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Primary Division Classroom Teacher | Job Description 

Reporting  directly to the Head of Infants or Head of Juniors, the following duties shall be deemed to be 
included in the profess

 
ional responsibilities which you may be required to perform: 

Teaching 
• Planning and preparing courses and lessons.
• Teaching, according to the pupils’ educational needs, the

pupils assigned, the setting and marking of work (including
examinations) to be carried out by the pupils in School and
elsewhere.

• Assessing, recording, and reporting on the development,
progress, and attainment of pupils.

• providing additional support as may be needed to best meet
the educational needs of pupils.

Supporting learning 
• Promoting the general progress and well-being of individual

pupils and of any class or group or pupils assigned.
• Providing guidance and advice to pupils on educational and

social matters; making relevant records and reports.
• Being a Form Tutor, if required, and carrying out the duties

expected to fully meet the requirements of such a role.
• Making records and reports on the personal and social needs

of pupils.
• Communicating and consulting with the parents of pupils.
• Communicating and co-operating with persons or bodies

outside the School.
• Participating in meetings arranged for any of the purposes

described above.
• Accompanying pupils on trips away from the School.
• Contributing to the extra-curricular life of the School.
• Attending School functions.
• Participating in assemblies.
• Contributing to the maintenance of a stimulating working

environment in School.
• Upholding the ethos and high standards of the School and

abiding by the rules laid down by the School from time to
time.

Assessments and Reports 
Providing or contributing to oral and written assessments, 
reports and references relating to individual pupils and groups of 
pupils. 

Appraisal 
Participating in any arrangements that may be made for teacher 
appraisal. 

Review: further training and development 
• Reviewing from time-to-time methods of teaching and

programmes of work.
• Participating in arrangements for professional development.

Contributing to academic provision 
Advising and co-operating with the Principal/Deputy Principal, 
Head of Infants & Juniors and other teachers on the preparation 
and development of courses of study, schemes of work, teaching 
materials, teaching programmes, methods of teaching and 
assessment or pastoral arrangements. 

Syllabus 
Teachers are responsible for ensuring that they deliver the correct 
curriculum and subject content offered at BGS in accordance 
with School policy. Teachers should be aware of any subject area 
developments outside the School and where appropriate bring 
them to the attention of colleagues. 

Discipline, health and safety 
Maintaining good order and discipline among the pupils and 
safeguarding their health and safety both when they are on the 
School premises and when they are engaged in authorised school 
activities elsewhere. 

Staff Meetings 
Participating in meetings at the School which relate to the 
curriculum for the school or the administration or organisation 
of curriculum for the school or the administration or 
organisation of the School, including pastoral arrangements. 

Administration 
• Participating in administrative and organisational tasks

related to such duties as are described above, including the
management or supervision of persons providing support
for the teachers in the School and the ordering and
allocation of equipment and materials.

• Registering the attendance of pupils and supervising pupils,
whether these duties are to be performed before, during or
after school session or lunch times, evenings, weekends or
cover for absent colleagues.

Duties 
Undertaking supervisory duties as assigned according to the 
custom of the School. 

Timetable 
The School may alter the weekly timetable from time to time 
depending on amongst other things the School roll. 

Other Duties 
Other duties as may be assigned from time to time by the Head 
of Infants or Head of Juniors. 
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Primary Division Classroom Teacher | Job Description 

Reporting  directly to the Head of Infants or Head of Juniors, the following duties shall be deemed to be 
included in the professiona

 
l responsibilities which you m

 
ay be required to perform: 

ALL TEACHING STAFF ARE EXPECTED TO 
UNDERTAKE THE ROLE OF CLASS TEACHER: 

The Class Teacher is the first point of contact for parents and 
staff when concerns arise about a pupil and is expected to 
provide an exceptional level of pastoral care and promote a 
sense of pride in the school by all pupils. 

General Responsibilities of a Class Teacher 
• To be committed to the safeguarding and pastoral

development of pupils.
• To implement policies relating to the pastoral welfare of

the pupils, in particular the safeguarding and Anti-bullying
policies and know the role which the Class Teacher plays in
such policies.

• To welcome, settle and integrate pupils into the form.
• To ensure that the pupils are aware of the high standards of

behaviour, commitment and dress which are expected of
them and to motivate and encourage them to achieve those
standards.

• To monitor the welfare, behaviour, dress, punctuality and
attendance of each pupil in the form and to respond
promptly to poor behaviour and to failures to comply with
the school’s dress regulations.

• To take an active interest in each pupil’s life at BGS –
academic work, extra-curricular involvement and social
integration.  In addition, he/she should be aware of the
pupil’s interests and activities outside of school which may
make a significant contribution to the pupil’s development.

• To work closely with subject teachers in the guidance of
each pupil as required.

• To support colleagues in dealing with any disciplinary
issues which arise and specifically to monitor behaviour
systems and ensure that follow up actions are recorded.

• To maintain accurate and up to date records relevant to the
responsibilities of the role.

• To ensure that each pupil is conversant with the School’s
Behaviour Policy and with its Fire and Safety procedures.

• To be available for consultation by parents. Class Teachers
are the first port of call for parents wishing to discuss minor
welfare or academic issues.

