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Dear Applicant,

Thank you for your interest in this vacancy and for requesting an information pack.  We hope you find the information useful.  Please also refer to our school website which gives further detail about our school.
Please read the requirements for the application process as carefully as possible and ensure that, if you decide to submit an application, you do not omit any elements.
This post is temporary pending possible staffing changes, so another more permanent position may arise in the Spring.

Visits to the school are encouraged.  We look forward to meeting you.

Yours sincerely,
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Annabelle Fox
Acting Headteacher
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About Our School

· West Hoathly Church of England Primary School is a small, family orientated village school with a strong, positive Christian Ethos.  This is founded on the key values of “Love – unconditional care and respect for all”, “Hope – high but not unreasonable expectations” and “Forgiveness – a fresh start each day”.  Further details of the school’s aims and values can be found on our school website (www.westhoathlyschool.co.uk).

· The pupils are welcoming, enthusiastic and well behaved – they are a pleasure to work with and a genuine asset to the school.  The care and support of all learners is a high priority and we work hard to ensure our pupils have a happy and positive experience of school.  Praise, reward and public celebration of success form a major feature of our day to day activities.
· Learning must be both engaging and challenging. We aim to ensure our children have fun in learning and make good progress in their acquisition of skills, knowledge and understanding.  Children are encouraged to exercise creativity through expression, imagination and the use of varied thinking skills.

· We acknowledge that learners have different strengths, needs and preferred learning styles.  We plan to ensure that teaching styles address the range, variety and preference of the children in each class, giving choices and encouraging pupils to be involved in identifying success criteria (to ensure learning objectives are met and can be demonstrated) and recognising the next steps in learning.

· Our children are grouped into five classes.  At present these are arranged as follows:


Hedgehog Class:  
Reception & Year 1


Squirrel Class:

Years 1 & 2

Otter Class:

Year 3 & 4
Fox Class:

Year 4 & 5

Badger Class:

Year 6

Due to the varying size of year group cohorts, the precise arrangement varies from year to year.

· The senior leadership team at present includes the Headteacher, a Senior Teacher and our School Business Manager.  As we are a small team however, all staff are involved in development planning and we exercise a collegiate approach to leadership.
· We work in close partnership with a number of organisations including West Sussex County Council, the Diocese of Chichester and the Local Parish Church.  We are part of the East Grinstead Group of Schools, a collaborative network of 15 primary and 2 secondary schools or academies, in the East Grinstead area, working on mutual development projects and sharing ideas, resources and expertise.
About the Job

· The current vacancy is for a temporary full-time class teacher on the Teacher Main Pay Scale commencing January 2019 for the remainder of the academic year.
· We are committed to the continuing professional development of all staff and will, as part of the performance management process, work with individuals to identify strengths, areas for development and make appropriate provision for training etc.

· If appointed you would join a friendly, experienced and hard-working team of teachers and support staff where positive professional relationships are a priority.

The Application & Selection Process

If you decide to apply for this post please:

· Complete the application form as fully as possible – do not enclose a general CV or open references.
· Ensure that you complete and enclose a letter of support (as requested in the application form) – please relate the information you provide to the criteria provided in the person specification and job description giving relevant detail as necessary.  Please be concise, this letter should not exceed two sides of A4 at 10 point font.

· Provide two referees, giving full contact details.  References will be sought for all shortlisted candidates.

· The closing date for applications is 12.00pm (Noon) on Friday 16th June  Any applications received after this time and date will, unfortunately, not be considered as shortlisting will take place that afternoon.
· Interviews will take place week commencing 19th June
· Further details of the arrangements and expectations for the interview process will sent to all short-listed candidates.
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This post is subject to the current conditions of employment for Class Teachers contained in the School Teachers’ Pay and Conditions Document, the 1998 School Standards and Framework Act, the required standards for Qualified Teacher Status and Class Teachers and other current legislation.  This job description should be read in conjunction with the attached paper ‘Clarification notes on the exercise of professional duties for all teachers, other than head teachers’.

This job description may be amended at any time following discussion between the head teacher and member of staff.

Job Purpose

To carry out the professional duties of a teacher as circumstances may require and in accordance with the school’s policies under the direction of the head teacher.

