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	Name of Teacher
	
	Date:


	Academic responsibilities
	Teacher


	Administrative responsibilities
	

	Extra curricular responsibilities
	



General responsibilities

1. To observe the requirements of his/her contract.
2. To follow the school’s policies as set down in the Handbook and amended from time to time.
3. To motivate and inspire students to achieve their best in all aspects of their schooling.
4. To promote the best interests of the school at all times.
5. To be responsible for his/her assigned teaching areas and to report deficiencies in the rooms or equipment to the relevant senior management.
6. Teachers are expected to arrive 15 minutes before the start of their first teaching session.
7. To ensure that classrooms are left in an orderly manner: chairs left under tables, boards wiped clean, equipment switched off and floors free of litter.
8. To be in the classroom at all times – photocopying and other administrative duties should be done at an appropriate time.

Academic responsibilities

1. To teach his/her subjects to the highest level possible
2. To prepare work in accordance with the schemes of work and syllabuses current in the school.
3. To assess the effect of his/her teaching and to modify future teaching as appropriate.
4. To set standards of achievement in his subject which are challenging but attainable.
5. To mark all work accurately, promptly and constructively, observing the school’s marking policy.
6. To return marked assignments to students within two working days of collection.
7. To encourage his/her students by verbal praise, the judicious award of merit points and recommendations for prizes.
8. To ensure that students who meet a suitably high standard, including demanding corrections and rewrites of work when needed and the imposition of sanctions when work is unsatisfactory or incomplete.
9. To keep him/herself up to date with current developments in his/her subject.

Pastoral responsibilities

1. To conduct relations with students in keeping with the school’s ethos of individual care.
2. To accept responsibility for the students in his charge, whether in the classroom or at other times when assigned supervisory duties.
3. To motivate students and to develop their self-confidence.
4. To maintain good order and discipline amongst the students for whom he/she is responsible.
5. To develop a trusting relationship with parents.

Administrative responsibilities

1. To contribute to the preparation of schemes of work and to ensure he/she meets all syllabus requirements.
2. To maintain accurate records of his/her assessments of the work done by his students.
3. To keep an accurate record of his/her students’ attendance.
4. To prepare such interim and final reports as may be required for his students.
5. To attend and participate in meetings of staff, whether plenary or sectional.

Extra-curricular responsibilities

1. To contribute to the school’s extra-curricular programme for students.
2. To keep records of students activities in the programme.
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 Person specification: Teacher 


Knowledge, skills and experience						Essential/Desirable


Degree or equivalent qualification							E

Qualified Teacher Status (QTS)							D

Has relevant previous experience working with children and young people,		E
ideally in a similar environment.

Has knowledge of A level specification.(where appropriate)				D

Has knowledge of GCSE specification						E

Displays commitment to the protection and safeguarding of 				E
children and young people.

Values and respects the views and needs of children and young people.			E

Works collaboratively and supportively with colleagues within the organisation.		E

Respects and values the different experiences, ideas and backgrounds others 
can bring to work and to teams.							E

Is resilient and demonstrates ability to work well under pressure. 
Manages time effectively.								E

Is comfortable working independently.						D

Is committed to continual personal and professional development. 			E

Is reflective and learns from past experiences.					E

Experience in providing extra curricular activites					D
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