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KELLY COLLEGE preparatory school

Dear Candidate 
Thank you for requesting details of this exciting opportunity to become Teacher of English (p/t 0.66) at Kelly College Prep School. 
In this pack you will find the following documents: 
1. Schedule for new appointment 
2. Criminal Records Bureau Procedure (Enhanced) 
3. Job Description 
4. Person Specification 
5. School Profile 
Please complete the separate application form and send to the School addressed for my attention. 

May I take this opportunity of thanking you for your interest in the position and wish you good luck with your application. 
Kind regards 
Yours sincerely 
Matthew Foale
Headmaster

KELLY COLLEGE preparatory school

TEACHER OF ENGLISH  (p/t 0.66)
(Required for January 2012) 

SCHEDULE FOR NEW APPOINTMENT.

	Advertising 


	Times Education Supplement website

to  Friday 23rd September 2011

	Closing Date 


	Monday 26th September 2011

	Acknowledgement 


	By return

	Short-listed candidates invited to interview 


	By Friday 30th  September 2011

	References requested 


	Monday 3rd October 2011

	Interviews 


	Week beginning Monday 3rd October 2011

	Conditional offer of appointment 


	Friday 7th October 2011

	Subject to checks on 
	Identity

Qualifications

References

Permission to work in UK

Enhanced CRB Disclosure

List 99



	Appointment confirmed by (may be affected by CRB Disclosure or medical) 


	ASAP

	Contract signed by 


	ASAP


KELLY COLLEGE preparatory school
TEACHER OF ENGLISH  (p/t 0.66)
(Required for January 2012) 

CRIMINAL RECORDS BUREAU PROCEDURE (ENHANCED) 
The Criminal Records Bureau (CRB), located in Liverpool, will be acting as a central point for all requests for information from the police on behalf of prospective employers. The CRB will also take on the list 99 and other checks that determine suitability to work with children and vulnerable adults. 

The information to be so requested will be an Enhanced Disclosure i.e. spent and unspent convictions, police cautions/ reprimands/final warnings, and non-conviction information from local police records. 

To enable this procedure to be implemented, the successful candidate will be required to bring to interview evidence of identity, qualifications and criminal record disclosure. He/she will be expected to bring the following items to interview. 

In the case of 1, 2 and 3 below, please supply original of one of the items listed. 
1. Confirmation of Identity 

Passport 






Driving Licence (with photograph) 





Full birth certificate 





Marriage certificate (if name now different) 
2. Confirmation of Address 

Utility Bill (Gas/Electricity/Telephone etc.) 

(No more than 3 months old)

Bank/Mortgage/Credit Card Statement 
3. National Insurance Number 
Payslip 






National Insurance Card 





P45/P60 
4. DfES Number* 
5. General Teaching Council* 
Proof of Registration 
6. Qualification Certificates 
P.G.C.E Certificate* 





Original Certificate for any qualification recorded 




on application form (including original Degree 





Certificate) 
These will then be verified for the successful candidate with the conditional offer of employment being finally confirmed by Kelly College Prep School once the medical/questionnaire and CRB checks have been completed. It is a requirement to confirm identity, qualifications and the right to work in this country (under the provisions of the Asylum and Immigration Act 1996) before any formal offer of employment can be made. 

* If qualified teacher. 

Matthew Foale

Headmaster 

September 2011

KELLY COLLEGE preparatory school
TEACHER OF ENGLISH  (p/t 0.66)
(Required for January 2012)

JOB DESCRIPTION

The teacher should:

1. Deliver the curriculum to match the needs of each pupil.

2. Attend the daily staff briefings at 8.25am, the weekly staff meeting on Tuesdays at 10.25am, any pre-arranged additional staff meetings and the pre-term meeting/Inset as indicated on the calendar.

3. Keep records of pupils’ work in subjects taught.

4. Help pupils set their own targets.

5. Mark pupils’ work promptly and consistently in accordance with the marking policy, using positive and constructive comments, and making sure that each child understands.

6. Attend Parents’ Consultation evenings, concerts, plays and other school events when relevant eg. Parents’ Association functions.

