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St Margaret’s Preparatory School

Head of Teaching & Learning
St Margaret’s Preparatory School is a co-educational day school for 200 pupils aged 3-11.  We have a Kindergarten class and a Reception class and thereafter, two parallel classes at each year from Year 1 – Year 6.  The school shares a 27 acre campus with St Mary’s School, Calne. 

The school broadly follows the 2014 Primary National Curriculum in England; the children are assessed in line with national expectations and the Foundation Stage Profile, and take standardized tests from Y2-Y6, achieving well above the national averages.  However, there is much more on offer.  In addition to the academic side of life, there is a rich programme of Music, PE, Drama and Art.  Class Teachers deliver a broad curriculum with ICT, PE, Music, Art, MFL and Latin being taught by specialists.  We want our pupils to achieve their potential in every aspect and play a full part in the life of the school.  Above all, we want happy, independent and confident children!

The facilities offer first class opportunities to challenge and stimulate the children in their learning.  Classes are housed in attractive purpose built teaching rooms linked to the original Victorian building.  There are specialist teaching rooms for Computing, Music, Languages and Art/Design & Technology, whilst The Southwell Hall offers a large space for assemblies, drama and a wide range of extra-curricular activities.  In addition, we share a number of facilities with St Mary’s; a dining room, Chapel, Science laboratories, an indoor swimming pool, gymnasium and a range of sports courts and playing fields.  Our after-school club ‘Maggots’ provides wrap-around care until 6pm.  The children enjoy the benefit of fresh air and exercise in an extensive, secure environment which includes fields, playgrounds, swings and other play equipment.   

Maintaining a happy, purposeful atmosphere is of paramount importance, as this will allow the pupils the best opportunity to develop into well-rounded, confident children.  It is vital that the pupils and the staff at St Margaret’s feel that their lives here are enriched and rewarding. 

Personal Qualities

The work of the Head of Teaching and Learning is divided each week between allocated hours for class teaching and time specifically assigned for undertaking the tasks applicable to this senior leadership position.  It is expected that the successful candidate will be aspirational and making a positive contribution at their current maintained or independent school; also having a number of years teaching experience at the relevant Key Stage. 

He/she will be ICT literate, articulate and confident.  It is expected that he/she will possess most, if not all, of the following qualities:
· Energy and enthusiasm for school life
· Outstanding leadership qualities

· A dynamic approach to the delivery of lessons and extra-curricular activities
· The ability to work in a team
· A sense of humour
· Ability to take initiative
· Excellent people skills

JOB DESCRIPTION

Head of Teaching & Learning

The Head of Teaching & Learning holds the following areas of responsibility:

· Overseeing the curricular programme across the whole school and addressing difficulties which may have been identified.  In order to do this s/he will:
· take the lead in curriculum development
· work closely with subject teachers and subject leaders to maintain the whole school curriculum
· provide support in the development of curriculum policies & schemes of work
· spend a significant amount of time in each of the classes, monitor the teaching and learning provision and provide support for class teachers as appropriate
· be responsible for monitoring and reviewing planning – ensuring that lessons taught are rigorous and follow the plans
· Work closely with the Head of Pre-Prep to ensure that there is a smooth transition between departments

· Work closely with the Head of Learning Support and Assessment Leads to ensure that suitable systems are in place to track progress, and that such information is accessible – then taking appropriate action should less than excellent practice be evident

· Liaise directly with Secondary Schools and work closely with the Headmistress towards the successful placement and subsequent transfer of pupils at 11+

· Oversee programmes of Personal Development and Effective Learning Skills across all year groups

· Liaise with staff to ensure that effective record keeping procedures are in place and are being used appropriately   
· Liaise with the Headmistress and Deputy Head to ensure that staff receive relevant guidance, training and professional development, particularly with reference to teaching styles and programmes of work
· Liaise with the Deputy Head to ensure that the classrooms are properly equipped and resources are appropriate to the programmes of study

Class Teacher
Class Teachers at St Margaret’s Preparatory School will:

· teach those subjects and classes as agreed with the Headmistress
· lead a subject area or aspect throughout the school in agreement with the Headmistress 
· support the St Margaret’s extra-curricular programme
· ensure that each child maximises his/her potential
· encourage each child to feel confident and play a full part in class and school life
· encourage children to behave responsibly within the classroom and school environment
· encourage children and parents towards greater independence
· prepare children to be contributing members of a caring society

This will be achieved through the following:

· supporting the children pastorally and socially during the school day
· applying a variety of teaching techniques according to the subject and age range being taught
· ensuring that differentiation is applied in each subject

In order to achieve this, the class teacher must be a good manager.  Therefore, class teachers will be expected to:

· mark children’s work critically, promptly and regularly, ensuring that they are aware of areas of excellence and areas of shortfall and offer guidance for improvement
· create a stimulating learning environment
· keep parents informed of their child’s progress through informal meetings, parents’ evenings, annual written reports and progress measured against national norms
· give information to parents honestly and tactfully
· keep the Headmistress regularly informed of the academic and social progress of each child
· keep other staff aware of any change of character, or changes in home circumstances etc. that may affect the child in any way

· keep weekly lesson plans and regular academic/pastoral records on each child and present a regular record book to the Headmistress as required
· keep abreast of changes in education, attend courses, read professional literature and develop professional abilities
· offer support to colleagues

St Margaret’s staff are expected to be professional and discreet towards colleagues, pupils and parents at all times They must also maintain confidentiality. They should openly seek to promote the good name of the school and the goodwill of the support staff, peripatetic staff and others who come into contact with St Margaret’s.

