
                             Office Administrator

Class Teacher (Primary) 
Maternity Cover

September 2022 





Dear Candidate,

Thank you for expressing an interest in the position of Class Teacher (primary) Maternity Leave cover.

In September 2018, The Bay CE School opened as an all-through school providing education for students aged 4 to 16 
years old. The school has two sites and this role is available at the Primary site.
 
We are looking to appoint an outstanding and dynamic class teacher to join our happy and dedicated team. This is a 
fixed term post to cover maternity leave from January 2023. The post will be based on our primary site.

We are seeking to appoint a teacher who understands how children learn and who will embrace creative approaches 
in their teaching, whilst maintaining high standards across the curriculum and in managing behaviour.

We are looking for someone who is:
● passionate about learning;
● has high expectations of the children and themselves;
● will respect and promote our school’s Christian values; and be
● trustworthy, honest and open yet with a good sense of humour.

Visits to the school are welcome.

How to Apply

Interested candidates can download an application pack from our website: bayceschool.org or via email at 
recruitment@bayceschool.org .

Closing date for applications: Friday 7th October 2022 @ 12 noon 
Interviews: Thursday 13th October 2022

Completed application forms should be e-mailed to recruitment@bayceschool.org or posted 
FAO: Mrs L Highmore, HR Business Partner, The Bay CE School, The Fairway, Sandown, Isle of Wight, PO36 9JH.

All applications will be acknowledged upon receipt. Please note we are unable to accept CVs and only fully completed 
application forms will be accepted. 

References will be requested prior to interview and an enhanced DBS check will be required for successful applicants.

The school is committed to safeguarding and promoting the welfare of children and young people and expects all 
staff and volunteers to share this commitment. This post is exempt from the Rehabilitation of Offenders Act 1974.

Should you have any queries, please do not hesitate to contact me.
 
Yours Sincerely

September 2022

Mr Duncan Mills                               
Executive Headteacher                 



Job Description

Identifying Facts

Job Title:   Class Teacher

Responsible to:   The Executive 
Headteacher, Head of School and 
the Cornerstone Federation 
Governing Board.

● Take responsibility for a class of 
children on an annual basis as 
directed by the Executive 
Headteacher.

● Be responsible for the learning and 
achievement of all pupils in the 
class/es, ensuring equality of 
opportunity for all.

● Be responsible and accountable for 
achieving the highest possible 
standards in work and conduct.

 

Job Purpose

● Treat pupils with dignity, building relationships rooted in mutual respect, and at all times observing 
boundaries appropriate to a teacher’s professional position.

● Work proactively and effectively in collaboration and partnership with learners, parents/carers, 
governors, other staff and external agencies in the best interests of pupils.

● Act within, the statutory frameworks, which set out their professional duties and responsibilities and 
in line with the duties outlined in the current School Teachers Pay and Conditions Document and 
Teacher Standards .

● Take responsibility for promoting and safeguarding the welfare of children and young people within 
the school

● Implement agreed school policies and guidelines.

Teaching

Deliver the curriculum as relevant to the age and ability group/subject/s that you teach.

Be responsible for the preparation and development of teaching materials, teaching programmes and pastoral 
arrangements as appropriate.

Be accountable for the attainment, progress and outcomes of pupils you teach

Be aware of pupils’ capabilities, their prior knowledge and plan teaching and differentiate appropriately to build on 
these demonstrating knowledge and understanding of how pupils learn.

Have a clear understanding of the needs of all pupils, including those with special educational needs; gifted and 
talented; EAL; disabilities; and be able to use and evaluate distinctive teaching approaches to engage and support 
them.



Demonstrate an understanding of and take responsibility for 
promoting high standards of literacy, including the correct use of 
spoken English (whatever your specialist subject)

If teaching early reading, demonstrate a clear understanding of 
appropriate teaching strategies e.g. systematic synthetic phonics.

Use an appropriate range of observation, assessment, monitoring 
and recording strategies as a basis for setting challenging precise 
learning objectives for pupils of all backgrounds, abilities and 
dispositions, monitoring learners’ progress and levels of 
attainment.

Use teaching strategies that keep pupils engaged through 
effective questioning, lively presentation and good use of 
resources.

Make accurate and productive use of assessment to secure pupils’ 
progress.

Lead, organise and direct support staff within the classroom.

 

Give pupils regular feedback, both orally and through accurate constructive feedback and marking in line with policy. 
Encourage pupils to respond to the feedback, reflect on progress, their emerging needs and to take a responsible and 
conscientious attitude to their own work and study.

Use relevant data to monitor progress, set targets, and plan subsequent lessons.

Set homework and plan other out-of-class activities to consolidate and extend the knowledge and understanding pupils 
have acquired as appropriate.

Plan appropriately to meet the needs of all pupils, through differentiation of tasks. Ensure you plan to effectively meet 
the needs of pupils with Special Educational Needs and in collaboration with the SENCO, prepare, implement, monitor 
and review Individual Educational Plans.

