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Cognita Schools are committed to safeguarding and promoting the welfare of children and young people and expects 
all staff, volunteers and other third parties to share this commitment.  Safer recruitment practice and pre-employment 
background checks will be undertaken before any appointment is confirmed.   
 

 

Position Title 
Curriculum Lead / Teacher (G 8-10 
Language and Literature & Individuals 
and Societies) - PCS 

Reference: DEC2022PCS 

Function/Department Preparatory Course for Secondary (PCS) Location: SAIS 
Manager Title PCS Principal 
Position Type Fixed Term 

Position Status Full Time 
 

Position Objective 
The Preparatory Course for Secondary (PCS) at Stamford is a program for non-native English speakers 
entering into Grades 6-10 (Ages 11-17); The curriculum is developed by the PCS Curriculum Committee and 
based on the MYP Criteria. The PCS is offered in 20-week sessions and intends to provide an intensive, 
immersive, academic English language experience for students. Teachers will be expected to teach targeted 
English acquisition skills (Grammar, Listening, Reading, Writing, and Speaking) as well as co-teach the core 
content subjects of Language Acquisition, Language and Literature, Individuals and Societies, Math, and 
Science.  
 
The PCS Curriculum Lead at Stamford American International School works closely with the PCS Principal 
and the Secondary IB Coordinators to develop and implement the PCS curriculum.  Major areas of 
responsibility include program development and training / coaching of PCS teachers within the program.  The 
PCS Curriculum Lead will also have a teaching role (grades 8-10 Language and Literature & Individuals and 
Societies). 

 

Responsibilities 
The job holder’s responsibility for promoting and safeguarding the welfare of children and young person’s 
for whom s/he is responsible, or with whom s/he comes into contact will be to adhered to and ensure 
compliance with the relevant Cognita Safeguarding; Child Protection Policy and Procedures at all times. If 
in the course of carrying out the duties of the role, the job holder identifies any instance that a child is 
suffering or likely to suffer significant harm either at school or at home, s/he must report any concerns to 
the School’s Designated Safeguarding Lead or to the Head or indeed to the Cognita Regional Safeguarding 
Manager so that a referral can be made accordingly to the relevant third party services. 
 
General Leadership 

● Be a reflection of Stamford’s mission, vision and guiding statements including modeling the IB 
Learner Profile Attributes. 

● Be a key member of the PCS Pedagogical Leadership Team in leading the development of the PCS 
curriculum. 

● Work with the PCS Principal and the Secondary IB Coordinators to provide a team approach to all 
curriculum matters ensuring connections and continuity among the Programs. 

● Work collaboratively with the PCS Principal to implement the overall academic related strategic 
intents of PCS in line with the School’s Strategic Initiatives 

● Mentor and instructional coach to PCS teachers (grades 6-10) in best practice/high leverage teaching 
strategies 
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● Collaborate with team members to horizontally and vertically align the written, taught and assessed 
curriculum. 

● Co-lead new teacher training and induction; support the transition of new teachers 
● Co-lead professional development for teachers/advisors (where applicable) 
● Carry out other duties as required by the PCS Principal 

 
Curriculum Leadership 

● Inspire the team to engage in improving the standards and practices under the IB categories of 
purpose, culture, environment and learning. 

● PCS Curriculum: Understand the expectations for learning within Math, Science, I and S, and English 
(working knowledge of skills and knowledge for learning in each course) 

● Programs: Have an understanding of the MYP curriculum and conceptual education - what does it 
mean to be an IB learner and how do we explore topics with inquiry, action and reflection. 

● Student and Teacher: Work with teachers to develop effective criterion assessment to demonstrate 
student learning (be able to review assessment and assessment practices) and support the 
development MYP style units that reflect the outcome of the learning. 

● Take a collaborative leadership role in conjunction with the Head of Pastoral Care in the transition of 
students into PCS 

● Ensure that students have appropriate and ample opportunities to participate in meaningful 
Community and Service Projects within the curriculum and programs 

● Lead the coordination of an assessment calendar to reduce multiple assessments on same day 
● Support the procurement of teaching and classroom materials 

 
Teaching Responsibility 
 

●    The Teacher is responsible to the Superintendent (through the line supervision of the PCS Principal) 
to ensure that the aims and purposes of the program and the School in general are being effectively 
carried out within their designated area or areas of responsibility.  

