
CMS 6-12 Lead Teachers Job Description 
 
 
Summary of Position: 
 
The CMS (Cardiff Montessori School) lead teacher should be highly professional, confident, well organised and 
conscientious. The role requires an approachable manner, welcoming nature and good communication. 
Elementary teachers should be effective storytellers, inspiring children in their second plane of development 
with awe, wonder and burning questions.  ICT skills such as use of Microsoft office are required. Like all staff at 
CMS, they must have patience, love and respect for children. They must have an understanding and love of the 
Montessori method and strive to implement it at all times. The children’s wellbeing is always at the forefront of 
what we do. All staff are crucial in modelling courteous and respectful behaviour as well as contributing to the 
warm, supportive, and calm atmosphere that is the hallmark in Montessori classrooms. 
 
CMS Lead teachers understand and promote the school’s mission, vision, objectives, and policies both within 
and outside the immediate school community. Lead teachers are responsible for providing a Montessori 
classroom/instructional program that supports the individual needs of the children in accordance with the 
school’s mission and vision. 
 
Elementary lead teachers are responsible for delivering cosmic education. They are responsible for delivering 
the great lessons, giving presentations, re-presentations, assigning and demonstrating follow-up works, enabling 
Going Out and having weekly planner meetings with students to review and guide work schedules. They Support 
children to make developmental choices, based on observations made. Through, careful and accurate record 
keeping and planning they ensure each child is progressing. They focus on the protection of work, through 
mindful actions and positive words. Lead teacher always encouraging purposeful and constructive activity. They 
Encourage love and value of the environment through ongoing maintenance and encouraging the children to be 
involved too. Through meticulous observation they ensure the environment meets the developmental needs of 
children in the class. They communicate with parents and management in a timely, constructive, collaborative 
and professional manner. They guide and support ATs and other staff in the 6-12 to fulfil their roles effectively.  
 
They work alongside the other 6-12 teachers, AT’s and other staff to ensure systems are in place that enables 
CMS to function as an authentic Montessori school, effectively, safely and in accordance with regulations. The 
CMS lead teacher is answerable to the head of elementary, head of school, the deputy head of school and 
company director.  
 
The key areas pertaining to the role fall under the categories of: 
 

1) Planning, preparation and instruction  
2) Classroom environment management  
3) Communication  
4) Professional responsibility  

 
Further exemplification of these areas is included in the  pages that follow.  
 
All staff are ultimately there as the ‘link’, connecting the children to their environment. We must all be present 
when we are needed and disappear when we are not!  
 
All staff should embody the school values: To be kind, honest, respectful, responsible and follow the Montessori 
ethos.  All staff encourage children likewise to embody these values. 
 
All staff should guide children to follow the rules of:  
 
• Keeping yourself safe and exercising self-respect.  
• Keeping the environment/materials safe and respected (appropriate handling and use)  
• Keeping each other safe and respected. 
 



1) Planning, Preparation and Instruction: 
 
The teacher creates instruction that supports the development of the cognitive, emotional, social, physical and 
spiritual growth of the child. Presentations are usually given in groups. Individual presentations are the exception. 
 
1. The teacher is responsible for ensuring  all children have their needs and preferences identified and their 

parents know how these will be met. Each child’s individual needs, including any special educational needs 
and disabilities, are planned for and provided for.  

 
2. The teacher uses the Montessori curriculum to develop units of instruction (individual presentations / group 

presentations / circle times / activity sessions) that meet both the group and individual needs of students. 
 

3. The teacher ensures their time is split fairly between all students. Giving new presentations, re-presentations 
and making observations on all children in the class. 

 
4. The teacher uses various assessment tools/strategies such as observations, children’s work samples, etc. to 

guide their planning for individual students and track student progress. 
 
5. They are guided by observations taken and the interests of the children when planning for both the individual 

child and the collective class. 
 

