
Title of post: Reception Teacher 

Responsible to: Head Teacher and relevant Phase Leader 

Status: full-time appointment 

Salary: Teacher MPS 

 

Job Purpose   

To promote the general progress and well-being of individual pupils and of any class or group of 

pupils assigned to him/her. 

It is the individual’s responsibility for “promoting and safeguarding the welfare of children they are 

responsible for, or they come into contact with” (not necessarily working with). 

 

Job Description 

General 

• Planning and preparing work for pupils assigned to him/her. 

• Teaching, according to their educational needs, the pupils assigned to him/her include the 

setting and marking of work carried out by those pupils. 

• Assessing, recording and reporting on the development, progress and attainment achieved 

by those pupils assigned to him/her in line with school policies. 

• Communicating and consulting, in accordance with LA and Academy Trust guidelines and 

circulars, with the parents of the pupils he/she is assigned to teach. 

• Participating in any arrangements within an agreed national framework for the appraisal of 

his/her performance. 

• Reviewing from time to time his/her methods of teaching and programme of work. 

• Participating in arrangements for his/her further training and professional development as a 

teacher as appropriate. 

• Taking all reasonable steps to maintain good order and discipline among pupils and 

safeguarding their health and safety both when they are authorised to be on the school 

premises and when they are engaged in authorised school activities elsewhere, following 

school policy on behaviour in full. 

• Participating as appropriate in meetings at the school, which relate to the curriculum, 

administration or organisation of the school. 

• Participating in arrangements, as appropriate, for preparing pupils for public examination 

and assessment approved by the Secretary of State; recording and reporting such 

assessments. To ensure that the register is marked punctually and kept up to date as 

required by the law.  All absence should be accounted for by notes from parents or 

guardians and any problems reported by the Head of the School or delegate. 

• To deal with other returns and requests for information about children in the group class as 

required. 

• To contribute and assist as required keeping up to date the pupil records for each pupil in 

the group/class. 



• To contribute to references, reports to outside agencies and the like, in consultation with 

colleagues. 

• To implement the school policy on personal appearance, uniform and behaviour of the 

pupils. To help pupils with individual guidance and emotional support as necessary. 

• To attend assembly with the class unless a dispensation has been granted and, on occasions, 

present assemblies to the school.  

 

ESSENTIAL 

 

DESIRABLE 

 

EXPERIENCE 

• Successful experience or training/working in Early Years through professional role or 

substantive training placement 

• More than one year’s successful teaching in the relevant phase. 

• Experience in more than one setting      

  

SKILLS AND ABILITIES 

• Ability to be adaptable in developing and changing circumstances 

• Proven record of effective teaching 

• Good communication + interpersonal skills 

• Understanding of a wide variety of cultures 

• Willingness to undertake professional development 

• Ability to work as part of a team plus on own initiative 

• Experience of working in a diverse, inner city school. 

• Willingness, in the longer term, to work in other phases within the school. 

  

TRAINING 

• Recognised Teacher training – B.Ed, BA, PGCE. 

  

EDUCATION QUALIFICATIONS 

• Formal qualified teacher status 

• Relevant Qualifications/Experience 



• Awarded 2.1 in a relevant degree. 

  

OTHER 

• Familiarity with S.E.N. Code of Practice + Inclusion 

• Enthusiastic, motivated with aspirations for middle leadership in the longer term.  

  

 

WHAT YOU CAN EXPECT AS A MEMBER OF STAFF AT CHANDOS PRIMARY SCHOOL 

• As an NQT/NQT+1 access to high quality CPD within a network of forward thinking schools 

• The initial support of a mentor 

• Access to an induction programme 

• The support of your phase leader 

• Guidance in your career development through appraisal and other opportunities 

• To be kept informed of issues relating to your job 

• An annual review of your overall performance 

• A hard working, friendly and supportive staff team 

• A welcoming and highly aspirant local community 

• Hard working and enthusiastic pupils  

 

 

WHAT CHANDOS PRIMARY SCHOOL EXPECTS FROM ITS STAFF 

• The ability to inspire our children 

• A passion for learning 

• An energetic and proactive approach to change 

• An honest commitment to your own professional development, actively participating in and 

responding to advice, support and training 

• That you observe a smart, business-like code of dress 

• That you follow the school rules and codes of practice 

• That your public attitude and behaviour gives positive messages to those around you 

• That you are aware of, and actively contribute to, the aims of the school and the areas being 

developed in the current School Development Plan That you keep up to date with 

developments in your own area 

• At Chandos Primary School we work hard to promote an open and positive environment 

for teaching and learning.  We look forward to your contribution, as a member of staff, to 

this rich culture of building on our best practice. 

