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Appointment of Gap Year General Assistants 
Commencing September 2012

The School
Norwich School is a co-educational, independent day school of 1000 pupils aged seven to eighteen. 
The Head Master is a member of HMC; the Master of the Lower School is a member of IAPS.
Set in the Cathedral Close, Norwich School has a distinctive and historic environment.
Further information about the School, including the current prospectus, can be viewed at:
www.norwich-school.org.uk

Ethos
Learning and scholarship are at the heart of the broad education that Norwich School provides. Christian values, notably love and compassion for one another, underpin our activities and relationships.

Aims
Norwich School is committed to:
· producing scholarly, reflective young people who are capable of handling difficult concepts and     expressing profound thought;
· providing a rich, varied and broad education that develops the diverse talents of the boys and girls;
· equipping pupils for leadership and service.

Academic Results
Norwich School has a strong record in public examinations and a high success rate in terms of entrance to the best universities. In the summer of 2011, 26.2% A levels were at A* grade, 62.3% at A* or A grade and 86.4% at grade A* to B. Most pupils go on to the leading universities, including approximately 10% per year to Oxbridge.
A more detailed analysis of public examination results can be seen on the website.

Expectations of the Teaching Staff
There is an able and energetic team of teachers at Norwich School. All members of the teaching staff are expected to: deliver excellent academic teaching in the classroom; show commitment in their work as tutors in the pastoral system; play a full part in the extra-curricular and games programme; and attend School assemblies and services in the Cathedral.

Career Development
Norwich School provides statutory induction for NQTs and participates in the GTP.

Being ever mindful of the need for good teachers to maintain enthusiasm for their subjects and to retain their love of scholarship, the School seeks to encourage this through an imaginative scheme of reading weeks and mini-sabbaticals. These initiatives are available to all members of the Common Room, regardless of age or experience.

Norwich: A Fine City
Norwich is a lively and exciting city. Applicants unfamiliar with the region may not be aware of the wonderful cultural and social opportunities here, the delightful Norfolk countryside that surrounds the city, or the fact that London is only 1 hour and 50 minutes away by rail. Property prices are relatively affordable.
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GENERAL ASSISTANTS - GAP YEAR PLACEMENTS 

Each year, generally in September, we welcome approximately four Gap Year Assistants to the Senior and Lower Schools. The distribution throughout the School is 2 Games and Sport and 1 Music Department Assistant in the Upper School and 1 placement in the Lower School.  

We aim to help these students gain vital career skills and leadership experience plus the opportunity for a rewarding and fun year in a close knit and friendly community.  

Gap Assistants may go on to any number of different career paths, but the position with Norwich School is aptly suited to assisting graduates gain a place on a teacher training scheme.

Duties may include coaching sport, assisting in PE lessons, working as a classroom assistant, taking part in school trips or the biennial staff pantomime. The Assistant in the Music Department could be involved with assisting staff teaching classroom music and coaching musical ensembles, helping with the general administration of running a vibrant music department or be involved in any of the numerous and varied musical activities that occur annually.

There is a commitment to supporting the assistants in gaining experience in any department or area of the curriculum in which the assistant has a particular interest. 

Personal Qualities:

The ideal Gap Year Assistant would be prepared to throw themselves into our busy school community with commitment and enthusiasm.  Students must be flexible and work effectively with people of all ages.  Some expertise or qualifications in coaching sport would be a desirable asset.  

The placements are open to all; they are suited to those interested in gaining experience in an educational environment.  Historically, successful candidates have come from those who have just left School or have completed a degree.  

Terms and Benefits

Working hours are 37.5 per week during approximately 34 term time weeks.  There is no contractual commitment required to be available during the school holidays. 

During term time, some additional hours for weekend fixtures or events may be required and these would be mutually agreed in advance.

For those assistants involved with sporting activities, Norwich School kit is provided and all assistants receive a complimentary lunch in the School Refectory.  

No accommodation is available with the role; however, where assistants live outside NR1-4 they would be eligible to request a dedicated parking space within the School grounds provided a space, which is at a premium, is available.  

Training

On the job coaching would be provided as a routine occurrence.  In addition, induction training and full involvement in the teachers INSET training days is expected.  Topics are varied but as a core include; Health and Safety, Manual handling, Child Protection and Safeguarding.  



Comments from 2010/11 Gap Year General Assistants:



“Working as a Gap Year student has given me one of the best insights into the life of a teacher and has considerably increased my confidence and coaching skills.”

“I have been so well supported, not only in the job, but what I am moving on to.”

“The staff are so welcoming; I felt like I fitted right in straight away.”

“Being able to work with all the different ages and types of children has been an amazing experience, and one I will never forget.”

“Responsibilities are varied; I have been a teacher’s assistant in some areas, whereas in others I have run my own teams. I found that if you're confident to go forward then the school helps and encourages you.”

“The Norwich School gap student position is a fantastic opportunity to develop the skills needed to allow any passionate individual to continue their interest into a sporting career.”

“The entire staff have been very welcoming and provided the guidance and knowledge that will be vital for my future career path into teaching.”

“Within the first week I was able to experience a wide variety of sports such as Judo, Invasion Games and Rugby and have the opportunity to lead lessons and take groups by myself. Working with this range of different sports, I have been able to see and experience different teaching styles which get the best out of our students.”