6. The teacher is responsible for maintaining an on-going dialogue with assistant teachers and support staff and 
coordinating curriculum integration and implementation with them. 

 
7. The teacher works with students of various abilities assigned to the classroom. The teacher may be required 

to participate in meetings, training, and planning cooperatives to fully meet each child’s needs. 
 
8. The teacher completes required Progress Reports and observations using “Transparent classroom” software 

in accordance with school policy. They track and document student progress as required by the senior 
leadership and present this information when required by senior staff.  

 
 
Examples of duties related to planning and preparation: 
 
• Planning for new children and their transitions- this includes offering home visits to children new 

to CMS and any other children new to the 6-12 when required (Staff must check their car insurance 
to ensure they are covered for occasional business use if driving to visits or use transport arranged 
by the school) 

• Planning activities and lessons for each term in line with any special events / awareness events 
• Ensuring each child has an ILP which is being maintained and that records are kept up to date and 

orderly 
• Keeping Transparent classroom up to date and completing any required standard reports and 

tracking 
• Ensuring observations are kept up to date on children 
• Work alongside other lead teachers on school-wide plans 
• Attendance at lead teacher meetings, progress meetings, ALN meetings and any other relevant 

meetings. 
• Co-ordination of team on inset days when doing classroom preparation, under the guidance of 

senior management staff 
 
 
 
 
 
 



2) Classroom Environment Management: 
 
The teachers and assistants are responsible for maintaining the environment that meets the sensitive 
period/plane of development of the children he/she is working with. At all times the lead teacher is reminded 
that the classroom environment comprises of both the human and physical environment. 
 
1. Lead teachers create a joyful, calm environment through their presence and attitude. They are purposeful 

and graceful in their movements. They look professional and tidy in their clothing and appearance. Nails 
should always be clean and short.  

2. The teacher creates an environment that demonstrates rapport with, respect and kindness, for all students 
as well as between students. The teacher models and teaches conflict resolution and problem solving 
strategies in the classroom. 

3. The teacher should promptly report discipline concerns beyond typical classroom strategies to the head of 
elementary and if deemed necessary to the Behaviour Officer. Any serious incidents must be reported to 
the head of school. Meeting with parents should be arranged in line with school policies. 

4. The teacher is responsible for the safety of the children left in his/her charge until dismissed to a responsible 
adult. No child should ever be left unsupervised either inside or outside the classroom. 

5. The teacher is responsible for preparing an environment in which the furnishings and materials are 
complete and correspond to the needs of the group. 

6. They maintain a clear, orderly, and attractive Montessori environment, including the care and maintenance 
of classroom materials and equipment 

7. They communicate needs for the classroom in accordance with school policy, i.e., maintaining inventory of 
classroom materials and any additional materials needed. 

8. The teacher ensures that the physical environment continues to adhere to all health and safety regulations 
throughout the day. 

9. Teachers remain responsible for the children in their care when children are in common areas, toilets and 
outdoors. These areas of the environment should be viewed in the same way as the classroom environment.  

 
Examples of duties related to the classroom environment: 
 
• Regularly checking shelves and ensuring all materials are complete and orderly  
• Keeping materials relevant to the needs of children in the class. Including making materials and sourcing of 

materials 
• Keep inventory of materials / breakages  
• Updated administrator / systems manager / HOD with any purchase requirements 

 
 
 

3) Communication 
 
The teacher is responsible for communication that supports an understanding of CMS’s program, develops 
positive relationships within the CMS community, and protects the privacy and confidentiality of each student 
and family in the School community. 
 
1. The teacher establishes a positive relationship with parents of the students and maintains regular 

communication with parents with regard to their child’s specific needs. The teacher provides for parent 
conferences, meetings and communication throughout the school year. The teacher responds to parent 
concerns in a timely manner. 
 