●    The Teacher will actively look for ways to support both the ethos and leadership of the School. 
 
 

 

Position Requirements 
 
Teacher: Preparatory Course for Secondary (PCS): 
 
1. THE CURRICULUM  

1.1. Ensure that they have a thorough understanding of the approved PCS curriculum; 
1.2. Ensure that the approved curriculum requirements are met within their teaching area/s; 
1.3. Embrace the personalized learning approach integral to the operation of the PCS; 
1.4. Assist with the ongoing evaluation and monitoring of existing programs to ensure they are of high 

quality; 
1.5. Keep up to date regarding curriculum knowledge and issues pertinent to their teaching area/s 

within the PCS;  
1.6. Ensure that their teaching programs and classroom teaching methodologies are of a high standard 

and meet the requirements of the PCS, the program and the School; 
1.7. Liaise with the PCS Principal or their delegate to ensure the individual curricula and programs are 

of a high standard and appropriate for the purpose of the PCS; 
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1.8. Produce, collect, mark, return and file assessment tasks within their teaching area/s, ensuring they 
are of a high quality and suitable standard;  

1.9. Ensure that all timelines/deadlines are met;  
1.10. Work with designated students to assist them to develop and monitor their progress according to 

their SMART Goals (Specific, measurable, achievable, relevant and timely); 
1.11. Ensure that student reports based on their SMART Goals are carried out at the appointed times and 

are of a high quality; 
1.12. Produce, collect, mark, return and file tests and examinations within their teaching area/s, ensuring 

they are of a high quality and suitable standard; 
1.13. Assist with the development and implementation of high-quality new courses of instruction as 

required. 
 
2. RESOURCES 

2.1. Ensure that class activities are appropriately resourced in line with budget expectations; 
2.2. Assist with the development and appropriate implementation of a departmental (or subject) 

budget;  
 

3. POLICY 
3.1. Ensure that program and School policy is implemented, supported, and adhered to; 
3.2. Participate effectively in the committee structure of the School; 
3.3. Model adherence to School policy in all activities; 
3.4. Ensure that students are reminded regularly of program and School policy.  

 
4. ADMINISTRATION 

4.1. Ensure that timeline expectations are met; especially as they relate to assessment tasks, 
examinations, student mentoring, teaching programs, mark-books and registers; 

4.2. Ensure that School resources are well maintained and cared for.   
4.3. Report any resource and/or maintenance issues immediately; 
4.4. Ensure all record keeping required, including School database records, mark books, teaching 

registers, teaching programs, student pastoral care notes, stock records, class lists, are completed 
thoroughly and in a timely manner; 

4.5. Ensure that communication with parents and student enquiries and issues are dealt with efficiently 
and within timeframe expectations; 

4.6. Liaise regularly with the appropriate Leadership staff regarding student issues; 
4.7. Ensure that behavior management administration records are completed as required. 

 
5. TEACHING COMPETENCIES & CLASSROOM MANAGEMENT 

5.1. Provide engaging and well prepared lessons and other experiences for students; 
5.2. Ensure that classroom practice reflects an appropriate range of teaching methodologies, including 

appropriate creative use of Information Technologies; 
5.3. Apply the PCS personalized learning approach; 
5.4. Maintain an emphasis on student achievement of their SMART Goals; 
5.5. Maintain appropriate standards of classroom management and behavior; 
5.6. Provide a caring and nurturing classroom environment for all students; 
5.7. Ensure punctuality in arriving at lessons and scheduled meetings; 
5.8. Take personal responsibility for the classroom and its cleanliness; 
5.9. Ensure that student work is professionally and thoroughly marked and returned within accepted 

timeframes; 
5.10. Deal with student behavior issues professionally and within the parameters of the School’s policy; 
5.11. Develop and maintain a positive classroom environment; 
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5.12. Take responsibility for ongoing personal professional development, attend all professional 
development activities offered by the program and the School as required and keep abreast of 
curriculum and wider educational issues, especially as they relate to their area/s of teaching. 

 
6. RELATIONSHIPS WITH STUDENTS & OTHER STAFF 

6.1. Develop appropriate professional relationships with students, including using appropriate language 
and classroom/personal decorum; 

6.2. Develop collegial and supportive relationships with other staff; 
6.3. Adopt a self - reflective attitude and be willing to accept advice from the PCS Principal and other 

staff;  
6.4. Demonstrate active support for the ethos and leadership of the program and the School; 
6.5. Model appropriate attitudes and values within and outside of the classroom; 
6.6. Actively participate in staff and other faculty meetings as required. 

