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Job Description Outline

The Teacher will:

· Teach a class of pupils the school curriculum, and ensure that planning, preparation, recording, assessment and reporting meet their varying learning and social needs, to ensure continuity and progression;

· Facilitate and encourage learning experiences which provide opportunities to achieve pupils’ potential and to contribute to raising their attainment;

· Share and support the schools’ responsibility to provide opportunities for personal and academic growth;

· Work with colleagues, sharing ideas and expertise;

· Maintain the positive ethos and core values of the school, both inside and outside the classroom.
Duties:

· Implement agreed school policies and guidelines;

· Support initiatives decided by the Head and staff;

· Plan appropriately to meet the needs of all pupils, through differentiation of tasks;

· Be able to set clear targets, based on prior attainment, for pupils’ learning;

· Provide a stimulating classroom environment, where resources can be accessed appropriately by all pupils;
· Use ICT as an integral part of the curriculum;
· Keep appropriate and efficient records, integrating formative and summative assessment into weekly and termly planning;

· Report to parents on development, progress and attainment of pupils; update pupils’ profiles and provide information for pupil tracking
· Participate in meetings which relate to the school’s management, curriculum, and activities;

· Maintain discipline in accordance with the school procedures and encourage good practice with regard to punctuality, behaviour, course work and homework;
· Establish constructive working relationships among staff, through team work and mutual support;
General Information
Briefings & Staff Meetings/Training
Briefings for all staff are held every week on Monday and Thursday morning at 8:30am in the Head’s office. Items to be included in these briefings must be recorded in the Briefing Book, located in the Head teacher’s office by Friday or Wednesday evening. 
There is a Bulletin Board in the school office which is updated throughout the day. This should be checked at least twice a day when signing in and out.
Staff meetings are held after school in the library @ 3:45pm. Details of these meetings are in the School Calendar. Subject meetings for shared classes are also timetabled on the Calendar.  
Staff training days are organised to look at curriculum, teaching & learning needs or safety issues raised by staff, governors or statutory regulations. Training courses for personal development can also be arranged. All will start at 9:30am unless otherwise informed.
Classroom Organisation
The organisation of each classroom is at the discretion of the Form Teacher but the safety of the pupils is paramount at all times. Liaison must be made between staff using the room for different subjects and the needs of all the pupils.
Also consideration must be made for pupils with difficulties seeing the board and hearing staff.

The school’s Code of Conduct must be displayed in all rooms and should be discussed at the beginning of each school year with pupils and at appropriate times throughout the year. Illustrations of the code should be displayed with the code.
Any Health & Safety issues must be reported to the Senior Teacher in charge of Health & Safety, Head or Caretaker immediately or at the next Staff Briefing, as appropriate.

Planning
Weekly & half termly planning for each form group and subject should be stored in the Head’s office PC or hard copy in file. Planning must be kept up to date & be available in the event of a teacher’s absence for the cover teacher to refer to. Where two age groups are taught together, then a rolling programme of work should be planned to cover two years.

All activities should be differentiated so all the needs of the pupils are catered for and potential can be achieved. Any concerns about pupils should be discussed with the SENCO and at the regular meetings with time designated to the progress of the pupils.

Support lessons are timetabled for SENCO help or Teaching Assistants to carry out reinforcement or separate programmes of study. This planning should also be documented and stored in the Head’s office or written on the appropriate form group’s weekly planning. 
Nursery hold planning meetings on Wednesday from 3:30pm till 4:15pm. The weekly planning is available on the school website and on the Head’s PC. Weekly outcomes from Nursery sessions are kept in folders in the Head’s office. 
After School Care weekly planning is also located in the Head’s office along with the weekly outcomes. Planning for activities is done in consultation with the pupils. This consultation can take place on the day of the activity or in advance if preparation is required.
Marking / Feed back for Activities
Pupils require feedback from all work that they complete. This may be in the form of written comments or verbal discussion at the time of writing. Please refer to the Marking of Work Guidelines.  
Staff need to record the pupils’ achievements during their lessons, and where appropriate homework, in their mark books or planning books. This record constitutes evidence for the calculation of teacher assessment grades and National Curriculum levels.
Targets can then be set for on going goals for each individual. 
EYFS need to record observations of children’s achievements during the pupils’ ‘child initiated play’. These observations are recorded in Nursery in Learning Journeys and in Reception in Learning Journeys as well as in The EYFS Profile required by Southampton City Council. Both of these documents are discussed with parents termly and given to the parent when the child leaves the setting. 
Setting Out & Marking of Work Guidelines 

Setting out of work

All pieces of written work should be dated and use a title. The date should be placed first and written by the margin before being underlined. For Maths, Science and D.T. lessons the ‘short’ date should be used. Other subjects should use a ‘long’ date.

