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Hampshire Collegiate School




	JOB DESCRIPTION


Role Title:  

LAMDA Tutor
Reporting to:

Head of Drama 
Job Summary:
To contribute to the teaching of LAMDA qualifications across the age range within the school as required.

Main Duties
· To fully prepare for and undertake the teaching of LAMDA qualifications across the ability range at HCS, entering pupils for examinations commensurate with their ability.
· To contribute to schemes of work, coursework/controlled assessments and moderation as required by the LAMDA syllabus.

· To keep full records of attendance and achievement/assessment/progress of all pupils taught; such records to be stored on the school’s system and regularly shared with relevant personnel in order to manage accounts and pupil records.

· To create weekly timetables for pupils’ lessons and share these at least one week in advance with pupils, parents and HCS staff.

· To manage LAMDA examination entries and administration, in liaison with the Head of Drama. To run examination sessions and liaise with moderators as required.

· To prepare pupils for the annual LAMDA showcase, including attending dress rehearsals and performances.

· To prepare written reports each academic year for each pupil, as directed by the Head of Drama. 

· To contribute towards the upkeep and updating of curriculum resources.

· To ensure that appropriate resource material is used in lessons.

· To work as part of the Drama Department team and attend regular meetings with the Head of Drama at a mutually convenient time during working hours.

· To assist with the school’s LAMDA visual displays.

· To attend assemblies for the presentation of LAMDA awards and trophies.

· To inform immediately the Head of Drama about any pupils of concern and be familiar with the school’s policies, including the safeguarding and child protection policy.

· To ensure that all activities in lessons comply with Health and Safety regulations and that all the necessary precautions are taken.

· To communicate effectively with parents and / or staff in a professional manner, regarding pupils’ lessons, attendance and any issues which may arise. 

· To keep fully informed and abreast of LAMDA curriculum and developments as they arise in order to maintain standards and consistency at all times.

The Visiting Tutor will have the following experience and personal qualities:

· Relevant LAMDA teaching experience

· Excellent communication skills, both in written and spoken English

· Warm and personable approach 

· High levels of personal presentation

· High levels of personal and professional integrity

· Excellent organisational skills

· Sound judgement and the ability to take decisions

· High levels of discretion and confidentiality and awareness of data protection

· High degrees of self-confidence, personal energy and dynamism

· Ability to sustain a positive working relationship with pupils, parents, staff and the local community

· Ability to inspire students across a wide age range

· A passion for excellence

It is the nature of the work of Hampshire Collegiate School that tasks and responsibilities are, in many circumstances, unpredictable and varied.  All staff are therefore expected to work in a flexible way when the occasion arises and undertake tasks that are not specifically covered in the job description. 
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