KING’S COLLEGE SCHOOL, CAMBRIDGE
Pre-Prep Teacher – Job Description

King’s College School Pre-Prep department provides a caring and creative learning environment, in a family oriented atmosphere, for approximately 110 pupils.  Our teaching team is committed to providing the best education, with the ‘whole child’ at the heart of our planning; we aim to help each child reach their potential, providing high expectations, challenges and support in equal measure. The department is 2-form entry and each class has a full time Teaching Assistant, with parallel classes planning and working together to ensure parity and continuity. Children are encouraged to develop independence from an early age in order to maximise progress, confidence and success.

Teaching
a) To teach diligently and competently, according to their educational needs, the pupils assigned to the teacher, such subjects as the Head of Pre-Prep or any person acting on behalf of the Headmaster shall reasonably direct.
b) To plan and prepare courses and lessons in consultation with peer teacher, following exactly the statements made in the subject policy statements and following agreed schemes of work. 
c) To work as a team with peer teaching, meeting formally on a weekly basis.

d) To use all reasonable time to provide the necessary education for the pupils, by good time keeping and making forward plans for all subjects.

e) To maintain an orderly classroom environment with a good level of discipline, encouraging politeness and good manners at all times.

f) To provide a rich, welcoming and cheerful environment for pupils by displaying children’s work in a stimulating and interesting way in the classroom.

g) To promptly mark work carried out by the pupils, in keeping with the school marking policy, and to follow up the marking by reward for successful work, or help and advice for inaccurate work.

h) To differentiate work according to the needs of the individual or group.

i) To liaise with Learning Support Centre, in consultation with the Head of Pre-Prep, if a child is thought to have a specific learning need.

j) To set and mark homework according to the school homework policy.

k) To assess, record and report on the development, progress and attainment of pupils.

l) To maintain a high standard of personal conduct and appearance.

Pupils
a) To take prime responsibility for the care, well being and education of the children in assigned form group.

b) To know, demonstrate and promote ‘The King’s Way’.

c) To promote the general progress and well being of individual pupils and of any class or group of pupils assigned to the teacher.

d) To provide guidance and advice to pupils on educational and social matters.

e) To be sensitive to social relationships between children.  To be on the lookout for any signs of physical and emotional bullying.  To be responsible for the pastoral care of each child within the class.

f) To be familiar with the requirements of the Children Act and the following school documents:

(i) Pre-Prep Department – Rewards and Sanctions, Code of Practice, Bullying Procedure

(ii) Complaints Procedure

(iii) Principles and Guidelines

Parents
a) To maintain and support effective liaison between school and parents with regard to each child’s progress.
b) To be available to discuss the academic, social and physical development of the child with his/her parents.
c) To attend Parents’ Meetings as required by the Head of Pre-Prep.

d) To encourage parental involvement and co-operation in the education of each child.

e) To prepare written reports termly, following the agreed format.

Assessments and Reports
a) To monitor and assess children’s progress by keeping up to date records in line with school and national curriculum requirements.

b) To keep and assemble children’s work for a one-week period each term in individual pupil’s Record of Achievement (special book).
c) To discuss and record children’s personal targets on a termly basis.

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

e) To communicate and co-operate with persons or bodies outside school.

f) To participate in meetings arranged for any of the purposes described above.

Educational Methods
a) To keep up-to-date with new teaching ideas and methods, sharing information and working co-operatively with the Head of Pre-Prep and Pre-Prep department staff.
b) To review own methods of teaching and programmes of work through courses and curriculum meetings held throughout each term at the end of the school day.

Appraisal
a) To participate in the school’s biannual appraisal procedure.

b) To participate in arrangements for further training and professional development as a teacher.

Staff:
a) To participate in meetings at the school which relate to the curriculum for the school or administration or organisation of the school, including pastoral arrangements.
b) To participate in INSET Days at the beginning of each term, or as otherwise arranged.
c) To attend Pre-Prep meetings as directed by the Head of Pre-Prep.
d) To liaise with staff, ensuring an adequate flow of information regarding education and pastoral matters.
e) To work alongside a teaching assistant, providing support and guidance where appropriate.

f) To work alongside a teaching assistant in advance of a new term, to prepare the classroom, display boards, books etc.
g) To feedback information at Pre-Prep meetings, on any INSET training or professional development courses undertaken.

Health and Safety:
a) To safeguard the pupils’ health and safety by maintaining good order and discipline and by following the necessary rules and regulations when using equipment.
b) To communicate to the Head of Pre-Prep anything regarding general welfare and safety of the pupils in and around the classroom.
c) To be familiar with the department’s and school’s fire safety procedures and participate in fire drills.
Child Protection:

a) To be familiar with the school Child Protection Policy and to follow school procedures relating to safeguarding children.
b) To attend regular training sessions on Child Protection issues – a record of attendance is kept by the school.
c) To contact one of the Child Protection Officers with any concern about a child at the school.
Duties:
a) To take a full part in the rota of duties.
b) To work with colleagues to ensure duties are covered in times of absence etc.
c) To attend whole school events when required, such as plays, concerts, prize giving, and offer help when needed.
d) To play an active role in all aspects of Pre-Prep life.

Management and Administration:
a) To take such part as may be required, in the review, development and management of activities relating to the curriculum, organisation and pastoral functions of the school.

b) To attend assemblies.

c) To promptly register the attendance of pupils twice a day.
The school is an equal opportunities employer.  We are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment.  Successful applicants are subject to an enhanced DBS check and proof of qualifications in accordance with the requirements of the Children Act.
The completion of a medical questionnaire forms an essential part of the pre-employment process for all teaching and non-teaching posts in the school.  This may need to be followed by a medical with the applicant’s GP (or School Doctor).

The successful candidate will receive a generous salary at the appropriate point on the National Salary Scale for School Teachers. The school participates in the Teachers’ Pensions  Scheme.

Mission Statement

Based on an historic foundation of musical excellence, King’s College School is a flexible and inclusive academic environment.  We are a caring family-based community in which all children are respected and valued.  We prepare them, as individuals, to be confident in a future with exceptional possibilities.