• Issues which cannot be resolved by the Class Teacher
should be referred to the Head of Infants or Head of
Juniors whom the Class Teacher should always feel ready
to approach for advice and support.  In any case the Class
Teacher should keep the Head of Infants/Juniors
informed of issues relating to the class and of parental
contact.

• To be up to date in the latest developments in pastoral care
of pupils.

• To encourage pupils to participate in extra-curricular
activities and opportunities which promote leadership and
initiative.

Academic Monitoring 
• To actively support pupils who may have SEND, be AGT

or who have EAL.
• To monitor each pupil’s academic work in partnership with

the Head of Infants/Juniors and the Academic Team.
• To discuss interim assessments and reports with each pupil,

encouraging challenging but realistic target-setting and
promote the values of self-review and reflection in the
pursuit of academic excellence and personal development.

• To ensure that other subject teachers are aware of welfare
issues which may affect the academic performance of
particular pupils.

• To respond to concerns from colleagues about a pupil’s
academic work.

• To complete school reports in accordance with school
policy.

• To prepare for pupil progress meetings with the Head and
parents.
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Registration and Attendance 
• To be punctual at least, and early at best, at Registration each

morning and afternoon and to insist on the pupils’
punctuality.

• To complete the electronic register in accordance with School
policy.

• To follow up on all unexplained absences to enable them to
be correctly coded and to check patterns of absence.

• To refer attendance concerns to the Head of Infants/Juniors
and the Assistant Head Pastoral.

Form Room 
• To ensure that the Classroom is kept tidy and in good order

and that the pupils treat the furniture and other facilities with
care.

• To maintain Classroom displays and noticeboards providing
relevant and up to date information and that it is in good
order.

General Duties 
• Work flexibly to meet the School’s requirements including on

occasion working in other departments as directed by your
line manager.  This requirement is likely to be particularly
relevant during holiday periods as well at key events in the
School calendar where you may be expected to work evenings
or weekends.

• Comply with all School policies and procedures. Within these
boundaries, staff are expected to use initiative to resolve
problems and address issues.

• Be committed to safeguarding and promoting the welfare of
children at all times.

• Ensure the quality standards and performance measures
applying to your area of work are met and facilitate
continuous improvements in all aspects of the post.



Primary Division Classroom Teacher | Job Description 

Reporting  directly to the Head of Infants or Head of Juniors, the following duties shall be 
deemed to be included i

 
n the professional responsibilitie

 
s which you may be required to 

perform: 

 General Duties (continued): 
• Maintain a safe environment by working within Health &

Safety guidelines and being aware of your responsibilities for
health and safety.

• Value diversity and promote equal opportunities.
• Comply with GDPR and data protection legislation and

relevant policies and procedures where applicable.
• Participate in appraisal activities as required.  Undertake

further training as needed to ensure up to date knowledge
and implementation of best practice.

• All Bury Grammar School’s employees are expected to act as
ambassadors for the School and promote the organisation
and its services positively as well as behave in a manner
consistent with the School’s Values at all times.

• Undertake any other duties and tasks appropriate to the grade
and character of work as may reasonably be required.
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Essential Desirable Method of assessment 

Qualifications 
• Good honours degree
• Qualified Teacher Status (Primary)
• Evidence of CPD

• Relevant post graduate qualifications • Certificates and
application form.

Experience 
• Initial teacher training experience teaching in Reception, KS1 or KS2
• Teaching within the UK education system •Certificates and

application form.

Abilities 

• Being able to work and engage with parents
• Able to use ICT to enhance learning
• Able to organise an imaginative and stimulating classroom environment
• Willing to co-ordinate a subject area
• An understanding of assessment for learning
• An understanding of the impact of quality feedback
• A willingness to undergo appraisal and continual professional development
• Willingness to contribute to extra-curricular activities including taking part

in trips
• Desire and ability to work as part of a team
• Commitment to equality, diversity and inclusion
• Safeguarding requirements and the contents of Keeping Children Safe in

Education Part 1
• An interest and understanding of pastoral care

• Application form,
references and
interview.

Primary Division Classroom Teacher | Person Specification 
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Applica tion  

Applicat ion is by submission of the Sc hool Application Form and a covering letter.  

Please address your letter to the Principal (no more than two sides), refer to the criteria set out in the Person Specification and outline your vision for the role, 
using Microsoft Word format.  

The Application Form and further details of this post can be found via our school website. 

Please complete all sections of our application form, then submit your application and letter via the HR Pro link, by 9.00am, Tuesday 22nd April 2025. 

Please do not submit your CV, even to supplement your application, as this will not be considered.  

Interview  

Interviews are likely to be held w/c Monday 28th April 2025 or as soon as possible thereafter.  

Employment  

Please give us details of your complete work history since leaving school/tertiary education, including current and past employers, job title, dates employed, 
and salary and explain any breaks in employment. You should clearly demonstrate how your experience, knowledge, skills and abilities match those required 
in this role, as detailed in the Person Specification, and provide examples.  

All shortlisting decisions are based on the Essential Criteria in the Person Specification and only candidates who are the closest match to the identified criteria 
will be invited for interview. 
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https://hrpro.isams.cloud/recruit/application/apply.aspx?cid=4541-1AB148C9-833E-4EF3-BC39-9A7F0380FE44&VacancyID=26938-D40A8D04-5642-408E-9645-856238360F88
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