 
7. TEACHING AND OTHER DUTIES 

7.1. Teach classes as required in a professional and conscientious manner; 
7.2. Focus classroom activity on the PCS personalized learning approach; 
7.3. Actively participate in the co-curricular life of the School and encourage student involvement in 

activities which enhance their language learning and socialization; 
7.4. Aid in the mission of the School by taking responsibility for different tasks as negotiated with their 

supervisor, PCS Principal, and/or the Superintendent. 
7.5. Attend morning briefing, regular and extra-ordinary staff meetings as required; 
7.6. Demonstrate high standards of personal grooming and professional dress in keeping with staff 

dress guidelines; 
7.7. Actively support the program and School’s leaders; 
7.8. Support the PCS Online programs (Foundational Academic English & E-Learning) including but not 

limited to content creation, teaching duties, and curriculum development. 
7.9. Take responsibility for duties as required by the PCS Principal. 

 
8. STAFF MENTOR ROLE 

8.1. Fulfill the role of Staff Mentor with a designated group of students; 
8.2. Assist each student to develop and monitor their own SMART Goals 
8.3. Provide academic advice and support outside of the classroom where deemed necessary; 
8.4. Assist students in the mentor group to develop an effective understanding of the intensive nature 

of the course and the persistence and resilience required to succeed; 
8.5. Provide a “listening ear” for students wishing to discuss academic or personal concerns; 
8.6. Regularly monitor each student’s accommodation situation; 
8.7. Regularly monitor each student’s academic progress in relation to their SMART Goals.  

 
9. SPECIAL REQUIREMENTS 

9.1 The position of Teacher carries a 0.4 teaching load.  
9.2 Variable Duties/Hours: 

The nature of the PCS program and the teaching position is such that the teacher is expected to be 
on duty for 21 weeks per semester. PCS follows the same term holiday schedule as the rest of SAIS. 
Teachers during that time might also be required to be available outside the “normal” school hours, 
to participate fully in the life of the PCS, the program and the School, to communicate with parents, 
to attend meetings and make presentations whenever necessary, and to represent the Program on 
occasions, in some forums.  
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Qualifications 
PCS Curriculum Lead 

● Minimum of Bachelor’s degree in education field; Master’s degree preferred 
● Educational Leadership experience – in particular in the area of curriculum development 
● Positive attitude 
● Previous MYP (Language and Literature and Individuals and Societies) teaching (and/or 

coordination experience required (5 + years) 
● Curriculum development experience in Middle and High School 
● Excellent interpersonal and written communication skills 
● Coaching and teacher supervision experience 
● High level of organization and attention to detail 

 
Teacher 

● Strong Academic Qualifications in Language and Literature. 
● Strong Academic Qualifications in Social Studies. 
● Successful experience as a class teacher at upper primary or secondary school level 
● TESOL qualifications or the equivalent 
● Three years minimum experience in teaching EAL students  
● Experience with a personalized learning approach 
● Experience with student mentoring and pastoral care of adolescents 
● Capacity to work with colleagues in a focused team 
● Capacity to demonstrate a commitment to the “intensive” nature of the PCS 
● Experience in International School environment/s 
● Speaks English Fluently and has personal experience studying another language.  Proficiency in 

Mandarin, Korean, or Japanese preferred.  
  

 
 
 

Contacts 
● PCS Principal, IB Coordinators, PCS Teachers, Other Stamford Teaching and Non-Teaching Staff, 

Students, Parents 
 
 
 
 

Working Conditions 
● Curriculum Lead (0.6) / Teaching (0.4)  
● Working hours 8am to 4:30pm, Monday to Friday, plus occasional staff meetings and trainings 
● School holidays are paid and free except staff days and training days (please refer to the website to see 

the school calendar with school holiday dates) 
 

Terms of Employment 
 
This is a fixed term stipend role, subject to review every two years. 
● Medical Benefits:  Medical insurance provided where applicable 
● Sick Leave/Hosp:  14 days sick leave and 60 days hospitalization leave  
● Probation Period:  3 months from date of commencement 
● Pre-medical exam:  Required 
● Referee request:  Required 
● Background Check: Required 

 


