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JOB DESCRIPTION
Teacher of French & Spanish
WELLINGBOROUGH PREPARATORY SCHOOL
Responsible to: Coordinator of Modern Foreign Languages
Job Purpose: To work as a teacher, and as part of a highly dedicated, experienced, successful and professional team creating exceptional learning opportunities for pupils
Relationships:
1. The post holder is responsible to the Headmistress in all matters and the Department Coordinator in respect of curricular matters. He/she should liaise with Form Tutors and Club Presidents in respect of pupils’ behaviour and pastoral matters. 

2. The post holder interacts on a professional level with colleagues and seeks to establish and maintain productive relationships with them and to promote mutual understanding of the school curriculum with the aim of improving the quality of teaching and learning in the School.

Key tasks and responsibilities as a teacher:
The particular roles and responsibilities attached to the post of a Teacher are as follows:

1. Set the objectives for the teaching of the lesson.
2. Prepare teaching plans.
3. Meet the needs of the pupils including any deemed AGT (able, gifted and talented) or pupils listed with SEND strategies.
4. To monitor and report to parents on the progress of pupils in the allocated class/set.

5. To assess pupils’ achievements and progress, inputting data and meeting deadlines in accordance with arrangements agreed within the School.
6. Contribute to application and review of schemes of work in line with School and department curriculum policies.

7. Ensure that all classroom resources required are available and well maintained.

8. Ensure that pupils are given prep according to the homework timetable and to monitor the standard of the work.

9. Ensure that marking of pupils’ work is up to date and to advise in a positive manner how work can be improved.

10. Ensure that pupils are comprehensively prepared for examinations.

11. Promote initiative and thinking skills.

12. Be prepared for discussions with parents regarding pupils’ work. To be available to meet with parents to discuss any concerns.
13. To monitor and report to parents on the progress of pupils in allocated class/set.

14. Have attractive displays in the classroom, which are either celebratory or instructive.

15. Maintain discipline in accordance with the Behaviour policies of the School

16. Attend and contribute to departmental meetings.
Key tasks and responsibilities as a Form Tutor:
1. To register all pupils’ attendance and absence during form time.
2. To organise an annual Form assembly.

3. To maintain discipline and rewards in accordance with the Behaviour policy including raising concerns over issues that arise from this role.
4. To pass on appropriate information to the Form Tutor and Club President.
5. To maintain records of conversations/concerns in the pupil files.
6. To raise concerns regarding particular pupils at staff briefings.

7. To facilitate opportunity for quiet reading to take place.

8. To provide opportunity to discuss relevant and appropriate ‘PSHCE’ issues. 

9. Monitor academic progress/attainment with pupils in form.

10. Reporting to parents including written report as and when necessary.
Requirements of all staff:

1. Pastoral care of pupils.

2. Undertake three duties per week

3. Cover classes for absent colleagues

4. Contribute to the extra-curricular activity programme and run one after school club each term.
5. Fully engage with professional development and appraisal process
6. Participate in events and activities as per the Core Expectations for Preparatory School staff

7. Have proper and professional regard for the ethics, policies and practices of the School in which they teach and maintain high standards in their own attendance and punctuality

Safeguarding:

The post holder’s responsibility for promoting and safeguarding the welfare of children and young persons with whom s/he is responsible, or with whom s/he comes into contact will be to adhere to and ensure compliance with the School’s Child Protection Policy Statement at all times.  If in the course of carrying out the duties of the post, the post holder becomes aware of any actual or potential risk to the safety or welfare of children in the School s/he must report any concerns to the School’s Designated Person or to the Headmistress.

Wellingborough School will offer the successful candidate:

· Extremely friendly and vibrant staff and pupils

· Excellent professional development opportunities

· Supportive and aspirational parents

· The opportunity to work in an innovative School brimming with ideas and exciting opportunities

· A chance to take part in our comprehensive extra-curricular programme

Terms and Conditions:

· The School has its own salary scale

· Service is pensionable in accordance with the Teachers’ Pension Scheme and permanent members of teaching staff are entitled to a reduction in school fees

· School meals during term time

· Use of School sports facilities at staff allocated times
Applications 
The application form should be returned together with a covering letter in which the applicant should explain what s/he can offer to the post. Applications by e-mail are welcome.   Please send them for the attention of Mrs Karen Harrison, HR Manager to recruitment@wellingboroughschool.org by 1pm,  Wednesday 18th October 2017.  

Interviews will take place on Thursday 9th November 2017.
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