For pieces of work that are set as homework ‘Homework’ should be written and underlined on the right hand side of the page adjacent to the date.

Work should be ‘ruled off’ by children following its completion and subsequent marking. The next piece of work should commence immediately after this ruled line.

Marking of work
· Marking is intended to provide feedback to pupils that is positive, constructive and helpful.

· Different marking strategies will be employed to match the needs of the specific pupil at a level at which they can access independently.
· Marking should be focussed to the specific task and its intended outcomes.
· In the Upper School Grades are awarded to key pieces of work within a topic as an objective gauge to the level of achievement within each year group.
· In each subject one key piece of work per week should be marked in detail, providing feedback to the pupil into areas of strength and areas for future development.
· Spelling mistakes should be corrected underneath the written work. A maximum of 3 spellings in the Lower School and 4 spellings in the Upper School should be noted. These spellings should be at an appropriate level for the particular pupil.
· Grammar errors should be corrected in a different colour from that used by the pupil in an appropriate way for the pupil to gain understanding of their mistakes.
Effective marking:

· Aims to help children learn, not to find fault, and comments should aim to
be positive and constructive to aid development of ideas and skills.

· Draws on and reflects upon previous marking and target setting.

· Utilises the school House point and Good Work Book awards and other rewards such as stickers and stamps positively to reinforce the comments and recognise effort and achievements.

· Is often done while a task is being carried out through discussion between pupil and teacher. These comments are marked with a ‘T’ together with a short date.
· Of written work is used sensitively and with discretion so that a pupil can assimilate a limited number of corrections at one time - this will vary according to age and ability.

· Is completed promptly after completion of the work.

· Sets immediate targets for individuals.

· Is consistent.

· Can be achieved through the use of a ‘checklist’ or by ticking and initialling work.
· Is carried out in conjunction with the pupil; pupils are given time to read, interpret and respond to marking in subsequent lessons.
House Points & Good Work Books (GWB)
House points are awarded to pupils in Reception, Form 1, 2, 3, 4, 5 & 6 for work or actions throughout the school day. Every child, on entering the school, is put into a house – Plantagenet, Stuart, Tudor. Form Teachers collate each pupil’s total weekly for collection by prefects on Friday so totals can be announced in Assembly and published on the weekly newsletter. 

Staff are also allocated Houses for sports events. 
GWB’s (Good Work Books) are given to pupils who have produced a particularly good piece of work for them or three sustained pieces of work that show a skill they have been working on. They may also get a GWB for achieving a goal or target. GWB’s are generally NOT given for homework unless the piece of work is exceptional.

Pupils bring their work or a note to explain their work on Friday mornings between 9am and 10:30am to show the Head. Other times can be arranged for pupils having music lessons.
 A record of these awards is displayed, so please keep a record of your awards and make sure there is a balance within the class and school. Averages will be discussed at staff meetings as appropriate.
Achievement Assemblies & Star Certificates
Achievement Assemblies take place at the end of the month. Every member of staff can award a star certificate to a pupil in the Upper and Lower school for both Courtesy and Endeavour. Staff at the briefing allocate trophies to the Upper and Lower school. Trophy winners are recorded in a book displayed in the entrance hall. Star certificates are also awarded for presentation, healthy eating, performance, sporting achievement and exams throughout the year. All star certificates are recorded on a chart outside the Head’s office. 

Pupils are encouraged to bring achievements from out of school time to share with everyone at the assemblies.
Parents Evenings and Reporting Arrangements 2011 – 2012
Staff are expected to keep records of the pupils’ progress throughout the school year to enable them to report to parents pupils’ progress at parents evenings and in written reports throughout the school year.

Details of when reports or exam results are to be submitted to the Head are timetabled on the School Calendar. Form Teachers need to make sure the report sticks are available for staff in plenty of time for the reports to be handed in ready for emailing to parents.
Guidelines for attainment levels used in long reports and program for reporting for the rest of the academic year. 

1. The following table sets out the guidelines for attainment levels for use in the reports in assessing English, Maths and Science.

