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Teacher’s Job Description

 Sandhill Primary School
Name:            

Post:               TLR 2A –  Foundation Stage Phase Leader 
Responsible to: Executive Headteacher /Head of School
Full/Part Time:  Full Time 

General Professional Duties:  The duties of a school teacher as set out in the School Teachers’ Pay and Conditions Document 2004 and as subsequently amended.

Any particular duties which form part of the School Teachers’ Pay and Conditions Document 2010 (and as subsequently amended) as the Headteacher may reasonably direct from time to time.

5.1 Curriculum:  Main Teaching Area – All Primary Subjects

5.2 Age Range of Pupils Taught:    Foundation Stage, Key Stage 1 and 2

5.3 General Professional Duties:

· In accordance with the school’s aims and objectives, to teach, supervise, control and ensure the discipline and pastoral care of your designated class and to perform the associated organisational, clerical and mechanical tasks during a six hour school day. To implement curriculum initiatives and policy, following guidelines from the Head.  To prepare and plan programmes of work for children and communicate these plans by filling in the standard  planning documents and handing them in by the appropriate dates as per school policy.

· To mark children’s work promptly and efficiently.  To display children’s work (both in teachers’ own classroom and in areas of such as entrance areas and hall in accordance with school display policy).

· To cater for children’s individual needs within the teachers’ own class.

· To assess, record and monitor each child’s progress and attainment.  To take part in any Statutory National Curriculum Assessment (Teacher assessment and Standardised Assessment Tasks) that is required.

· To take assemblies, Hymn practices, and teach/supervise groups of children as directed by the Head.

· To monitor special needs children and devise appropriate programmes of work in consultation with the Inclusion Leader, and support staff etc and complete SEND support plans as appropriate in accordance with school’s Inclusion Policy.

· To complete the annual pupil report to parents including any information on attainment and progress as required.  To complete any transition documents currently in use in school.

· To do yard duties, supervise cloakrooms at the beginning and end of sessions to ensure orderly movement around school, follow rotas and timetables in accordance with school’s duty rosters etc.

· Attend staff meetings as directed by the Head of School. This is to count as DIRECTED time.

· To attend out of school concerts/shows/social events as directed by the Executive Head.  This to count as DIRECTED time.

· To attend school open evenings as directed by the Head of School.  This to count as DIRECTED time.  

· To complete order forms and requisitions for stock for your designated subject areas and keep budget monitoring records where applicable in order to evaluate the impact of new resources upon the children’s learning.

· To communicate and consult with parents of pupils, other parents and external agencies.

· To provide a subject development report in line with school policy and make this available to Head/staff/designated governor as required.

· To review from time to time methods of teaching and programmes of work and to participate in arrangement for further training and professional development as a teacher.

· To maintain good order and discipline among the pupils and to safeguard their health and safety both when they are on the school premises and when they are engaged in authorised school activities elsewhere.

· To supervise and so far as is practicable teach any pupil whose teacher is not available to teach them but not more than for three consecutive days.

· To participate in any arrangements within an agreed national framework for the appraisal of his/her performance and that of other teachers.

· To monitor the standards and quality of teaching and learning in their designated subject area in accordance with the school monitoring cycle.

Additional Responsibilities

In consultation and co-operation with the Head of School 
· Co-operate with and provide guidance and support to other members of staff in implementing schemes of work.

· Provide particular support to any NQT, supply teacher or teacher new to the school.

· Order and organise resources as required by the Head of School in consultation with all staff.

· Ensure that a high standard of physical and emotional care is maintained for all children that you are responsible for.

· Be responsible for the discipline, good conduct, behaviour and good order of the children in your care.
Leadership and Management
As Foundation Stage Phase Leader, be accountable for accelerating progress and raising standards in Foundation Stage.
· Support and develop the quality of Teaching, Learning, Curriculum, Assessment and target setting across the Key Stage.
· Liaise with the Key Stage 1 Phase Leader to develop a comprehensive transition programme that ensures all children transfer key stages as seamlessly as possible.
· Take a lead role and work with staff to ensure that a high standard of behaviour and expectation is fostered across the Key Stage.   
· Implement the 30 hours funding offer(if required)
Curriculum Responsibilities
Lead on, and be accountable for improving standards in Foundation Stage and the smooth implementation of initiatives.
These responsibilities will include:

· Recording and reporting hardware/software problems and ensuring that they are addressed. 

· Supporting/developing curriculum initiatives to improve the quality and continuity of teaching and learning throughout school.
· Preparing guidelines, policies and schemes of work and ensuring the regular review/revision of these.

· Stock resources and ordering including teacher resources

· Communication/liaison throughout school

· Overseeing, advising  and assisting work of other staff

· Devising assessment and evaluation methods, methods of record keeping, in order to comply with the requirement of the National Curriculum

· Keeping abreast of with recent developments/reports and communicate these to staff

· Developing cross-curricular links

· Display, representation, procedures, recording methods

· Arranging differentiated inclusive work for all pupils (liaising with the Inclusion Leader)

· Providing support in devising sufficient challenging extension work as needed by higher ability children

· Make decisions on priorities and needs in order to form action plans for inclusion in the School Development Plan

· Advise and assist staff in curriculum planning, forecasting, and recording in these curriculum areas

· Maintain current and accurate inventories of equipment/necessary resources and undertake an annual curriculum audit
· Maintain an curriculum file for perusal by the Head, other staff, governors and external agencies

· Monitor, evaluate and appraise provision in individual classes and ensure adequate time is given to the each area of the subject across the school.
· Devise methods to target pupils/build confidence and develop positive attitudes and increased motivation

· Report back to the Head of School and provide a leadership role in these curriculum areas

· Be a point of contact for communication with parents in these areas

· Ensure effective implementation of the National Curriculum.
Physical Environment

· Comply with the requirements of the Health and Safety at Work Act

· Designated particular room responsibility other than classroom
· To maintain in tidy order a fully resourced system for to meet the requirements of the Early Years Outcomes and the National Curriculum.
· To be responsible for general tidiness around school including the classroom

· Shared responsibility with all staff for display in general areas around school.  

Continuous Professional Development

· Be responsible for your own personal professional development.

· Inform the Exec Head/HoS  of your own professional development needs.

· Undertake development opportunities linked to school priorities as outlined in the School Development Plan.

· Assess the relevance of courses attended and whether it has provided value in meeting your development needs.

· Negotiate with the HoS an opportunity to disseminate the training to staff at a staff meeting as soon as possible after training has been undertaken.  

Conditions

This job description is subject to amendment from time to time within the terms of your conditions of employment but only to an extent consistent with those conditions of employment as the needs of the school may require and only after consultation with you.  The Trust’s grievance procedure is available in relation to any dispute arising in connection with this job description and any amendment.

Acknowledgement
I have received a copy of this job description.

Signed:-_________________________  (Teacher)                             Date: 

Signed:- __________________________(Executive Head)               Date: 