Be able to set clear targets, based on prior attainment, for pupil’s learning.

Provide a stimulating classroom environment, where resources can be accessed appropriately by all pupils. Create a 
safe and stimulating learning environment that supports learning and in which pupils feel secure and confident.

Keep appropriate and efficient records, integrating formative and summative assessment into planning;

Work with school leaders to track the progress of individual children and intervene where pupils are not making 
progress;

Participate in arrangements for examinations and assessments within the remit of the School Teachers’ Pay and 
Conditions Document.

Promote the school’s code of conduct amongst pupils, in accordance with the school's behaviour policy.

Establish a safe, purposeful and stimulating environment for pupils, rooted in mutual respect and establish a framework 
for discipline with a range of strategies, using praise, sanctions and rewards consistently and fairly.

Manage classes effectively, using approaches which are appropriate to pupils’ needs in order to inspire, motivate and 
challenge pupils.

Maintain good relationships with pupils, exercise appropriate authority, and act decisively when necessary.

Be a positive role model and demonstrate consistently the positive attitudes, values and behaviour, which are expected 
of pupils.



JOB TITLE: Office Administrator 
GRADE: 

DEPARTMENT: Education
POST NO: 

Have high expectations of behaviour, promoting self control and independence of all learners.

Carry out playground and other duties as directed and within the remit of the current School Teachers’ Pay and Conditions 
Document.

Be responsible for promoting and safeguarding the welfare of children and young people within the school, raising and 
concerns following school protocols and procedures.

Participate in any relevant meetings/professional development opportunities at the school, which relate to the learners, 
curriculum or organisation of the school including pastoral arrangements and assemblies.

Work as a team member and identify opportunities for working with colleagues and sharing the development of effective 
practice with them.

Contribute to constructive team building amongst teaching and non-teaching staff, parents, carers and Governors.

Support initiatives decided by the Executive Headteacher or Head of School

Contribute to the selection and professional development of other teachers and support staff including the induction and 
assessment of new teachers, teachers serving induction periods and where appropriate threshold assessments.

Ensure that colleagues working with you are appropriately involved in supporting learning and understand the roles they are 
expected to fulfil.

Take part as required in the review, development and management of the activities relating to the curriculum, organisation and 
pastoral functions of the school.

Cover for absent colleagues within the remit of the current School Teachers’ Pay and Conditions document.

Work collaboratively with others to develop effective professional relationships

Deploy support staff effectively as appropriate.

Communicate effectively with parents/carers with regard to pupils’ achievements and well-being using school 
systems/processes as appropriate.

Communicate and cooperate with specialists from outside agencies.

Make a positive contribution to the wider life and ethos of the school.

Register the attendance of and supervise learners, before, during or after school sessions as appropriate.

Participate in and carry out any administrative and organisational tasks within the remit of the current School Teachers’ Pay and 
Conditions Document.

Marking to be carried out in accordance with the school’s feedback  policy.

Report to parents on the development, progress and attainment of pupils;
Parent consultation evenings to be attended as per the school policy.

Participate in meetings which relate to the school's management, curriculum, administration or organisation.

To take responsibility for one’s own professional development including Performance Management procedures.

Regularly review the effectiveness of your teaching and assessment procedures and its impact on pupils’ progress, attainment 
and well-being, refining your approaches where necessary responding to advice and feedback from colleagues.

Participate in the performance management system for the appraisal of their own performance, or that of other teachers

Be responsible for improving your teaching through participating fully in training and development opportunities identified by 
the school or as developed as an outcome of your appraisal.

Proactively participate with arrangements made in accordance with the Appraisal Regulations. 



To have professional regard for the ethos, policies and practices of the school in which you teach, and maintain high standards 
in your own attendance and punctuality.

Promote the school’s mission statement
.
Make effective use of ICT to enhance learning and teaching and lead as a subject throughout the school.

The school takes the safety of children seriously. All staff are expected to follow the school’s Child Protection Procedures.

Perform any reasonable duties as requested by the Executive Headteacher and Head of School.

Generic quality statement:  The Isle of Wight Council expects that its staff will adhere to its policies and procedures.  All 
members of staff are expected to be familiar with procedures and undertake appropriate activities to support their learning 
and development.

Safeguarding - The Isle of Wight Council is committed to safeguarding and promoting the welfare of children and vulnerable 
adults and operates stringent safer recruitment practices.  

Diversity and Equality - All employees are expected to treat others with dignity and respect.

Health and Safety - The Isle of Wight Council has a duty to protect employees and all employees have a duty to protect 
themselves and others from harm as far as is reasonably practicable.

Data Protection and ICT Security – All employees are required to ensure that any information or data collected or input in to a 
Council system complies with the standards set out and any associated processes that are specific to an area of work.

This job description is correct as at the date given above.  In consultation with the postholder it is liable to variation by 
management to reflect or anticipate changes to the job.  As a term of employment the postholder may be required to 
undertake other duties in this post or, following consultation, any other post in any of the Isle of Wight Council's Directorates.
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