
Ursuline College 
 
Job Description 

Teacher of IT (Part-Time 0.6) 
 

Report to or Line Manager: Head of Department 
Grade: MPS/UPS 

 
Ursuline College All Staff Responsibilities: 

 To be committed to safeguarding and promoting the welfare of children and young 
people within the school 

 To act in a loyal and professional manner around school and to contribute to the overall 
ethos/work/aims of the school 

 To be aware of and comply with policies and procedures relating to child protection, 
health, safety and security, confidentiality and data protection, reporting all concerns to 
an appropriate person 

 To be aware of and support difference, and ensure equal opportunities for all 

 To attend and support appropriate meetings/courses and to undertake any training as 
deemed necessary in order to keep abreast of development 

 
DEPARTMENT 
 
We are an enthusiastic and experienced department looking for a teacher to join our 
team and teach Key Stage 3, Key Stage 4 and KS5 teaching.  
 
 Applications from NQTs as well as more experienced teachers are welcome. Ursuline 
College is situated in beautiful grounds; within easy reach of both Canterbury and 
Dover, with a fast train service to London.  Any enquiries are welcome. 
 
In addition to the candidate requirements as detailed above please find below general 
expectations of Mainscale and UPS teachers. 
 
 
GENERAL DUTIES 
 
To maintain and build upon the standards achieved in the award for QTS 
(Secondary) as set out by the Secretary of State. 
 
1. To support and promote the Catholic ethos of the College in undertaking all your 

duties. 
2. To insist on the highest standard of behaviour from all students. 
3. To manage pupil learning through effective teaching in accordance with the 

department's schemes of work and policies. 
4. To ensure continuity, progression and cohesiveness in all teaching. 
5. To use a variety of approaches (including differentiation) to match curricular 

objectives and the range of pupil needs, and ensure equality of opportunity for all 
pupils. 

6. To set quality homework regularly, (in accordance with the School Homework 
Policy), to consolidate and extend learning and to encourage pupils to take 
responsibility for their own learning. 



7. To work with SEN staff and support staff (including prior discussion and joint 
planning when possible) in order to benefit from their specialist knowledge and to 
maximise their effectiveness within lessons. 

8. To work effectively as a member of the department team to improve the quality of 
teaching and learning. 

9. To set high expectations for all pupils, to deepen their knowledge and 
understanding and to maximise their achievement. 

10. To use positive management of behaviour in an environment of mutual respect 
which allows pupils to feel safe and secure and promotes their self esteem. 

 
 
MONITORING, ASSESSMENT, RECORDING AND ACCOUNTABILITY. 
 
1. To be immediately responsible for the processes of identification, assessment, 

recording and reporting for the pupils in their charge. 
2. To contribute towards the implementation of the PEPs as detailed in the current 

code of practice particularly the planning and recording of appropriate actions 
and outcomes related to set targets. 

3. To assess pupils' work systematically and use the results to inform future 
planning, teaching and curricular development. 

4. To be familiar with statutory assessment and reporting procedures and to prepare 
and present informative, helpful and accurate reports to parents. 

5. Keep an accurate register of pupils for each lesson. 
6. Unexplained absences or patterns should be reported immediately in accordance 

with the school registration policy. 
7. To enter all requested pupil data with regard to assessments, exams, residuals 

etc. on to the school computer system. Personal copies may be obtained from 
the office. Teachers may generate their own copies. 

 
SUBJECT KNOWLEDGE AND UNDERSTANDING 
 
1. To have a thorough and up-to-date knowledge and understanding of the National 

Curriculum programmes of study, level descriptors and specifications for 
examination courses. 

2. To keep up to date with research and developments in pedagogy and the subject 
area. 

 
PROFESSIONAL STANDARDS AND DEVELOPMENT 
 
1. To be a role model to students through personal presentation and professional 

conduct. 
2. To arrive in class, on or before the start of the lesson, and to begin and end the 

lessons on time. 
3. To cover for absent colleagues as is reasonable, fair and equitable and in 

accordance with the Work Force Re-modelling legislation. 
4. To cooperate with the school in all matters concerning Health and Safety and 

specifically to take reasonable care of their own Health and Safety. 
5. To be familiar with the School, Department Handbooks and Handbooks for new 

staff where relevant. Be familiar with school policies on Health and Safety, 
Citizenship, Literacy, Numeracy and ICT and Child Protection. 

6. To establish effective working relationships with professional colleagues and 
associate staff. 



7. To strive for personal and professional development through active involvement 
in the school Performance Management procedure. 

8. As far as is possible, to become involved in extra-curricular activities such as 
contributing to lunch time or after school clubs and activities and school trips. 

9. To maintain a working knowledge and understanding of the teachers' 
professional duties as set out in the current School Teachers' Pay and Conditions 
document and teachers' legal liabilities and responsibilities relating to current 
legislation, including the role of the education service in protecting children. 

10. To liaise effectively and professionally with parents/carers. 
11. To undertake any reasonable task as directed by the Head of Department or the 

Head Teacher. 
12. To be aware of the role of the Governing Body of the College and to support it in 

performing its duties. 
13. To be familiar with and implement with the support of the Head of Department, 

the relevant requirements of the current SEN Code of Practice. 
14. To consider the needs of all pupils within lessons (and to implement specialist 

advice) especially for those who: 

 have SEN 

 are gifted and talented 

 are not yet fluent in English 
 
15. To be aware of the pastoral needs of certain pupils making contact with Pastoral 

Leader if there are issues of concern. 
16. To follow the professional code for child protection issues, making immediate 

contact with the Director of Pastoral Care if an issue is very serious and needs 
immediate action. 

17. To maintain a tidy and safe environment within the classroom. 
18. To attend school meetings as per the meeting cycle. 
19. To carry out supervision duties as is fair and equitable according to the duty rota. 
 
 
 
 
This job description will be reviewed annually and may be subject to amendment or 
modification at any time after consultation with the post holder.  It is not a 
comprehensive statement of procedures and tasks, but sets out the main expectations 
of the College in relation to the post holder's professional responsibilities and duties. 
 
 
 

 

 

 

 

 

 

 

 

 

 

This job description may be reviewed and is subject to amendment or 
modification at any time after consultation with the post holder. It is not a 
comprehensive statement of procedures and tasks, but sets out the main 
expectations of the College in relation of the post holder’s professional 
responsibilities and duties. 
 
The post holder will be expected to carry out all duties in the context of, 
and in compliance with, all the College’s policies and procedures. 