	
	1
	2
	3
	4

	Year Six
	≥5C
	4A/4B
	4C/3A
	≤3B

	Year Five
	≥4B
	4C/3A
	3B/3C
	≤2A

	Year Four
	≥3A
	3B/3C
	2A/2B
	≤2C

	Year Three
	≥3B
	3C/2A
	2B/2C
	≤1A

	Year Two
	≥2A
	2B
	2C/1A
	≤1B

	Year One
	≥1A
	1B
	1C/W
	≤W


· The following descriptions will be sent with the report to the parents:

1 meaning ‘exceeding national expectations’;

2 meaning ‘average expectation +’; 

3 meaning ‘average expectation –‘; 

4 meaning ‘below national expectation’

· Levels to be awarded on following guidelines: pupils between a 2 and a 3 should be awarded a level based on the average of their coursework and teacher assessment. All members of the teaching staff are responsible for providing evidence for the levelling of work when required. 
2. All other subjects will use grades as follows:

A: exceeding expectations for year group

B: average + for year group

C: average – for year group

D: below expectations for year group.

Again this explanation will be sent to the parents with the report.

3. Comments

· Comments should be objective statements reporting on aspects of a pupil’s personal progress and attainment within a specific subject. They should relate directly to a pupil’s skills, abilities, knowledge, understanding and aptitude in relation to the key concepts, skills and knowledge taught in the particular subject. It is not usually necessary, for example, to pass comment on a pupil’s literacy skills within a Science report.

· Comments should reflect the attainment grade awarded and provide some explanation / justification for this grade.

· Negative and positive feedback should be balanced and comments should be largely positive, providing focussed suggestions for a pupil’s progression.

· Feedback should be directed at parents rather than pupils.
· There is no need to outline the content of the curriculum within the report for any subject.

· Comments should be written in Arial font, size 12. The report template automatically alters to allow for extended comment.

· Pupils should be referred to as ‘pupils’, rather than ‘children’ or ‘kids’.

· Sets of pupils should be referred to as a ‘Form’ with an accompanying number (written as a number), e.g.: ‘Form 5’.

4. Targets in Science and English for writing will be set after the first two weeks of the Autumn term. Copies of these will be printed for pupils to stick in their homework diaries for parents to sign. The targets and a letter of explanation will be e-mailed home to parents at this time. These targets will be reviewed and new or revised ones set in English and Science in the February reports before again being reviewed in the summer reports. 

5. Math targets will be set regularly throughout the year as topics dictate. These will be written or stuck into homework diaries for parents to sign. Exam targets will be set after November exams and then will be reviewed in May after the exams.

6. Form Teachers comment in February to include social skills

7. No activities listed in February but these will be listed on Summer report

8. Exam results will be sent out as in November after the May exams

9. June reports will be in a similar format to the February reports 

Reporting to Next School

Pupil Profiles 
Electronic profiles are to be transferred to pupils new school so data must be stored on the PC in the Heads office ready for this transfer. This data must be kept up to date each term or after tests have been taken. 
Data for transfer includes:


Pupils reports


Results from standardised tests


National Curriculum achievements in English, Maths & Science

Pupil References

Pupils leaving often need references from the school about their academic aptitude and interests. These references are compiled by the Head with the help of subject and form teachers.
Contacting Parents
Appointments to talk to parents can be made at the discretion of the teacher and parent. Any appointments should be discussed with the Head and other appropriate staff.  
Incidents between pupils should be investigated according to the school Behaviour Policy and the agreed Code of Conduct. Records of these incidents are to be kept in the Incident and Discredit Book in the Heads office.
Any concerns regarding pupils should be discussed at Briefings prior to appointments or with the school SENCo.
Display

Form teachers are responsible for the display boards in their class rooms. Subject teachers can negotiate space within rooms. Art work in corridors is changed regularly so any work taken down from classrooms must be discussed for this use before going home.
Notice boards in corridors are allocated to age groups at the first staff meeting of the year.

Pupils’ Exams and Standardised Testing for tracking purposes
In the first two weeks of the Autumn term NFER verbal reasoning and nonverbal reasoning papers are taken by appropriate age groups. These attainment scores are utilised as a general comparison level to gauge pupil performance. The standardised scores acquired form part of the pupils tracking other standardised papers in Maths & English results are added to this tracking throughout the year.

Upper school pupils are assessed for their progress with ‘subject teacher’ test papers in science, history and geography twice a year in November and May. 
QCA non statutory papers in Maths and English are used to assess the end of year progress made by pupils in Forms 3, 4 & 5.

Key stage 1 & 2 tests are administered as dictated by the Government.

All other subjects are assessed by continual teacher assessment with reference to the National Curriculum levels.

