The Petchey Academy

Inspiring & supporting every child

Teacher of Spanish Job Description

Please note that this job description is a draft. Changes can be expected in the light of further
development within The Academy and the appointee’s strengths and experience taken within a review
of the roles of senior staff.

Post: Teacher of Spanish
Status: Permanent - Full time
Salary: Similar to national pay and conditions which

will reflect qualifications and experience

Responsible to: The Principal and the Governing Body of The
Petchey Academy
Responsible for: Specific tasks and whole Academy

responsibilities as required by the Principal,
following analysis of The Academy’s needs and
candidate’s strengths.

Working Hours: Academy teaching staff will work 200 days per
annum and will work such times as required to
ensure effective and efficient education of our
students

Contractual Term: As per the Terms and Conditions of Service for
The Petchey Academy (in development).

Purpose and objective of post
1. The teaching of students and the associated pastoral and administrative duties in respect
of those students in accordance with the aims and objectives of The Academy.
2. Any additional duties as may be required from time to time by the Principal.
3. To teach main subject area but with some additional subject areas as agreed with The
Principal

GENERAL DUTIES AND RESPONSIBILITIES
Planning and preparing appropriately differentiated courses and lessons
e Teaching the students assigned to him/her according to their educational needs,
including the setting and marking of work to be carried out by the students in The
Academy or elsewhere.
¢ Assessing, recording and reporting on the development, progress and attainment of all
students.



Other Activities

e Supporting and promoting The Academy’s provision of social, spiritual, moral and cultural
opportunities;

¢ Promoting the general progress and well-being of individual students and of any class or
group of students assigned to him/her;

¢ Providing guidance and advice to students on educational and social matters and on their
further education and future careers, including information about sources of more expert
advice on specific questions;

¢ Providing guidance and support for a specific group of students in the role of an
Academic Tutor

e Making relevant records and reports;

¢ Making records of and reporting on the personal and social needs of students;

¢ Communicating and consulting with the parents of students;

¢ Communicating and co-operating with relevant persons or bodies outside The Academy;

¢ Participating in meetings arranged for any of the purposes described above.

Assessments and reports:
¢ Providing or contributing to oral and written assessments, reports and references relating
to individual students and groups of students, for students, parents, employers and other
bodies.

Performance Management
e Participating in any arrangements within The Academy’s policy, for Performance
Management.

Further training and development:
¢ Reviewing from time to time his/her methods of teaching and programmes of work.
¢ Participating in arrangements for his/her further training and professional development as
a teacher and manager.
¢ Liaising with the member of the Leadership Group who is responsible for training and staff
development

Educational methods
e Advising and co-operating with the Principal and other teachers (or any one or more of
them) on the preparation and development of courses of study, for all pupils, appropriate
teaching materials, schemes of work, methods of teaching and assessment and pastoral
arrangements;
¢ Responding to the Code of Practice for Special Educational Needs, in accordance with The
Academy'’s policy.

Discipline, health and safety:

¢ Maintaining good order and discipline among the students and safeguarding their health
and safety both when they are authorised to be on The Academy premises and when they
are engaged in authorised Academy activities elsewhere;

e Ensuring that the Academy’s Child Protection Policy is followed where there may be a
concern;

e Ensuring that personal knowledge of The Academy’s health and safety policy is updated
and the practices are in accordance with it.

Staff Meetings:
* Participating in meetings at The Academy which relate to the curriculum for the Academy,
or the administration or organisation of The Academy, including pastoral arrangements.



Cover
e Supervising, and so far as practicable, teaching any students whose teacher is not
available to teach them, with appropriate arrangements for marking and feedback.
¢ Teachers must ensure that appropriate ‘cover’ work is provided in cases of absence.

Public examinations
e Participating in arrangements for preparing students for public examinations and in
assessing students for the purposes of such examinations.
e Recording and reporting such assessments;
e Participating in arrangements for students’ presentation for and supervision during such
examinations.

Management as appropriate and relevant
e Contributing to the selection for appointment, induction and personal development of all
staff;
e (Co-ordinating or managing the work of supporting staff or volunteers.
e Taking such part as may be required of him/her in the review, development and
management of activities relating to the curriculum, organisation and pastoral functions
of The Academy and Performance Management of staff as directed by the Principal.

Administration as appropriate and relevant

¢ Participating in administrative and organisational tasks related to such duties as described
above, including the management or supervision of persons, providing support for the
teachers in The Academy; ordering, preparation and allocation of equipment and
materials; assisting the Subject Lead when recruiting students taking up community
languages exams, making exam entries and organising the Languages exams for taught
and non-taught languages.

¢ Attending assemblies, registering the attendance of students and supervising students,
whether these duties are to be performed before, during or after Academy sessions.

Governing body:
¢ Attend meetings of the Governing Body or its committees or working parties where
required to do so.

OUR COMMITMENT TO SAFEGUARDING

The Petchey Academy is committed to safeguarding and promoting the welfare of children and
young people and expects all staff to share this commitment.

All successful applicants will be requested to undertake an Enhanced Disclosure and Barring
Service check.

A Section 128 check will be carried out on individuals applying for any role that retains or has
been delegated any management responsibilities under the terms of a direction made by the
Secretary of State for Education.

OUR COMMITMENT TO EQUALITY

The Petchey Academy is committed to promoting equality for all students and employees. Every
individual will be treated with courtesy and respect and their contribution to the learning process
will be valued.



