
 

JOB DESCRIPTION 

 
 
 
POST:   Main Professional Grade Teacher  
 
RESPONSIBLE TO: Head of Preparatory School, Mrs L Pritchard 
 
CORE PURPOSE 
 

 To uphold the aims of Rougemont School. 

 To maximise the learning and achievement of every child. 

 To teach, according to their educational needs, pupils assigned to him/ her in the allocated 
class. 

 To contribute positively to raising expectations and standards within the school. 

 To fulfil the role of form tutor as required. 

 

KEY TASKS 

 

 To plan and prepare courses and lessons. 

 To contribute to the personal, academic and social development of each pupil through 
effective leadership. 

 To create a classroom that is a safe and stimulating environment in which every child is able 
to learn, and to maintain display resources in order to support learning. 

 To monitor pupil and subject progress through regular assessment, recording and reporting. 

 To monitor levels of attainment and set appropriate targets for individual progress. 

 To participate in meetings, discussions and management systems necessary to co-ordinate 
the work of the school as a whole. 

 To control and oversee the use and storage of resources provided for class usage. 

 To participate in arrangements for Professional Development Review and take responsibility 
for personal learning in line with the school’s policy for Continuing Professional 
Development. 

 To fulfil wider responsibilities in line with the subject/ pastoral guidelines outlined in the 
Staff Handbook and departmental documents. 

 

Main activities 

It is expected that the following, although not definitive, will form part of the activities regularly 
undertaken: 

 

Teaching and Learning 

 To ensure that planning and organisation is consistent with School policy and relevant 
schemes of work. 

 To differentiate learning activities where appropriate to take account of pupils’ ages, abilities 
and circumstances. 



 

 To meet the needs of all pupils, including those having special provision and EAL needs. 

 To challenge pupils, thus deepening their knowledge and understanding. 

  

Attainment and Progress 

 To monitor, evaluate and review pupil progress and attainment and liaise with the Head of 
Department on comparative data about pupils, prior attainment in order to set targets for 
improvement. 

 To ensure that homework is set, completed, handed in and marked as required, with action 
taken to rectify difficulties. 

 To ensure that assessment takes account of pupils’ previous work, which is marked regularly 
with appropriate comments given to assist future learning.  

 To write assessments or reports as required for distribution to parents. 

 To provide information to assist Heads of Department/Senior Tutors to write references and 
reports for pupils as required. 

 To attend relevant parent-teacher meetings and comment on pupil progress. 

 

Pupils’ personal development and pastoral care 

 To develop positive relationships with the pupils and maintain effective discipline. 

 To liaise with the Head of Department/School on important information relating to the pupils 
in your charge. 

 To ensure that school rules are adhered to at all times and to take appropriate action in line 
with School policies and guidance for any breach. 

 

Management and Administration 

 To keep an accurate record of pupil attendance and punctuality, recording reasons for 
absence and lateness. 

 To safeguard the health and safety of pupils and staff in accordance with the policy and 
disciplinary procedures of the school. 

 To ensure that the school’s health and safety procedures are followed, and liaise with the 
Health and Safety Officer where necessary.  

 

Form Tutor 

 To supervise the form during registration periods and ensure that this time is used 
purposefully and profitably. 

 To keep an accurate record of pupil attendance and punctuality, record reasons for absence 
and lateness, ensure supporting information from parents is received. 

 To manage form business and ensure that relevant daily notices are brought to the attention 
of members of the form. 

 To deal as required with returns of a routine nature and the distribution of information to 
parents. 

 To support and contribute to year group assemblies, ensure that pupils attend assemblies by 
accompanying tutor groups to assemblies. 

 To make contact with parents as the need arises and in consultation with the Senior Tutor. 

 To liaise with the Senior Tutor to deliver pastoral activities in form tutor periods. 



 

 To check and initial all personal organisers every week and ensure that pupils keep them up-
to-date, and also that parents sign organisers regularly. 

 To ensure that copies of important notices, such as homework timetable, examination 
timetable, school rules, fire notice etc., are displayed in the form room. 

 To consult with the Senior Tutor when necessary about academic, disciplinary and pastoral 
problems or difficulties of pupils in the form. 

 To attend meetings to discuss the academic progress or behaviour of pupils in the form, 
providing the necessary supportive evidence as requested. 

 To encourage participation in a range of extra curricular activities both in and out of school, 
and keep a record of such activities for report writing. 

 To encourage participation in house events and foster loyalty and support for the house 
system. 

 To take an interest in all the activities in which pupils take part. 

 To attempt to maximise the contribution of pupils to improve the quality of education 
received and ensure that constructive working relationships are formed between pupils and 
subject teachers. 

   