2. The teacher communicates to parents and others in the CMS community about the classroom and 
curriculum. . 
 

3. They use Transparent classroom and other systems in place to share information with parents.  



4. Lead teachers familiarise themselves with Google Drive and Transparent Classroom use these to work 
collaboratively with other staff. 

 
5. They respond to email communication in a timely manner, and use IT in accordance with school policies.  
 
6. The teacher assists in the development of and participates in school functions, including but not limited to 

Open days, Parent Evenings, School outings and the annual summer fete. 
 
Examples of duties related to communication: 
 
• Lead teachers are expected to check their school email accounts no less than once a day Monday to Friday 

(outside of teaching time) during term time.  
• Support other lead teachers in their day to day work 
• Organising a PTM (parent teacher meeting) twice a year (Autumn and Summer) and a parent information 

evening once a year (Spring) 
• Collecting and proof reading / co-ordinating end of year reports 
• Meeting with parents to discuss any concerns related to children in the class  
• Contribute towards the termly newsletter 
• Take part in taking minutes for meetings 
• Preparing relevant reports and documents for lead teacher meetings, progress meetings, ALN 

meetings and any other relevant meetings. 
• Communicating with other staff and parents regarding children transitioning between classes 
• Regularly communicating to the head of elementary 

 
 

4) Professional Responsibility  
 
The Lead teacher is involved in ongoing self-assessment and refinement of practice in the classroom as well as 
collaborative professional growth. Lead teachers are also responsible for supervising the staff working alongside 
them in the classroom and helping keep them inspired and supported.  
 
1. The teacher takes time to reflect on their practice and their own personal growth and wellbeing. They ensure 

they are a leading example of the professional and peaceful character expected of staff within CMS. 
 
2. The teacher maintains his/her teaching skills and participates in professional development activities (both 

within the CMS community and attendance at conferences, workshops, etc.). The teacher is aware of major 
areas of research in teaching and resources for professional learning. 
 

3. The teacher participates in a regular evaluation processes including classroom observations, feedback 
conferences, and an annual self-evaluation.  
 

4. They contribute to the school strategic plan when needed. 
 

5. They engage in the supervision and appraisal process and work toward goals set by themselves in their PDP. 
 
6. New teachers are required to attend the Induction Programme 
 
7. Teachers are aware of when their mandatory training certificates are due to expire and inform the director 

in a timely manner. 
 
8. Lead teachers supervise and support the other staff within the classroom. 
 
9. They ensure systems are in place to manage rotas for the smooth operation of the classroom. 
 
10. They are aware of the schools vision to become an AMI recognised school and work towards engaging in 

training opportunities to that end. 



Examples of duties related to Professional Responsibility:  
 
• Taking part in supervision once a term and an appraisal once a year 
• Supporting staff in the class 
• Working with staff in the class to maintain a joyful learning environment 
• Leading team meetings 
• Ensuring a member of staff is allocated to do the daily checks and risk assessments for the class 
• Ensuring cleaning rota adhered to 
• Co-ordinating rota for class 
• Taking part in training and attending courses 
 
 
 
Related Duties 
 

1. The teacher takes part in the new student / parent enquiry process and hosts prospective student 
applicants in the classroom as requested through admissions. 

 
2. The teacher completes and maintains all records, reports, evaluations, and inventories of student 

records and tests in a timely manner as may be required by management. 
 

3. The teacher is responsible for reading and adhering to the guidelines as established in the employee 
handbook and adhering to all CMS policies. 

 
4. To be flexible within working practices of the School. Be prepared to help where needed, including to 

undertake certain domestic jobs within the setting, e.g. preparation of snack meals, cleansing of 
equipment, assisting children with toileting etc.  

 
5. At all times ensure that confidentiality of children’s details, school business, staff matters and parent 

information is strictly maintained. 
 

6. At all times ensure the safeguarding of all children in CMS. 
 
 
 
I confirm that I have read & understood the job description for my role above. 
 
Name: 
Position: 
 
Date: 
 
 
Signature: 
 
 
 

 


