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Teddington School is ranked in the
top 100 secondary schools in
Greater London and is consistently
within the top 20% of schools
nationally for both attainment and
progress. Of the 940 schools in the
region, we are amongst the top 30
state schools and sit within the top 3
schools in the Richmond Borough.

Please click here to view our
prospectus and learn more about our
school .



https://www.teddingtonschool.org/3035/see-our-school
https://files.ofsted.gov.uk/v1/file/50176370

OUR VISION &
VALUES

VISION

The Teddington pillars encapsulate the
rounded offer all students receive. We
want our students have an 'Excellence
Education' be 'Global Citizens' who are
'Future Ready and equipped with the
skills to be 'Healthy Learners'.

More information can be found by
clicking this link: Vision & Values -
Teddington School.



https://www.teddingtonschool.org/927/vision-values
https://www.teddingtonschool.org/927/vision-values
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BET BET
VALUES PHILOSOPHY

BET's values are summarised by our
strapline: ‘Transforming schools;
changing lives’. We absolutely
believe that all children regardless
of context or background deserve a
great education, hence our
involvement in schools and
communities that have not always
experienced this. Whilst we want our
schools to retain their own identity,
all BET schools share environments
that are extremely warm and
welcoming, professional, relentlessly
positive, highly aspirational and
characterised by happy and safe
pupils with excellent relationships
between them and the staff. In all
classrooms and beyond pupils enjoy
creative and effective teaching and
learning that fosters belief and
confidence.
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http://www.bourne.education/
http://www.bourne.education/

BET BEHAVIOURS

4 shared behaviours - we are

reflective, aspirational, optimistic

and inclusive.

REFLECTIVE

Being outward facing and

continually  scanning the
horizon

g
@Making decisions

drawing on

carefully,
evidence, risk
analysis and research

( ’Deploying school resources so
they are sustainable and have

long-term impact to safeguard

the future for our
people
@Learning without borders by
working with and learning
from different phases,
specialisms and sectors

young

OPTIMISTIC

Being resilient, energetic,
proactive and positive whilst

taking responsibility for solving

Q

issues
</’ Believing that everyone has
potential, is valued and can

contribute Clearly identifying
and sharing why we do what we
do

Focusing on the team’s
outcome and not just the
individual

Q

ASPIRATIONAL

Q

Q QK

Creating a culture of high
performance and professionalism
where morale, health and

wellbeing are high

Holding one another to account
and having the courage to
challenge and to question
Creating great places to work
where people feel supported,
empowered and encouraged to
achieve their ambitions

Creating community confidence
and pride in our schools and Trust
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DESCRIPTION

Role Purpose:

To provide, with a high level of accuracy, effective management and maintenance of all data-
related activities for the school. Ensuring the accuracy and timeliness of data and managing
the school’s Management Information System (MIS).

Responsible To:
Headteacher
Main Duties and Responsibilities:

¢ Ensure all data held by the school’s Management Information System (MIS) is up-to-date
and accurate. This includes managing and maintaining the pupil database, staff year-end
processes, amendments to pupil timetables, and the accuracy of information on courses in
the course manager
Carry out the pupil-related census and statutory returns, ensuring compliance with all
relevant regulations and guidelines
Manage and maintain assessment data to enable reports to parents, provide feedback to
staff, and work with the appointed SLT lead to provide the required data




Organise reporting processes, including the collection of data, ensuring all data is entered
onto the relevant system, collating, and distributing school reports

Be responsible for exporting and editing data from the school’s Management Information
System and the DfE’'s Secure Access website

Ensure and manage the smooth transition of all data from one year to the next

Prepare reports (by individual, class, department, characteristic, and year) which provide

data on prior attainment, targets, predicted grades, and progress

Deal efficiently, professionally and effectively with all telephone and visitor enquiries,
providing advice, answers and information to the caller where possible

Support the schools’ Data Protection policies, ensuring compliance with GDPR principles,
and responding to external requests, with support from the Trust

Take responsibility for sending out timely reminders to all teaching staff of the upcoming
deadlines in the assessment calendar and checking and chasing up key student
assessments from departments

Other administrative duties as required by the Senior Leadership Team

HEALTH AND SAFETY: The board of trustees, local governing committees (LGC) and all leaders across
Bourne Education Trust recognise and accept their responsibilities to provide a safe and healthy working
environment for all employees, students and visitors. We expect all colleagues to take reasonable care
of their own health and safety and that of others who may be affected by their actions at work. All BET
employees must co-operate with us to access proper training and to make sure they understand and
follow the Trust’s health and safety policies and procedures, and to help everyone meet their legal
requirements. All colleagues must take responsibility for reporting concerns relating to health and safety
matters through appropriate channels.

SAFEGUARDING: Bourne Education Trust is committed to safeguarding and promoting the welfare of
children and expects all staff and volunteers to share this commitment. The appointment will be made
subject to an Enhanced Disclosure and Barring Service approval ('DBS') as part of our rigorous approach
to safeguarding our children

EQUAL OPPORTUNITIES: Bourne Education Trust is committed to equality of opportunity for all
colleagues, pupils and other stakeholders. Applications from individuals are encouraged regardless of
age, disability, sex, gender reassignment, sexual orientation, pregnancy and maternity, race, religion or
belief and marriage and civil partnerships




PERSON

SPECIFICATION

Key Skills Required:

An awareness, understanding and commitment to the protection and
safeguarding of children (E)

Excellent communication skills, both written and verbal (E)Educated to GCSE
Standard at Grade A-C /1-5 for a minimum of 5 GCSEs including
Mathematics and English, or equivalent qualifications (E)

Knowledge of relevant policies/codes of practice and awareness of
legislation i.e. data protection and equal opportunities (E)

Excellent and effective administrative skills(E)

Good organisational skills, particularly concerning data handling and the
maintenance of records (E)

Ability to work independently using own initiative and manage time
effectively (E)

Ability to maintain an orderly working environment but be flexible to cope
with interruptions and changing priorities (E)

Previous administrative experience within a school environment (D)
Experience of school software packages such as Arbor (D)

Personal Qualities:

At Bourne Education Trust, our culture and our values are important to us, as
outlined in our BET Behaviours which set out the key qualities we would expect
any colleague to demonstrate. We foster a reflective, optimistic, and aspirational
approach and we expect our colleagues to be collaborative, innovative,
committed, engaged and professional. Diverse and inclusive, we encourage you
to act as a positive force for equality, helping us create communities where
everyone belongs. We encourage our colleagues to take part in school and cross
Trust teams and we will invest in you through Continuous Professional
Development.