EYLS profiles are completed for all pupils at the end of their Reception year. This is an ongoing teacher assessment which is compiled through observations during child initiated play.
Baseline Assessment Timetable 

	Year group
	Month for administering tests



	Year One


	September

	Year Two


	March

	Year Four


	September

	Year Six


	September


Registration
· Registers are delivered to the classroom by prefects before school starts and collected by prefects at 9am. The register closes at 8:55am. After this time pupils arriving are registered as Late. Any absent child’s name should be attached to the front of the register so the school secretary can follow it up. Letters are required from all pupils to explain absence or the absence is recorded as unauthorised. Please refer to the school policy on registration. Details of this policy are on the school website in General Information.
· Any information to be dealt with at home should be mentioned to the pupils at this time. The letters will be sent by email during the day. 

· Any returned letters should be sent to the office with the register, initialled by the member of staff they are addressed to – this includes money for trips etc.

· Home work diaries can be checked at this time for messages from home.

· Uniform discrepancies can also be dealt with and lost property box checked.

· Assembly starts at 9am

· Pupils arriving during Assembly will sit at the back of the assembly hall and join their classes after the assembly.

· Prefects deliver the afternoon registers at 12:50pm. Teachers please return them when registration has taken place.

· The teacher on lunch duty on Wednesday registers Forms 4/5/6 in the hall before games.

· The bell at 3:20pm indicates the end of lessons and allows pupils to return to their classrooms and pack ready for home. This is the time when home work diaries can be checked for entries by pupils and books collected as well as lunch options chosen and School Council discussions held. 

· Pupils travelling by school minibus need to leave the form rooms promptly for their departure at 3:35pm.

Discipline & Code of Conduct
Form Teachers must display the school Code of Conduct in all form rooms throughout the school. These should be signed & illustrated by the pupils.
Attention to this code will be drawn to everyone’s attention through assemblies, PSHCE lessons and circle time. Please use afternoon registration time to revisit these issues. 

The Behaviour & Discipline policy & procedure, which is reviewed annually, must be followed by staff. The up to date version of this is on the school website.
Uniform

The school has a Uniform policy which parents sign in the terms and conditions of entry to the school. Any pupil not in the correct uniform should be talked to and the parent advised about the discrepancy. This can be through the Form Teacher talking to the parent or a note in the Homework Diary or formal email from the school office.

Please check regularly that clothing is named.

Homework Diaries
Every pupil has a Homework diary for them to record homework and other daily notes. Messages from parents and to parents can be written in these books.

Form Teachers must check for messages regularly and sign to show they have seen the diaries on Friday.
School Council

School Council is run by the Head Boy, Head Girl and their Deputies, overseen by Mr Sharkey. The meetings are fortnightly on Tuesday @ 1:20pm in Form 5 class room. 

Each class sends one representative to the meetings. Representatives are voted for at the beginning of the school year and represent the class for a term each. Manifestos are written by pupils to encourage classmates to vote for them. See calendar for election date
Ideas for School Council discussion are presented to the representatives by the other members of the form. These can be discussed in afternoon registration and Form time.
Head Boy & Girl and Deputies run a Healthy Snack Shop and Stationary Shop  at morning break on Friday.
Prefects

Form 6 are the school prefects and help with a variety of jobs around the school. These include:

· Head Boy

Head Girl

· Deputy Head Boy
Deputy Head Girl

· House Captains:
Tudor / Stuart / Plantagenet

· Table prefects at Lunch

· Responsibility for collecting Forms for assembly


· Help with looking after classes during wet break times

· Handing out & collecting registers & lunch options

· Organising the hall ready for assembly

· Various duties at sports events

· They are role models for the younger pupils

Buddies
Form 5 are Buddies to Reception pupils and any other new pupils to the school. They spend time with Reception reading and play with them in the playground. Mr Sharkey & Mrs Harrison will arrange to find times when the pupils can spend time together. 
See list for pupil buddies

Offsite Visits and Visitors to Assembly or Class
Any member of staff can organise a trip or visitor. Please mention in Briefing to avoid duplication.  All trips or visitors must be discussed with the Head and entered in the school diary. 

A risk assessment for visits must be carried out by the Senior Teacher. Soft copy of this is saved on the PC in the Heads office and hard copy is filed in the school office. 

Always refer to the Offsite Visits Policy found on the school website.

ICT

· Staff must be aware of the content of the ICT policy. This is signed by parents when pupils enter the school. The safety of the pupils is of paramount importance and no pupil is allowed to access the internet unattended.

· All searches on the internet MUST be conducted through a school approved website.

· Internet safety is taught to all pupils in ICT lessons.

· Classroom computers have internet access and the same rules apply

. 

School Policies & Procedures
All policies & procedures are published on the school website and staff must be familiar of these. Hard copies can be obtained from the school office.
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