 

 

 



Reception Teacher – How to apply 

In order to apply for this post, please complete the application form and a letter supporting your 

application.  In your letter and application you should: 

• State your reasons for applying for this post; 

• Describe the skills and strengths that you will bring to the school against the job description 

and person specification 

 

Deadline for Applications -   Monday 5th March 2018 

School visit - We would strongly recommend a visit to the school.  Please contact Mrs Claire Blagg, 

school secretary, to arrange.  

Observations - As part of the selection process we will observe your teaching.  This may take place in 

your own school setting or at Chandos.  These will be conducted from week beginning 26th February 

2018.  If successful you will be invited to attend an interview. 

Interviews -  Interviews should be held during the week beginning 5th March 2018.  Candidates who 

have not heard from us by then should assume their application has been unsuccessful on this 

occasion, however we make every effort to respond to all applicants. 

References - Please note that it is our practice to take up references before shortlisting for 

interview.  If you would prefer us not to do so unless you are shortlisted, please indicate this clearly 

in your application.  When an applicant is short-listed, any discrepancies or anomalies in the 

information provided or issues arising from references will be taken up at interview.  Your referees 

should include your most recent employer.  References from relatives or friends are not acceptable. 

Safeguarding - Chandos Primary School is committed to safeguarding and promoting the welfare of 

children and young people.  All staff are required, before taking up post, to undertake a criminal 

record check through the Criminal Records Bureau. 

 

Candidates for teaching and support staff posts will be assessed at interview for their suitability to 

work with children.  Appointment is conditional upon at least two satisfactory references which 

include specific comments on working with children and young people. All staff at the school have a 

responsibility to promote and safeguard the welfare of students at the school.  

 

In addition to the ability to perform the duties of the post the interview will also explore issues 

relating to safeguarding and promoting the welfare of children including: 

• motivation to work with children and young people; 

• ability to form and maintain appropriate relationships and personal boundaries with children 

and young people; 

• emotional resilience in working with challenging behaviours; 

• attitudes to the use of authority and maintaining discipline; 

• any relevant issues arising from references; 



• any gaps in time not covered by details in the application form.  

 

This school is committed to safeguarding and promoting the welfare of children and young people 

and expects all staff and volunteers to share this commitment. 

 

This is a non-smoking site. 

 

Summary of Child Protection Information for Visitors and Volunteers 

 

Chandos Primary School is committed to the highest standards in protecting and safeguarding the 

children entrusted to our care.  Our school will support all children by: 

• Promoting a caring, safe and positive environment within the school 

• Encouraging self-esteem and self-assertiveness Effectively tackling bullying and harassment 

• Create an atmosphere where all our children can feel secure, valued and listened to 

• Recognise signs and symptoms of abuse 

• Respond quickly, appropriately and effectively to cases of suspected abuseIf you have a 

concern that a child is being harmed, is at risk of harm, or you receive a disclosure 

(intentionally or unintentionally), contact the following staff member as quickly as 

possible:Headteacher, Mr James Allan, OR Mrs Samuels, attendance officer/learning 

mentor. 

 

 

Everyone working with our children, their parents and carers should be aware that: 

Their role is to listen and note carefully any observations which could indicate abuse. They should 

not attempt to investigate once the initial concern is raised. They should involve the Designated 

Safeguarding Lead (DSL) immediately. If the DSL is not available the Head should be contacted. 

Disclosures of abuse or harm from children may be made at any time. Confidentiality should be 

maintained at all times.If anything worries you or concerns you, report it straight away. 


