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Job Description
Role: Teacher of Kindergarten 

This job description gives an overall indication of the areas of responsibility of the position, but is by no means all encompassing or fixed. The post may include other duties and responsibilities as determined by management that fall within the general responsibilities of the post. St. Francis’ College Trust (‘the College’) is an equal opportunities employer.

	Location:
	

	Accountable to:
	The Teacher of Kindergarten is directly responsible to and supervised by Head of Prep.  However, the Teacher of Kindergarten may also receive instructions from the Deputy Head of Prep, and from the Head, who is responsible for the leadership and management of the College and reports to the Board of Governors.

	Responsible for:
	N/A


Overall Purpose of the Job


The Teacher of Kindergarten’s primary purpose is to care for and nurture the potential of our youngest girls and boys and to work as part of a team to help achieve the overall aims of the College.

Main Duties and Responsibilities

· Plan and deliver a programme which helps each child achieve learning objectives and curriculum goals;
· Prepare lesson materials and resources;
· Utilise resources, including ICT to support learning;
· Create a positive and happy classroom environment;
· Deploy suitable classroom management for this age group;
· Manage the TA’s time appropriately and effectively;
· Teach children about personal hygiene and self-care;
· Teach the children the ‘Colourful Rules’;
· Observe, Evaluate and Record the children’s academic and social progress;
· Provide constructive feedback to parents, guardians and administration;
· Prepare a weekly newsletter;
· Plan and request orders for resources / equipment;
· Perform required administrative duties; 

· To uphold the College code of conduct and all College policies, rules and procedures in a supportive and positive manner;
· To cover for absent colleagues;
· To liaise with the DH of Prep /H o Prep over any pupil concerns;
· Attend parents’ evenings, Open Days, some staff meetings and Open Days;
· To perform any specific duties as requested by the Head of Prep or the Headmistress. These are arranged as equitable as possible, taking into account interests, abilities and responsibilities;
· To compile Learning Journeys for Kindergarten Children.
Other Duties

•
Arrive in College in time to read whiteboard notices and register class;
•
Attend assembly;
•
Organise and lead assembly with class according to the assembly rota;
•
Attend Parents’ Evenings, Open Days, Staff Meetings and INSET training;
•
Take part in duty rotas;
•
Supervise Prep Study once every third week according to the rota;
•
Actively support College events as far as possible;
•
Complete forms as necessary for after school arrangements and medical issues;
•
Prepare forms and arrangements for visits in accordance with the Prep Visits Policy;
•
Refer to and follow the Prep Department Staff Handbook and College policies;
•
Perform any specific duties as requested by the Head of Prep Dept. or Headmistress.  These are arranged as equitably as possible, taking into account interests, abilities and other responsibilities.
General

Owing to the presence of girls in the College, strict rules governing staff behaviour and, in particular, regarding access to areas of the College, are in place.  Details may be obtained from the Bursar.
Training and Work Equipment
The Teacher of Kindergarten will be expected to hold a current First Aid qualification.  The College will provide training or pay reasonable training costs where the need arises.  “Everyday” work equipment and Personal Protective Equipment, if required, will be provided by the College.
Person Specification

Role: Teacher of Kindergarten
	Essential
	Desirable

	Education: 

· Qualified Teacher status
	Education: 

· Evidence of continuous INSET and commitment to further professional development

	Experience:


	Experience:

· In addition, the Teacher might have experience of:



- teaching at Kindergarten Level;

- teaching Key Stage 1 age range;
- working in partnership with parents;

- teaching in an Independent School.

	Knowledge: 

· The Teacher should have knowledge and understanding of:

· the theory and practice of providing effectively for the individual needs of all children (e.g. classroom organisation and learning strategies);

· statutory National Curriculum requirements at the appropriate key stage;

· the monitoring, assessment, recording and reporting of pupils’ progress;

· the statutory requirements of legislation concerning

· Equal Opportunities, Health & Safety, SEND and Safeguarding Children;

· the positive links necessary within school and with all its stakeholders;

· effective teaching and learning styles.
	

	Skills:

· The Class Teacher will be able to:

· promote the school’s aims positively, and use effective strategies to monitor motivation and morale;

· develop good personal relationships within a team;

· establish and develop close relationships with parents, governors and the community;

· communicate effectively (both orally and in writing) to a variety of audiences;

· create a happy, challenging and effective learning environment.
	

	Other:

· Approachable

· Committed

· Enthusiastic

· Able to motivate self and others

· Calm under pressure

· Well-organised

· Work in a team

· Uses initiative

· Good sense of humour
	Other:

· Willingness to go the ‘extra mile’

· Willingness to contribute to the extra-curricular provision of the school
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