Duties of a Teacher

Each teacher should familiarise him/herself with the Conditions of Service as per Contract under Memorandum V7.

All teachers must be aware of the following obligations and arrangements which facilitate the smooth running of the College:

· familiarise him/herself with his/her time-table and attend his/her classes punctually

· know who the Class Teachers are for the classes that you teach.  A teacher should know who the Course Co-ordinator is for any courses that he/she is involved with.  A teacher should know exactly what Module he/she is required to teach, and ensure that the syllabus is covered

· be familiar with the end of year exam arrangements for his/her classes, and prepare exam papers if required according to the recommendations of the examining body concerned    (Please refer to the sections entitled Exam/NCVA Information in this book)  

The Vice-Principal is responsible for the time-table.  Any alterations or substitution arrangements must be agreed with him

It is college policy to substitute for teacher absence.   Advance warning of inability to attend for class should therefore be notified to the Vice-Principal.  In the case of illness, the earlier in the morning that  notice is given, the easier it is to arrange cover.  His/her help here is appreciated

Each teacher is allocated a ‘Post Box’ in the staff room, a teacher should check this regularly for notices, letters etc.

Staff Meetings are held regularly, largely at the beginning of Work Experience weeks.  Every teacher is encouraged to attend

If a teacher experience any difficulties as part of his/her work, he/she should feel free to consult in the first instance with the teacher in charge of his/her classes.  If the problem is related to the curriculum, there may be others teaching the subject that will help him/her out.  The Principal and Vice-Principal are always available to discuss any matter with a teacher.

Administration Matters;
Part Time teachers and those awaiting PRPT sanction should fill in their hour sheets on a weekly basis.  The forms (1 for contracted hours & 1 for substitution hours) are available in the staff room.

 Each teacher should submit a CV to the office for College records.  His/her address and phone number should be noted on the CV

Duties of a Class Teacher 

In addition to the duties of a Subject Teacher, a Class Teacher should also note the following;

Duties of a Pastoral nature
A teacher should inform the class that he/she is the Class Teacher & encourage his/her students to speak to him/her about any problem they might encounter.  PLC students will be familiar with the concept of a Class Teacher from their own school Pastoral Care system.  This may be a new concept to mature students.

A Class Teacher should encourage other staff to discuss with him/her any difficulties they encounter with his/her students

 It is the duty of the Subject Teacher to handle discipline and attendance problems in their own class. However matters may also be referred on to a Class Teacher to deal with.  A Class Teacher may have to warn students, extract promises from them etc.  If a Class Teacher does not succeed in solving a problem, he/she may have to refer the student on to the Disciplinary Board.

Please remember that some students might be better referred to the Guidance & Counselling service.

Organisational Duties

Any information in relation to student difficulties should be noted by the Class Teacher on the student file

The Class Teacher should examine rolls on a regular basis to check for patterns of absenteeism.  Students who are absent without explanation should be contacted to establish the problem

When a student leaves the course, the Class Teacher should note this and the reason for leaving, on the form at the back of the green roll book

Work Experience is organised by the Class Teacher, and the teacher should visit the employer to discuss the progress of the student.  A mileage allowance is payable for this, by filling in a form from the office

Please refer to the information sheet on Work Experience for further details.

