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CLASS TEACHER 

(Senior School)
Responsible to:
Head of Senior School & Head of Department(s)

Name ……………………………………………………………… Appointed ….. / ….. / ………… 
Working Hours
Full time
32 hours 

(including supervision of children during non-teaching time)

Hours
08:45 – 15.45, Monday – Friday


Working days (teaching and in-service):

365 - 13 week holidays - bank holidays - weekends
Principles
In fulfilment of all responsibilities and duties, a Senior School Class Teacher should show a commitment to the aims, policies and ethos of Southlands English School in Rome, and strive to maintain these through personal conduct and effective relationships with colleagues and students.
Responsibilities
It is the responsibility of a Senior School Class Teacher to

· TEACH a class of students to develop knowledge, skills, understanding and abilities to the highest level, within a secure and challenging environment, according to the curriculum (and any public examination specifications / syllabi)
· SUPPORT and DEVELOP the IBO Learner Profile in his/her own work, amongst the teaching staff, students and whole school community (See Annex 1 for the Learner Profile for Teachers)
· UNDERTAKE associated pastoral and administrative duties and general responsibilities as agreed with the Head of the Senior School, IBDP Co-ordinator, and the Principal
· SET high expectations which challenge students to maximise their potential and think more as international citizens
· MAINTAIN good order in the classroom and throughout the school with due regard to the school’s policy on behaviour and discipline
· PROVIDE a good role model for students
· SAFEGUARD THE HEALTH AND SAFETY of self and others in accordance with the school’s Health and Safety Policy
· FAMILIARISE themselves with the English National Curriculum, GCSE and post-16 programmes, schemes of work and all school policies
Duties
It is the duty of the Senior School Class Teacher to:

PLAN
· teaching programmes on an annual and weekly basis in accordance with school policies and schemes of work, and the demands of the National Curriculum of England, GCSE and post-16 programmes offered by Southlands
· programmes of work and activities for the students according to their educational needs

· differentiation within the activities so that all children are able to develop their full potential

· for the progression of students within and between activities

· links to the IBO Learner Profile, TOK, CAS, EE and International Mindfulness

· educational visits and visitors appropriate to on-going work.

     PREPARE
· appropriate teaching materials, including photocopying

· activities for students matched to their individual needs
     ORGANISE
· and maintain a positive learning classroom environment, 

· the mounting and dismantling of wall displays on a regular basis

· the use, storage and annual inventory of books and other teaching materials within the classroom

· the learning experiences of all students

· the requisition of materials in a timely manner, within the approved budget after liaison with the Head of Department and/or Head of Senior School
· any correspondence between home and school and vice versa
     MAINTAIN
· the confidentiality of all information and data acquired through the role of Teacher

     IMPLEMENT
· planned teaching programmes using a variety of methods appropriate to the needs of the class

· planned programmes of work and activities matched to students’ educational needs

· the school’s policy with regard to pastoral support

· the school’s policy on uniform, behaviour and discipline, including the use of appropriate praise or sanctions for student work and behaviour

     MONITOR AND ASSESS
· by maintaining individual student records

· by compiling individual written reports for parents twice yearly
· the achievements and progress of individual children with reference to the arrangements in use in the school and the requirements of the law
SUPERVISE
· students at break times  

· the class in the dining room by accompanying and eating with students

· other classes, as required to complete allocation of hours
 SUPPLY THE FOLLOWING INFORMATION
· attendance records as per school policy
· annual and weekly planning records to be shown to the Head of Senior School 
· oral and written reports to parents

· documentation necessary for students’ transfer to other schools

· oral and written reports to any other agencies entitled to such information

· any changes for travel arrangements

· a written report, on the same day, of any incident or accident that occurs on the school premises

· notification of absence, either the day before or not later than 07:30 on the day of absence
· if absence is for more than one day, notification of subsequent absence by 15:00 on the first day  

· programmes of study or other suitable plans for the use of a supply teacher
     ATTEND THE FOLLOWING MEETINGS
· attend the general staff meeting at the beginning of each term and all in-service days

· attend the Senior School meetings that occur fortnightly

· prepare for and participate in all parent/teacher conferences during the school year
· meetings as required relating to the curriculum, administration and organisation

· meetings concerned with assessment including international moderation for external examinations 

· meetings with parents of students in connection with educational support

     DEVELOP PERSONALLY AND PROFESSIONALLY THROUGH
· reflection on own practice and private study

· participation in the school’s programme for continuing professional development
· taking an active role in the wider educational world, for example by electing to become GCSE/GCE/IBDP moderators, examiners and workshop leader

Relationships
A Class Teacher is required to:
     BE RESPONSIBLE TO
· the Head of the Senior School, the IBDP Co-ordinator, and the Principal.

