
 

KING’S ELY ACREMONT CLASS TEACHER 
 
 
 
Job Description 
The class teacher is responsible for the care and education of the children in his/her class.  
The class teacher should be the first person to whom a child will turn for help or advice, 
although it may sometimes be necessary to refer the matter to the Head. 
 
The role is a most responsible one and vital both to the efficient running of the School and 
successful pastoral care. 
For this aspect of work, a class teacher is accountable to the Head of King’s Ely Acremont. 
 
Registration and Routine Business 
The class teacher is responsible for taking account of absences and passing the data to the 
secretary for electronic registration.  Other returns of a routine nature should be dealt with 
as required, together with the distribution of correspondence and information to parents. 
 
All absences must be accounted for and any not covered by telephone message and/or note 
should be immediately reported to the Head. 
 
Records/Reports/Timetable 
The class teacher is responsible for maintaining up-to-date records on each child in the class, 
monitoring progress and responding promptly and appropriately to any difficulties which 
the child might encounter. 
 
The class teacher is responsible for the writing of reports on each child at the end of term, 
and is expected to comment on any aspects of achievement and personality which are not 
covered by academic reports. 
 
The class teacher is expected to produce, in consultation with colleagues, a record of the 
timetable for his/her class. 
 
Planning 
Class teachers are expected to liaise with their year group counterpart on the planning of 
the Curriculum, engaging in joint activities and team teaching whenever appropriate. 
 
The Classroom 
The class teacher is expected to create a challenging and well-organised classroom 
environment that will be a learning tool in its own right, with attractive and accessible 
displays which invite investigation and encourage the children’s natural curiosity.  The 
children should be encouraged to take a pride in their classroom, helping to keep things tidy 
for others to enjoy and use.  



 

 
Class teachers are expected to contribute to display in the Hall and corridors where 
appropriate. 
 
Personal Appearance and Conduct 
Class teachers are expected to enforce our expectations concerning the neat appearance and 
good behaviour of the children. 
 
Assemblies 
Class teachers are expected to attend most Assemblies, supervising the orderly movement 
to and from the Hall.   
 
Duties 
Class teachers are expected to carry out Break and Lunch duties on a rota basis as arranged 
by the Head, arranging cover in the event of absence. 
 
Class teachers may also be required to carry out a share of cover for absent Staff. 
 
Meetings 
Class teachers are expected to attend Staff Meetings after school, generally on Wednesdays, 
between 3.45 pm and 5.00 pm. 
 
They should also respond quickly to a parent’s request to discuss a child in their class.  Staff 
are encouraged to foster good home-school relationships, but are advised not to contact 
parents direct without prior reference to the Head of King’s Ely Acremont. 
 
Class teachers are expected to attend the Parent’s Evenings held each term to discuss the 
progress of individual children in their class, as well as other information evenings 
throughout the year as notified. 
 
Curriculum Responsibilities 
Class teachers may be asked to take responsibility for a specific subject in the Pre-Prep 
department and, as such, are expected to participate in the development of appropriate 
syllabuses, materials and schemes of work, liaising where necessary with Heads of Subject in 
King’s Ely Junior.  They will have responsibility for resources in their subject areas and for 
informing colleagues of current developments in that subject. Class teachers will ensure 

that the children experience a broad, balanced, relevant and stimulating curriculum 

relevant to their age. 

 
 
Entrance and Open Days 
Class teachers are expected to take part in entrance procedures and Open Days as 
appropriate. 



 

 
 
 
 
After-School Clubs 
Class teachers are encouraged to organise an after-school activity for children, supervising 
the departure from school of those children at 4.00 pm. 
 
Class teachers are also expected to carry out any further duties related to the care of the 
Class, as requested by the Head of King’s Ely Acremont. 
 
 
Person Specification 
The successful candidate  

 will be a fully qualified  and experienced teacher with KS1 and EYFS experience 

 must be a dynamic and energetic teacher; able to inspire young children, within a 
creative and supportive community  

 must have a willingness to engage in extra-curricular activities as well as the wider 
life of King’s Ely. 

 must have the ability to work co-operatively as part of a team, being open to new 
ideas and initiatives and able to contribute to the development and enrichment of 
the curriculum. 

 must believe in the worth of each individual child and meeting individual needs with 
skill and sensitivity. 

 should possess effective communication skills to deal successfully with parents, 
colleagues and pupils.  
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