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Reception Teacher

Responsible to: 		Headteacher
Reporting to:		Headteacher
[bookmark: _GoBack]Grade:			M1-UPS3
Hours:			1 FTE
Contract Type:		Permanent 
 
Overview 
The Pope Francis Catholic Multi Academy Company in the Archdiocese of Birmingham currently comprises eleven Catholic schools in Oxfordshire, two secondary and nine primary schools.  
 
It is one of the formal mechanisms through which the Church’s educative mission is fulfilled and is to be conducted as a Catholic School in accordance with the Canon law and teachings of the Roman Catholic Church, and in accordance with the Trust Deed of the Arch-Diocese of Birmingham.  The Headteacher is the school’s leading professional.  
 
General Description of the Post 
To participate in providing a stimulating and caring environment in which children’s developmental and welfare needs are met.

To provide good quality inclusive care, education and play opportunities for children in the EYFS setting, by leading the Reception class and supporting a team of childcare staff.

To contribute to the development of Integrated Centre as a pioneering model of good practice.

Key Responsibilities:

Planning, Teaching and Class Management

1. Planning and resourcing continuous provision and adult focused activities to support learning in the Early Years Foundation Stage.
2. 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.  
3. Encouraging pupils to think and talk about their learning, develop self-control and independence, work collaboratively, concentrate and persevere, and listen attentively.
4. Using a variety of teaching strategies, which involve planned adult intervention, first-hand experience and talk as a vehicle for learning.
5. Assess, record and report on development, progress and attainment for every pupil in the class.
6. Use and develop assessment processes/ systems to ensure they are fit for purpose.
7. Keep records and reports on personal and social needs of pupils.
8. Communicate and consult with parents evaluating own teaching critically to improve effectiveness.
9. Ensuring the effective and efficient deployment of classroom support.
10. Maintain resources in the classroom/outside learning environment ensuring they are kept up to date, accessible and support learning.

Monitoring, Assessment, Recording, Reporting
1. Monitor pupils' work and set next step targets for progress
2. 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
3. Undertake assessment of students as requested by examination bodies, departmental and school procedures
4. Prepare and present informative reports to parents
5. Collect and maintain an evidence file to support judgements about pupils’ learning
6. Measure the impact of intervention strategies on individual children’s progress

Curriculum Development

1. contribute to the whole school’s planning activities
2. contribute to key areas of school development in line with the School Improvement Plan
Other Professional Requirements 
1. Have a working knowledge of teachers' professional duties and legal liabilities
2. Operate at all times within the stated policies and practices of the school
3. Know subject(s) or specialism(s) to enable effective teaching
4. Establish effective working relationships and set a good example through their presentation and personal and professional conduct
5. Endeavour to give every child the opportunity to develop as learners and meet high expectations
6. Contribute positively and effectively to keeping children safe in education by following the school’s safeguarding procedures and policy
7. Co-operate with other staff to ensure a sharing and effective usage of resources to the benefit of the school, department and students
8. Take part, as may be required, in the review, development and management of activities relating to the curriculum, organisation, extra-curricular and pastoral functions of the school
9. Take part in marketing and liaison activities such as Open Evenings, Parents Evenings and events with partner schools
10. Organise and run transition sessions for prospective new entrants into the school
11. Contribute to the corporate life of the school through effective participation in meetings and management systems necessary to coordinate the management of the school
12. Take responsibility for own professional development and duties in relation to school policies and practices
13. Liaise effectively with parents and governors
14. Support the aims and ethos of the schools as set out in the values, vision and mission statement.




General Responsibilities 
To take appropriate responsibility for one’s own health, safety and welfare and the health and safety of pupils, visitors and work colleagues in accordance with the requirements of legislation and locally adopted policies, including taking responsibility for raising concerns with the appropriate manager. 
 
Additional Duties 
· To continue professional development as agreed 
· To participate in The PFMAC at St Joseph’s Catholic Primary School 
· Performance Management process 
· To be aware of and comply with policies and procedures relating to
· Child Protection, Health and Safety and security, confidentiality, and data protection.   
· To support The PFMAC at St Joseph’s Catholic Primary School in meeting its legal requirements for worship 
 
PFMAC Ethos  
In addition to the specific responsibilities of this post, every member of staff within the PFMAC will commit to: 
· Promoting courteous and respectful relationships with students at all times 
· Working to maintain the PFMAC at the forefront of educational practice 
· To support the Catholic ethos of the PFMAC 
· To support the PFMAC in meeting its legal requirements for worship 
· To continue personal development as agreed and ensure attendance at  
· Diocesan inset provision. 
 
The purpose of this Job Description is to set out in general terms the management, purpose and responsibilities of a specific job within the PFMAC.  It is not intended to be a comprehensive listing of every task that The PFMAC and St Joseph’s Catholic Primary School employee might be called upon to undertake.  Neither is it a legal document, although it may be referred to in Contracts of Employment. 
 
Notes 
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.  
· Employees are expected to contribute to the overall ethos/work/aims of the organisation. 
· Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.  
· Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.  
· Employees are expected 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. 
· The PFMAC will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employees who develop a disabling condition.  
 
This job description is current at the date shown, but following consultation with you, may be changed by Management to reflect or anticipate changes in the job, which are commensurate with the salary and job title.  
 
This job description is not necessarily a comprehensive definition of the post and is subject to modification or amendment at any time after discussion with the holder of the post.  
 
By my signature, I hereby certify that I have reviewed the attached description of my position and agree to perform the duties described therein.   I understand that the PFMAC may make modifications, additions, or deletions to this job description at any time, and will notify me of any changes by sending me a revised copy for my review and signature.  
 
	Employer Name: 
	Date 

	Signature: 
	 

	Employee Name: 
	Date 

	Signature: 
	 










[image: ]Headteacher: Ms Cheryl MacLennan headteacher@sjc.oxon.sch.uk 
Deputy Headteacher: Mrs Francesca Carder  Assistant Headteacher: Mrs Anna Putt

[image: ] An academy within The Pope Francis Catholic Multi Academy Company which is a company limited by guarantee and an 
exempt charity registered in England and Wales with company number 9113542 and registered address 
Addison Road, Banbury, Oxon, OX16 9DG. 
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