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Buttsbury Primary School – infant site  

How to find us: 

 

Address: Perry Street 
Billericay 
Essex 
CM12 0NX 
 

Telephone: 01277 622821 

Email: admininf@buttsburyprimary.essex.sch.uk 

Website: www.buttsburyprimary.essex.sch.uk 
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Letter from the Headteacher 
 
Dear Applicant,  
 
Thank you for your interest in the post of Early Year Class Teacher at Buttsbury Primary School.  Following the 
promotion of the current post-holder to deputy headship, we are looking for someone to join our team who is 
passionate about education and the well-being of children.   
 
Buttsbury Primary School is a large, four-form entry school in the town of Billericay; the infants and juniors are on 
separate sites – a very short walk apart. Buttsbury is a popular school within the local community and is over-
subscribed each year. It is a happy school with committed and hardworking members of staff.  The children enjoy 
attending and receive the utmost care from all who work here.  
 
A passion for high quality teaching and learning, as well as the ability to bring the curriculum to life are paramount if 
you are considering joining the Buttsbury team. If you are committed to high standards, ensuring that all children 
make excellent progress, as well as ensuring their mental health and well-being is of the utmost importance then 
Buttsbury Primary School is the place for you.  
 
You will find more information about the school on our school website - www.buttsburyprimary.essex.sch.uk 
 
Visits to the school are encouraged as we feel this is the best way to find out more about our school – please contact 
the infant school office  – admininf@buttsburyprimary.essex.sch.uk to arrange a visit.  
 
Yours sincerely, 
 
  
 
Ann Robinson 
Headteacher 
 

 
 
 
 
 
 
 
 
 
 
 

mailto:admininf@buttsburyprimary.essex.sch.uk
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Buttsbury Primary School 

 

Job Description  

1.  Name:                                              Date:  January 2026 

 

2.  Job Title and Grade:  Class Teacher  

                                                Main Professional Grade/Upper Pay Scale 

3.  Responsible to:       Headteacher 

 

4.  Responsible for: 

 

(i) Educational and social development of each of the individual children which form the class allocated for each specific 
academic year. 

 

(ii) At the discretion of the Headteacher to supervise the work of a teaching assistant or a student relevant to his/her 
responsibilities. 

 

(iii) Curriculum co-ordinator for an agreed subject area. 
 

5.  Particular duties/dimensions of job: 

 

    (a)  Professional Duties 

 

These are to be performed in accordance with the current School Teachers’ Pay and 

Conditions Document and within the range of teachers' duties set out in that document so far as these are relevant to the 
postholder's title and salary. 

 

The performance of these duties is under the reasonable directions of the Headteacher made known from time to time as 
appropriate. 

 

The main employment duties attached to this post are as follows: 

 

         (1) Teaching to their educational needs the pupils assigned to him/her including the setting and marking of work 
to be carried out by the pupil in school and elsewhere. 

            

         (2) Planning and preparing courses and activities and attendant duties for the integration of the work of the class 
into the work of the school as a whole. 

  

         (3) Assessing, recording and reporting on the development, progress and attainment of pupils assigned to 
him/her. 
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    (b)  Purpose of the Job 

 

The postholder must undertake to teach the pupils in his/her class in accordance with the school's aims and objectives 
and the school's policies for teaching and learning.  He/she must also undertake associated administrative and pastoral 
duties in respect of that class for which he/she is responsible in addition to general responsibilities in the school as agreed 
with the Headteacher. 

    (c)  Particular Responsibilities 

 

The particular responsibilities attached to the post of Class Teacher are as follows: 

 

         (1) To control and oversee the use and storage of books and other teaching materials provided for class usage. 

            

         (2) To supervise the work of the teaching assistant relevant to the allocated class. 

  

         (3) To maintain class discipline in accordance with the rules of and disciplinary systems of the school. 

  

         (4) To be responsible for communicating and consulting with parents and the  

Head teacher on the progress of pupils in the allocated class. 

  

         (5) To participate in meetings arranged for any of the above. 

  

         (6) To attend Training Courses and meetings in order to develop his/her own classroom practices and in particular 
to undertake professional development programmes which may have been identified during the process of 
appraisal. 

        

 

    (d)  Key Tasks: A Summary 

 

          The key tasks attached to the post of class teacher are as follows: 

           

         (1) The marking of class attendance registers. 

  

         (2) The assessment of pupils’ achievements and progress by reference to standard arrangements applicable to 
the school. 

  

         (3) Contributing to meetings, discussions and management systems necessary to ensure the co-ordination of the 
work of the school as a whole. 

 

5.  Additional Responsibilities 

 

         (1) To take responsibility for ensuring the development, implementation, monitoring and evaluation of the 
school’s Policy for an agreed subject area throughout the school and to make recommendations at leadership 
team meetings, as appropriate. 
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         (2) To work closely with the Headteacher, the Deputy Headteacher and subject leaders in the formulation of the 
School Development Plan and to be responsible for submitting part of it which relates to your area of 
responsibility, at the appropriate time. 

  

         (3) To take responsibility for ensuring that staff and governors are supported in their   understanding of 
Assessment and Record-keeping procedures by the provision of up to date information. 

  

         (4) To take responsibility for organising, requisitioning (within the funds available) and 

evaluating resources, materials and equipment needs. 

  

         (5) To support the Headteacher in the management and development of the school. 

 

             

PERSON SPECIFICATION 

 

Qualifications 

 

• Qualified Teacher Status 
 

Knowledge, skills, expertise 

 

• Excellent class teacher 

• Excellent assessment, reporting, record keeping procedures 

• Meeting the needs of the full ability range 

• Core curriculum strengths/experience 

• State other areas of curriculum strength 

• Understanding of spiritual, moral, social and cultural development 
 

Personal qualities 

• Sensitivity 

• Good communication skills 

• Understanding of successful relationships with pupils, staff, parents and the wider community 
 

Philosophy and commitment 

 

Letter of application/supporting statement should demonstrate: 

• Philosophy of education 

• Philosophy linked to the practical requirements of the post 
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Selection Process Guide 

We will ensure that the selection process is fair and without discrimination for or against any candidate 
based on age, ethnicity, sex, marital status, or sexual orientation. The person specification sets out the 
criteria used to assess candidates through the selection process. We are committed to safeguarding our pupils and 
will assess the candidate’s suitability for working with children as part of the selection process. We will check the 
accuracy of all information and investigate any perceived anomalies. We take up references prior to interview and use 
these to verify the information you have given us. Firm offers of employment are never made without satisfactory 
references. All potential employees are subject to an enhanced disclosure from the Disclosure and Barring Service. 
 
Applications 
Applications must be submitted to the Headteacher, via email, head@buttsburyprimary.essex.sch.uk by Monday 10th 
November, noon.  
 
Shortlisting 
We assess all applications against the person specification criteria using the evidence you provide in your application. 
Candidates who best meet the person specification will be invited to an interview. 
Interview date: TBC 
 
References 
We request references for all candidates who are invited to interview, in line with safer recruitment. This request 
will be made at the same time that candidates are invited to interview. Your first referee should be your current or 
last employer. We will also conduct searches for information on shortlisted candidates which is publicly available 
online. 
 

 

      

mailto:head@buttsburyprimary.essex.sch.uk

