. 
· Ensure feedback to children takes place on work carried out.
· Mark work according to the school Marking Policy and Assessment Guidelines.
· Implement rewards and punishments, following school policies and procedures.
· Keep a concise electronic record of assessments carried out on children and ensure that records of progress and achievement are regularly updated.
· Complete termly school reports and provide information on individual children as requested.
· Attend Parent Meetings on the allocated evenings throughout the year, or to meet with individual parents when necessary 
· To keep to deadlines provided by Senior Leaders.
· Create a stimulating school environment, including the classroom, using a variety of displays which celebrate the achievements of the students.
· Develop close links between home and school, ensuring parental involvement in the child’s development and learning.
· To actively participate in the preparation for, and administering of, both internal and external examinations that the pupils need to sit.
· Keep up to date with relevant academic developments in the UK.
General

· To ensure documentation and work is available in case of substitutions.
· Communicate effectively with children, staff, parents, management, outside agencies and visitors to the school.
· Take responsibility for one’s own development as a teacher, participate in appraisal, attend training courses and help develop school based INSET.
· To receive appropriate professional support from the Co-Head Teachers and other Senior Leaders.
· Participate in general school activities and special events.
· Ensure children and adults work in a safe and healthy environment.
· To be acquainted with school procedures, such as fire regulations.
The Co-Head Teachers may vary the duties from time to time without changing their general character or the level of responsibility entailed.  The job description may be reviewed at the end of the academic year or earlier if necessary.  In addition, it may be amended at any time after consultation with the individual concerned.
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