Areas of Responsibility and Key Tasks


Planning, Teaching and Class Management


Teach allocated pupils by planning their teaching to achieve progression of learning through:

· identifying clear learning objectives and specifying how they will be taught and assessed;

· setting (and agreeing) tasks which challenge pupils and ensure high levels of engagement;

· setting appropriate and demanding expectations;

· setting clear targets, building on prior attainment;

· identifying and making appropriate provision for SEN and very able pupils;

· providing clear structures for lessons maintaining pace, motivation and challenge for all pupils;

· making effective use of assessment and ensure coverage of programmes of study;

· ensuring effective learning and best use of available time;

· maintaining discipline in accordance with the school’s procedures and encouraging good practice with regard to punctuality, behaviour, standards of work and home learning;

· using a variety of teaching methods to:

I. match approach to content, structure information, present a set of key ideas and use appropriate vocabulary;

II. use effective questioning, listen carefully to pupils, give supportive attention to errors and misconceptions;

III. select appropriate learning resources and develop study skills through library, ICT and other sources;

· ensuring pupils acquire and consolidate knowledge, skills and understanding appropriate to the area of learning in focus;

· evaluating own teaching critically to improve effectiveness;

· ensuring the effective and efficient deployment of classroom support;

· taking account of pupils’ needs by providing structured learning opportunities which develop the areas of learning identified in national and local policies and particularly the foundations for literacy and numeracy;

· encouraging pupils to think and talk about their learning, develop self control and independence, concentrate and persevere, and listen attentively;

· using a variety of teaching strategies which involve planned adult intervention, first hand experience, play and talk as a vehicle for learning;

Monitoring, Assessment, Recording & Reporting

· assess how well learning objectives have been achieved and use them to improve specific aspects of teaching;

· mark and monitor pupils’ work and set targets for progress;

· assess and record pupils’ progress systematically and keep records to check work is understood and completed, monitor strengths and weaknesses, inform planning and recognise the level at which the pupil is achieving;

· undertake assessment of students as requested by examination bodies and school procedures;

· prepare and present informative reports to parents using the agreed format and criteria.

Curriculum Development
· have lead responsibility for a subject or aspect of the school’s work and develop plans which identify clear targets and success criteria for its development and / or maintenance in accordance with the school improvement planning procedures and leadership strategies (in the case of ECTs this only applies following successful completion of the induction/probationary period);

· contribute to the whole school’s planning activities.

Other Professional Requirements

· have a working knowledge of teachers’ professional duties and legal liabilities;
· operate, at all times, within the stated policies and practices of the school;
· know and understand subject skills and content to enable effective teaching;
· establish effective working relationships and set a good example through their presentation and personal and professional conduct;
· endeavour to give every child the opportunity to reach their potential and meet high expectations;
· contribute positively and effectively to the Every Child Matters agenda;
· co-operate with other staff to ensure sharing and effective use of resources to the benefit of the school and pupils;
· take part, as may be required, in the review, development and management of activities relating to the curriculum, organisation and pastoral functions of the school;
· take part in liaison activities such as open evenings, parent consultation, review days and events with partner schools;
· contribute to the corporate life of the school through effective participation in meetings and systems necessary to effectively organise the leadership and management of the school;
· take responsibility for own professional development and duties in relation to school policies and practices;
· liaise effectively with parents and governors.
Whilst every effort has been made to explain the main duties and responsibilities of this post, each individual task undertaken may not be identified.  Employees will be expected to comply with any reasonable request from a school leader to undertake work of a similar level that is not specified in this job description. 

CLARIFICATION NOTES ON THE EXERCISE OF PROFESSIONAL DUTIES FOR ALL TEACHERS, OTHER THAN HEADTEACHERS

These notes should be read with the Teachers Pay and Conditions Document.  All teachers should act under the reasonable direction of the headteacher, and carry out the particular duties assigned to them.
All teachers are responsible for planning , preparation, assessment, recording and reporting on progress and attainment.  They receive 10% release time against their timetabled teaching commitment, for planning preparation and assessment, and this time may not be taken by the school to use for any other purpose.  