“I am thoroughly enjoying my time here at Norwich School, being able to build on my knowledge, experiences and qualifications within a supportive and hard working team. I would recommend this position to anyone who loves their sport and, more importantly, loves working with young people.”




Please contact Mrs Nicola Hill, Assistant Head, Pastoral, for further information.
Telephone: 01603 728482
Email:nhill@norwich-school.org.uk






The Application & Selection Process:

Details of the positions and an application form are held all year on our School website under 
http://www.norwich-school.org.uk/about/vacancies.asp

If you are interested in applying for a Gap Year post starting 1 September 2012 please send a covering letter addressed to the HR Manager, Ms Sharon Baird, with the School’s completed application form, by post to Norwich School, 71a The Close, Norwich School, Norwich NR1 4DD,  or by email to 71a@norwich-school.org.uk.

Short-listed candidates will be invited to attend an interview and this may include a relevant practical assessment of musical ability or an observed sport-related or other lesson.

Safer Recruitment Requirements:

Norwich School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.  These roles will be subject to an enhanced CRB disclosure and are conditional on satisfactorily completing all checks required to satisfy the Schools obligations under the Safer Recruitment Regulations.









Please contact Sharon Baird, HR Manager, for further information.
Telephone: 01603 728 488 (int 404)
sbaird@norwich-school.org.uk



Job Description for Senior School Sport Department Gap Year Assistants


· Assist staff teaching P.E. and Games with the supervision of pupils throughout scheduled sporting activities
· Coach Games as required
· Be responsible for the organisation of equipment within the Sports Hall storage areas
· Assist with setting up of lessons
· Help with fixtures and being a ‘team manager’ when required
· Assist with day and residential fixtures as required
· Assist in the running of after school, weekend fixtures and coaching sessions when required
· Run or assist with after school circuit training as required
· Monitor and maintain the outdoor games equipment for breaks
· Assist with outdoor duties when required
· Undertake other responsibilities which the Director of Sport considers to be appropriate to the role
· Assist with general administration within the P.E. Department.

Personal Qualities

· Support the Norwich School aims, ethos and professional standards
· Adhere to the Norwich School dress code 
· Be punctual
· Able to work well in a team
· Capable of working unsupervised
· Enjoy using your own initiative
· Enjoy sport
· Have an aptitude for coaching sport.


Hours of work: 

This role works 37.5 hours per week during term time.


Please contact Mr Steve Gibbons, Director of Sport, for further information.
Telephone: 07771 637 824
e-mail: sgibbons@norwich-school.org.uk









Job Description for Norwich Lower School General Assistant



· Assist in the practical based lessons alongside the designated teacher such as DT, Art, ICT and any other subject that requires additional adult support
· Assist the teaching staff in P.E. and with the ‘walking up’ of pupils to the Sports Centre and supervision of changing rooms
· Assist when required with Games lessons and with supervision of pupils when being transported and in changing rooms
· Assist with day and residential visits as required
· Assist the designated Homework Supervisor between 4.00pm and 5.00pm with Homework Club
· Run and/or assist with an after-school club once per week
· Assist the Lower School Secretary with tasks when required
· Assist with the safe transfer of pupils between the Lower and Senior School sites when required for example individual music exams and at lunchtime when Forms need to be walked to/from the refectory – bringing back the last group of pupils
· Monitor and maintain the outdoor games equipment for breaks
· Assist with outdoor duties when required
· Undertake other responsibilities which the Master of the Lower School feels are appropriate to the job.

Personal Qualities

· Support the Norwich School aims, ethos and professional standards
· Adhere to the Norwich School dress code
· Be punctual
· Enjoy working with children and being part of a team
· Be capable of working unsupervised
· Enjoy using your own initiative
· Be able to coach sporting activities.


Hours of work:  

This role works 37.5 hours per week during term time. 


Please contact Mr John Ingham, Master of the Lower School, for further information.
Telephone: 01603 728424
e-mail: jingham@norwich-school.org.uk





Job Description for Music Department Gap Year General Assistant


· Assist staff teaching classroom music and coach musical ensembles
· Assist with the setting up of lessons and rehearsals
· Assist with day trips and the annual music tour
· Assist with the general administration of the department
· Monitor, maintain and set up equipment including keyboards, headphones, amplifiers, leads etc
· Assist with the music library
· Coach chamber groups as required
· Accompany pupils in lessons, workshops and concerts as required
· Undertake other responsibilities which the Director of Music considers to be appropriate to the role.
 
Personal Qualities

· Support the Norwich School aims, ethos and professional standards
· Adhere to the Norwich School dress code
· Have a musical aptitude, background and/or career path
· Be punctual, personable, reliable, enthusiastic and musically able.
· Be a strong leader and a sensitive team worker as required. 
· Able to be flexible in the hours of work during term time
· Capable of working unsupervised.
· Enjoy using your own initiative
· Experience of ICT (Sibelius and other sequencing programs/keyboards/midi) an advantage.

Hours of work:  
This role works 20 hours per week during term time.


Please contact Mr Richard Allain, Director of Music, for further information.
Telephone: 01603 728475
e-mail: rallain@norwich-school.org.uk
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