     CO-OPERATE WITH
· the Head of the Senior School, the Deputy Head of the Senior School, the IBDP Co-ordinator, and the Principal
· all colleagues, both teaching and non-teaching

· Heads of Department
· invited advisors offering support for curriculum development

     TAKE RESPONSIBILITY FOR
· the organisation and supervision of work of classroom assistants supporting the class

· the organisation and supervision of work of voluntary helpers assisting the class

· the documentation required by the school and INPS in case of absence*
Conclusion
· This document does not provide a comprehensive definition of the post of Class Teacher and is subject to modification or amendment by the Principal if the reasonable needs of the school so require.

Please also refer to guidance in:

· Current EDEXCEL/Pearson GCSE/GCE Specifications

· Current IBO Diploma Programme Syllabi

· IBO  (January 2014)  Programme standards and practices   Cardiff : International Baccalaureate

· IBO (April 2009)  The Diploma Programme: From principles into practice  Cardiff : International Baccalaureate

· IBO (March 2011)  The Diploma Programme: General regulations: Diploma Programme For students and their legal guardians  Cardiff : International Baccalaureate

· IBO (January 2005)  Rules and policy for use of IB intellectual property  Cardiff : International Baccalaureate

· IBO (August 2014)  Handbook of Procedures 2015  Cardiff : International Baccalaureate

· IBO (September 2008)  Towards a continuum of international education  Cardiff : International Baccalaureate
Signature ……………………………………………………………….

……………………




       Class teacher





Date

Signature ……………………………………………………………….

……………………





Principal






Date
Review Date ...... / ..... / ...........
* In case of absence, a medical certificate must be sent to the school within two days from the first day of absence, the copy of the same must be sent to the nearest INPS office.  A doctor registered with USL must issue this certificate which will be in a duplicate copy.

ANNEX 1: IBO Learner Profile for IBDP Teachers

	IB Learner Profile Attribute
	Responsibilities
	Indicators

	Inquirers
	Demonstrate lifelong learning

Encourage student‑led inquiry

Seek professional development 

opportunities
	Listen and encourage students 

to speak up

Share practice with colleagues

	Knowledgeable
	Understand Diploma 

Programme principles and 

Practices

Understand cultural and local 

contexts
	Excellent subject knowledge 

and knowledge of Diploma 

Programme curriculum and 

assessment practices

	Thinkers
	Model excellent thinking 

practice
	Thinks creatively

Explains to students how 

they reached answers and 

conclusions

	Communicators
	Listen and encourage students 

to speak up

Share practice with colleagues
	Allows students a role in 

decision‑making

Communicates in several 

languages

	Principled
	Fair and consistent dealings with 

Students

Accept responsibility for actions
	Students are respected

Ethically‑based discipline is 

applied

Honest with students and others

	Open-minded
	Value the perspectives of others 

that might be different from their own
	Encourages an open, critical 

debate of issues

Reacts positively to constructive 

criticism from others, including 

students

	Caring
	Sensitive to school climate

Demonstrate compassionate 

behaviour

Supportive of colleagues
	Good of the school comes 

before self‑interest

Models ethical behaviour

Interested in student welfare

	Risk-takers
	Visionary leadership

Prepared to delegate leadership 

to others

Courageous
	Open to new and different ideas 

to improve the quality of the 

programme and the learning 

environment

	Balanced
	Considers role to be a teacher 

of the whole child not just the 

subject
	Supportive of CAS, TOK 

and other holistic school 

programmes

	Reflective
	Constructively self‑critical

Always striving to improve
	Encourages and facilitates 

evaluative feedback from 

students as well as other 

teachers and administrators


Source:

IBO (April 2009)  The Diploma Programme: From principles into practice  Cardiff : International Baccalaureate  Pgs 33 & 34
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