All teachers are responsible for promoting the progress of pupils assigned to them; providing guidance and advice on educational matters; communicating and consulting with parents and appropriate bodies out side of school, and attending meetings for any of these purposes.  They must provide, or contribute to oral and written assessments, reports and references, relating to individuals or groups of pupils.    They must co-operate with the headteacher and other teachers in the school on all aspects of education methods.  They are responsible for maintaining good order and discipline among pupils and safeguarding their health and safety, both on the school premises or when engaged in authorised school activities elsewhere.

All teachers must participate in arrangements for appraisal of their own and others' performance, and have a responsibility to participate in arrangements for further training and professional development.

All teachers should participate in meetings relating to the curriculum of the school, or the administration and organisation of the school. They should also participate in the administrational and organisational tasks related to their duties, including the direction or supervision of staff providing support for the teachers.  This will not include tasks which do not call for the exercise of professional skills and judgement.  This time will be included within the 'directed time'.

All teachers must participate in arrangements for preparing pupils for examinations, including assessment, recording and reporting for these.  This does not include the invigilation of examinations, unless there is a need for their professional skills and judgement.

All teachers should contribute to the selection for appointment and professional judgement of other staff, including induction and assessment;  co-ordinating or managing the work of other staff assigned to them, including assisting in threshold assessment; and taking part in review, development and management of activities relating to the curriculum, organisation and pastoral functions of the school.   

All teachers employed on a full time basis, other than those on leadership spine, AST, or fast track, shall be available for 195 days a year, 190 of which will be required to teach pupils, and will be directed by the headteacher for 1265 hours in a school year.  In addition teachers are expected to work reasonable additional hours to enable them to discharge  their professional duties effectively.
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	Essential
	Desirable
	Source

	Qualifications
	Qualified Teacher Status.

Commitment to further improve personal skills and performance.
	Evidence of continuous professional development.


	Application Form

	Experience
	Teaching at Key Stage Two.

Planning, teaching and assessment in accordance with the National Curriculum (2014)
	Working in partnership with parents.

Teaching in a mixed age class.
	Application Form Supporting Letter

	Knowledge & Understanding
	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 level.
The monitoring, assessment, recording and reporting of pupils’ progress.

The statutory requirements of legislation concerning Equal Opportunities, Health and Safety, SEN, Safeguarding and Child Protection.

The positive relationships necessary within school and with all its stakeholders.

Effective teaching and learning styles to meet the preferred styles of a range of learners.

To work in sympathy with the ethos and aims of this Church of England primary school.

Up to date with current practice.
	Links between schools, especially locality group members.

Particular enthusiasm and strength in a specific curriculum area or areas.
	Supporting Letter

Application Form

Interview

	Skills
	Promote the school’s aims and caring, supportive, ethos positively, and use effective strategies to monitor motivation and morale or learners.

Develop good personal relationships with a team.

Establish and develop positive relationships with parents, governors and the wider community.

Communicate effectively (both orally and in writing) to a variety of audiences.

Create a happy, challenging and effective learning environment.

Able to meet the needs of learners in mixed age and mixed key stage classes.

Effective use of ICT to support teaching and learning.
	
	Supporting Letter

Application Form

References

Interview

	Personal Characteristics
	Approachable – welcoming, willing to listen and thoughtful in responding to others. 

Passionate about learning – more than just “doing the job” but willing to invest energy and enthusiasm in helping learners engage and succeed.

Committed – willing to invest the time and energy in establishing and developing learning, their role and the school community.

Empathetic – able to understand and respond appropriately to the needs, concerns and successes of others.

Well organised – able to utilise time efficiently, well prepared and with clear purpose and direction. 

Patient – willing to work with learners at their own pace and able to adapt to accommodate individuals.

Flexible & Resourceful – able to think on their feet, vary approaches as necessary, cope with the unexpected and changes to normal routines.
	
	Interview

Supporting Letter

References
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Class Teacher


Key Stage 2


Suitable for a Newly Qualified Teacher
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North Lane, West Hoathly, West Sussex, RH19 4QG

Telephone: +44 (0) 1342 810302 | Facsimile: +44 (0) 1342 811098

Email: office@westhoathlyschool.co.uk | Website: www.westhoathlyschool.co.uk
Acting Headteacher: Mrs Annabelle Fox