7. Foster friendly but professional relationships with parents.

8. Liaise with classroom assistants.

9. Read, be aware and implement the school policies.

10. Work as an integral member of the team.

11. Provide the subject coordinator with termly plans at the beginning of each term in all subjects taught.

12. Read the noticeboards in the staffroom and keep up to date with what is going on in school and take a full and active part in school life.

13. Produce relevant displays up to date and representative of the work of each child.

14. Be aware of the staff duty rota and fulfil the role when required professionally.

At all times helping implement the policy that 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.

KELLY COLLEGE preparatory school
TEACHER OF ENGLISH  (p/t 0.66)
(Required for January 2012)

PERSONAL SPECIFICATION

The position is a key appointment. Candidates should consider the following competencies and qualities before applying.

	
	     ESSENTIAL
	  DESIRABLE/HELPFUL

	QUALIFICATIONS TRAINING AND EXPERIENCE 
	• A good honours degree in a relevant subject 

• A teaching qualification and/or Qualified Teacher Status (QTS). 

•     • Teaching experience within Key Stage 2. 

• Full CRB clearance 


	• First aid qualification. 

• An interest in sport, music, art or drama. 

• A willingness to engage in further professional development. 



	SPECIFIC APTITUDE 
	• Ability to communicate effectively, orally and in writing. 

• Ability to create a calm caring and stimulating environment in which young people can thrive. 

• An ability to provide young people with the support they need to fulfil their potential both academically and socially. 

• Effective organisation and administration skills. 

• Flexibility. 

• Good sense of humour. 

• Lots of common sense. 

•A team player who is able to lead and motivate staff. 

• Create, establish and maintain excellent relationships with all constituent parties, especially parents. 


	• A willingness to go the extra mile and then another.



	

	MOTIVATION AND SOCIAL SKILLS 
	•Supportive of school ethos. 

• Smart professional appearance and a role model to young people. 

•    • A willingness to become fully involved with the life of the School. 
	•Energetic and imaginative. 

• Helpful and supportive attitude. 




In addition to the candidate’s 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 

• Attitude to use of authority and maintaining discipline 

Any relevant issues arising from a short-listed candidate’s references will be taken up at interview.

KELLY COLLEGE preparatory school
TEACHER OF ENGLISH  (p/t 0.66)
(Required for January 2012)

The School:

Kelly College is a co-educational day and boarding school for children aged 3-18 years of age (Preparatory School 3-11 and Senior School 11-18). Boarding at Kelly College is also available for pupils in Years 4, 5 and 6 of the Prep School. The schools are on separate sites, less than a mile apart and the Prep School pupils are able to take full advantage of the facilities at Kelly College Senior School.

The Prep School has impressive facilities. There is a very well equipped laboratory for Science, a studio for Art and Design Technology, two libraries, a music room with additional instrumental teaching rooms, an ICT suite and a Learning Development Unit. The school also has a ‘Family Lounge’ where parents are very welcome to come in for a coffee at drop off and pick up time. Sports facilities at the Prep School are excellent, with pupils also having access to the swimming pool, Astroturf and gymnasium at the Senior School, as well as the Kelly Adventure Centre. 

The first few years of a child’s education are hugely important and should be a time of encouragement, excitement, stimulation and enrichment. At Kelly College Prep School our principal aim is to encourage the pursuit of excellence and the development of the whole person in a caring and supportive environment. We seek to instil in the children a sense of curiosity and confidence so that they can drive their own learning and make the most of their ability wherever it lies.

The Ethos:

The school’s ethos is to seek high academic standards whilst giving children a caring, happy and adventurous start to their education. We pride ourselves on having a welcoming family environment – our strong pastoral care is key. The school’s most recent ISI report in November 2009 found the pastoral care to be ‘outstanding’. Our team of well-qualified teachers concentrate upon the development of social and academic ability to help children establish strong and responsible values. The ISI inspectors also reported ‘relationships between staff and pupils are outstanding and underpin the high quality of care, guidance and the personal development of the pupils’. Our children thrive in an environment where they can grow in self-confidence and one where they can experience a great variety of opportunities. Kelly College Prep School is proud to offer the ideal environment where children can enjoy being children whilst gaining their first steps to a very successful education.

A fuller picture of the school, including a link to our latest Inspection Report, may be accessed at www.kellycollegeprep.com 
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