
 

 
 

Post Teacher  

Responsible to Headteacher 

Date of Issue March 2022 

 

 

Conditions of employment 

 

The duties and responsibilities of the post are subject to those detailed in the 

Conditions of Employment book and those as defined by the Headteacher. 

 

This job description does not define in details all duties/responsibilities of the post.  It 

will be reviewed and may be subject to modification or amendment after 

consultation with the member of staff. 

 

Access 

This job description has a common format with all others in the school except where 

individual duties and responsibilities are specific to the named teacher.  All job 

descriptions have open access and are available to staff and Governors.  The 

contents will be used as appropriate in staff appraisal and may be used for writing 

reference.  Job descriptions are stored on computer and are covered by the Data 

Protection Act.  Staff  have a right to view their files. 

 

Purpose of the Job 

To undertake the teaching of general subjects to any class for which the teacher is 

trained, including the pastoral and administrative duties in respect of pupils in such a 

class.  Further responsibilities are specified by the Headteacher. 

 

Job Specification and Measures of Performance 

 

The Children 

1. Give clear guidelines so that children know what is expected of them.   

2. Encourage self-discipline by giving reasons for rewards and punishments. 

3. Maintain discipline and acceptable standards of conduct and appearance 

of pupils. 

4. Establish a rapport with pupils to develop their social and academic potential 

and to be a main source of reference for their problems. 

 

Planning, Preparation and Curriculum Development 

 

5. Prepare a broad, balanced and differentiated curriculum.  This will be 

reflected in Annual Plans, half-termly forecasts and weekly record sheets.  

These should be made available for inspection on request of the 

Headteacher. 

6. Review and evaluate from time to time the school policy and practice in the 

teaching of particular curriculum areas. 

7. Organise and participate in curriculum review meetings with year group 

colleagues and subject co-ordinators. 



 

 

Resources 

 

8. Control and oversee the use and storage of books, stationary and other 

teaching materials related to your responsibilities as a teacher (and co-

ordinate if applicable). 

9. Ensure that resources are freely available to all staff and are promptly 

replaced after use, ensuring that any damage or loss is reported to the 

relevant post hold. 

 

Teaching  

 

10. Teach general subjects to any class for which you have been trained, as 

agreed by the Headteacher. 

 

Marking 

 

11. Ensure that the school policy on marking and assessment is followed and that 

regular and adequate records are kept for school purposes.  

12. Ensure that all pupil work undertaken in class is dated. 

13. The marking of all class work should be completed in accordance with the 

school’s marking policy. 

14. Ensure that all reports are promptly compiled and are of the highest standards 

in content and presentation.   

15. Participate, familiarise and organise the setting of any school tests used to 

assess children’s progress. 

16. Use marking as a tool for formative assessment, ensuring APP is kept up to 

date on Target Tracker. 

 

Classroom Organisation 

 

17. Maintain a purposeful display of children’s work ensuring that it is regularly 

changed.  Care should be taken with presentation and placement. 

18. Arrangement of work surfaces and the grouping of children should be flexible 

and dependent on curricular needs and the abilities and needs of the 

children. 

 

Meetings 

 

19. Be available to parents at a mutually convenient time outside school hours, 

for timetabled parent evenings and also for individual interviews with parents 

should the need arise.  

20. Take part in weekly staff meetings and endeavour to attend weekly briefing 

meetings. 

21. Participate in meetings with colleagues in order to complete yearly plans. 

 

 

 

 



Supervision 

 

22. Carry out supervision of pupils before, during and after school, as determined 

by the Headteacher. 

23. Supervise the work of teaching assistants working with the class, ensuring that 

work is set for the assistant and not by them. 

 

Administration 

 

24. Mark attendance registers, ensuring that absences and lateness are 

accounted for in the correct manner. 

 

School Visits 

 

25. Make arrangements for visits outside of school after discussion with the 

Headteacher.  All the necessary plans for dates, venue, transport, costs and 

adult supervision should be made.  The Headteacher should be kept informed 

about such arrangements and consulted over insurance cover. 

26. Ensure that parents are given adequate notification about proposed 

educational visits and any information they may need about such a visit. 

 

Attendance, absences and timekeeping 

 

27. Ensure good timekeeping for the start and end of the school sessions as well 

as following the stated supervision and on-premises and off-premises times. 

28. If absent through ill health, inform the Headteacher as soon as possible and 

ensure the HT is kept informed of any on-going health issues. 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
  
  


