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TEACHING STAFF - JOB DESCRIPTION

Allmembers of Mandurah Baptist College whether their responsibility lie in the academic orin the support
areas have special knowledge and skills to effectively carry out their roles. It is important that each person
understands the parameters of his or her responsibilities, has a sense of independence and autonomy,
acknowledge accountability to the senior person in their area and can experience both challenge and
satisfaction in his or her work.

The following guidelines,adapted from a list for staff in Independent Schools, are intended to help us to
ensure that the aims and goals of the school are reflected in our procedures.

A

1.

General Points

Be interested in the students as people. Be willing to give individualhelpin your subject andin any
otherway you can.

Encourage an atmosphere of friendliness,co-operation and respect for other people.

e Maintain a positive approach to life. The manner in which members of staff treat other people -
teachers,students, parents,visitors,is very important in speech, attitude and behaviour.

e Do not criticize or allow criticism of other staff or students.

e Becareful inwhatyou say and how you say it. Take care not to believe the worst in people and
circumstances.Check for the truth.

e Avoid giving any cause for people to feel they have been belittled, “looked down upon’,
disregarded,or brushed aside.

The tone of the school depends largely on the example set by staff and their encouragement of certain
behaviour. There needs to bea good balance between informality and formality.

Students and Staff are not permitted to smoke. No one should smokein any part of the school.

Social functions for staff assist the development of positive and productive relationships
between staff members.

General Professional Points

Work co-operatively with the Principal and other staff to ensure the happy and smooth running of
the School.

Keep yourself informed of educational developments - by professional reading, membership of
subject associations and attendance atin service coursesand conferences.

Contribute to thinking and discussionon educationalissueswhich affect not only your own subject but
alsothose which are of wider importance to our students,

Attend and contribute to Staff Meetings. Keep meeting minutes,summaries and copies of staff notices
filed for future reference.

Attend assemblies and other functions of the whole school;religious,sporting and social.

Attend Parent/Teacher meetings concerned with the studentsyou teach.
Support your form's activities.

It is much better to talk with Heads of Departments, Year Coordinator, Deputy Principal and parents
earlyrather thanlate. Do not let problems develop in school work or conduct.
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11.

12.

13.
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Some parents may not have legal accessto their children. Please check with Principal or Administration if
you areunsure,

Academic Points

Teach effectively.Prepare the overall program and each lesson appropriately.Plan carefully for what the
students will be required to do,making sure the methods used will fulfil our aims and contribute to
effective learning.

Provide an environment for sound learning, for arousing interest, gaining attention, improving
concentration, requiring active participation and stressing reinforcement. Ensure appropriate and
adequate materials and careful sequencing of events. Recognize and provide forindividualdifferencesin
students.

Use suitable methods of evaluation sothat both teacher and student will know how effective aprogram
hasbeen and whatare the strengths and weaknessesin teaching and learning.

Require workto be completed and handed in by anominated date. Notes concerning homework not
being done,or not being handed in on time should be sent to parents. A special form is available for this
purpose. Teachers should advise the Head of Learning Areaof problems,

It is school policy that students be encouraged to do homework. If this includes long research
assignments, please be sure that aims, content, format and procedures are made very clear and are
understood by each student that the workrequired is realistic (suitable information, readily available,in
sufficient quantity) and that all that isrequired is worth doing.

Evaluate sufficiently frequently to have areliable record of each student's progressin comparison with
his/her performance on earlier occasionsand in comparison with other students,

If work is set wellahead of the date due have asystem of checking that satisfactory progress is being
made throughout the time allowed. Extensions of time may be given as set out by the subject
department for lower school orin the upper school assessment guidelines.

Require good standards of presentation, but ensure that striving for good presentation
doesnot diminish the quality of the content.

Mark effectively and set the example of promptness by returning workto the students as soon
aspossible.

Work cooperatively with otherteachersteaching the same subject to otherclasses, and with otherteachers
teaching other subjects to the same students.Plan your work cooperatively where thisis needed, being
guidedin choice of topics and methods by the staff member in charge of the subject or department.

Up-to-date recordsmust be keptavailable atall times.Such records must include programs,lesson
plans,assessment records,class lists timetables etc.

Theserecords must bereadily accessibleto the Principal, Deputy Principal, Head of

Department or teacher in charge of the subject,orany teacher who has to take over

aclassand who would need to know what hasbeen done and whathasalready been planned.

Course outlines should include aims, methods and materials to be used and assessment procedures.
Provision should be made for evaluation,comments during and at the completion of the course. Course
outlines should be shown to the Head of Department who will check them and forward them to the
Deputy Curriculumatthe beginningof each term or semester.

Encourage the students' interest and independence in their subjects.

Encourage full participation by allmembers of the class. Treat the class as individuals and also asa group.
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Day to Day Routine

Attend to all requirements and duties These will be made knownto you at Staff Meetings,by notices onthe
board or by photocopied noticesdistributed to the staff.

Arrive at school by 8.15am. Attend to any specialarrangements for the day and if you are a form teacher be
in your form room before 8.40amto beaccessible to your students,

Staff are required to go to the Staff Room before school and atrecess to collect messages,to read the
notice board and to hearany notices given by the Principal, program coordinators or other Staff

Remain on the School premises at all times throughout the day (8.15am - 3.30pm), unless notification has
been given to the Administration.

Discipline

Allstaff are responsible for maintaining good discipline in the classroom, within all buildings,the grounds,
on outings and at camps. Staff should encourage, expect and require good manners, courtesy and
thoughtfulness atalltimes and in all situations.

Staff should remain aware that they provide behaviour models for the students.

Standards of discipline and classroom management should be in keeping with the overall policy and
ethos of the school.
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