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1. Position Objective 
 

A Cognitive Classroom Teacher at Arrowsmith School is responsible for teaching students in 
their cognitive classroom using the Arrowsmith Program methodology. A cognitive teacher 
provides a positive classroom environment and guides, supports, and encourages all students 
recognizing that students are working toward a common goal of increasing their learning 
capacities. A cognitive teacher ensures their students are actively engaged in the Arrowsmith 
Program exercises and following the exercise procedures. The Cognitive Classroom Teacher 
supports students to stay motivated by teaching them the purpose of the exercises and finding 
ways of enhancing their ongoing perseverance, utilizing methods of internal and external 
motivation.   

The Cognitive Classroom Teacher tracks and analyses student data on a daily basis identifying 
trends of slow or accelerated progress and problem solving to address issues as well as assesses 
progress data on a monthly and yearly basis. Student data is entered into the Arrowsmith 
Program Cognitive Tracking System (ACTS) each month. Progress is communicated to students 
and parents regularly through informal and formal meetings and formal reports.  

All staff at Arrowsmith School contribute and adhere to Arrowsmith School policies and 
procedures and communicates these to students and parents. They create a safe environment 
for students where everyone is respected and valued. They also contribute to raising awareness 
of the Arrowsmith Program through their presentations and conversations at Parent 
Information Sessions and other school events. They foster the Arrowsmith School staff 
community by engaging in professional dialogue and practice which contributes to a positive 
work environment that promotes learning and focuses on transforming the lives of individuals 
with learning disabilities.  
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2. Employment Conditions 
 

General employment conditions are outlined in the Employment Agreement, including salary, 
leave and vacation, and Medical/Dental benefits package and an Insurance/Long Term 
Disability package. 

Reporting to:  Head of School 

Work Hours: 12:00pm to 7:00pm. These hours are subject to change as we evolve the 
ASO offerings. 

School Hours: 7:45am to 7:00pm Monday to Thursday 
7:45am to 3:50pm Friday 
excluding school holidays. These hours are subject to 
change as we evolve the ASO offerings. 

Vacation Dates: Winter Holiday (2020: Dec 18 – Jan 1) 
March Break (2021: March 8-19) 

Additional Hours: Additional hours are required for the following or as required: 

- Parent Information Meetings and Social Events: 
o September meeting - Introduction to the school year 
o Other parent information sessions and social events 

throughout the year 
- Open Houses: 

o One per month October to June - 7 p.m. to 9 p.m.  
- Parent Meetings: 

o Four formal parent meetings to coincide with reports 
o Other meetings, before or after school as required 

- Report Writing: 
o Class Progress Reports: Four reports per year completed after 

school hours 
o Year End Progress Reports 

- Planning and Preparation: Outside school hours  
- Shared Leadership of School Improvement 

o Contribution to a minimum of two areas of school 
improvement  
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3. Education and Training Required 
 

Essential:  

• Post-Secondary education in the field of education, social services, psychology, and 
professional background involving work with children 

• Evidence of ongoing professional development in the field 
• Ontario Teacher Certification or Equivalent 

Desirable:  

• Post-Graduate Qualifications in an appropriate field  

 
4. Experience Required 

 

Essential:    

• Two (2) years classroom experience in a public or private school  

Desirable: 

• Working with individuals with learning difficulties  
• Working in a virtual classroom 
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5. Knowledge & Competencies 
Required 

 

Essential:  

• Excellent online teaching skills  
• Proficiency with online collaboration platforms such as Microsoft Teams 
• Proven ability to multi-task 
• Good analytical and problem-solving skills 
• Strong interpersonal skills 
• Effective communication skills, both written and verbal 
• Strong organizational skills 
• Willingness to work as a team teacher (one of two) in the classroom 
• Willingness to share ideas and exchange information appropriately with other 

Arrowsmith Staff 
• Energetic and self-directed 
• Good memory for details 
• Willingness to help promote student independence and appropriate peer interactions 
• Patience in teaching individuals who have difficulty learning new concepts 
• Ability to keep records of student progress 
• Willingness to keep students and parents informed about progress 

Desirable:   

• Appreciation of the difference the Arrowsmith Program can make in people's lives 
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6. Key Accountabilities 
 

Accountabilities Aspects of the Role 
Teacher of the 
Arrowsmith 
Program 
 

• Instruct students on correct exercise procedures and goals  
• Ensure students maintain good posture for all written exercises 
• Check that students are not using compensatory strategies 
• Collect and mark homework according to Homework Guidelines 
• Foster student self-confidence at every opportunity 
• Motivate all students to achieve their best performance. This may 

include, but not exclusive to Word and Tracing marathons as well as 
Personal Best Days 

• Train and re-train exercises to reinforce optimal student 
performance 

• Review the benefits of the exercises with students so they are 
reminded of why they need to fully engage in the exercises 

• Administer student assessments in May/June 
• Encourage Cognitive Health 
• Incorporate daily mindfulness practice into the class timetable 
• Contribute to Arrowsmith School being a safe environment for 

students where everyone is respected and valued.   
 

Tracking and 
monitoring of 
student progress  

• Monitor and track student progress, ensuring correct procedures 
are followed and students are actively engaged 

• Record data in real time for each exercise 
• Track, analyze and record student progress through the exercises 

and problem solve as required (for both under and over 
achievement versus benchmark goals) 

• Analyze weekly progress on a per student basis and create an action 
plan for areas that need to be addressed 

• Review progress with each student at the end of each month; set 
goals for the next month 

• Collect and file samples of student work  
• Supervise and collect a writing sample from each student 
• Communicate regularly with cognitive and academic staff about 

student progress and other factors that may impact student 
engagement to ensure student success  
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Accountabilities Aspects of the Role 
Classroom 
organization 

• Operate an efficient and productive Arrowsmith cognitive classroom  
• Ensure that tracking systems and schedules are organized and up to 

date. 
• Discuss student schedules with co-teacher (where applicable) 
• Provide students with required resources for homework 
• Re-set student schedules as required throughout the year  
• Provide an organized and structured classroom through careful 

planning 
 

Supporting 
student behaviour 

• See behaviour through a cognitive lens and implement the school 
Progressive Discipline Policy 

• Manage classroom behavior to ensure an optimal working 
environment is maintained throughout the day 

• Observe and record student behavior; record and investigate any 
challenging behavior 

• Document any conflicts between students through an incident 
report as per school policy 
 

Continuous 
Improvement 

• Communicate ideas for improving organization processes with a 
positive and constructive attitude 

• Help develop a continuous improvement mindset from all 
colleagues 

• Attend professional development that supports the role of the 
cognitive teacher, including staff meetings, whole of organization 
meetings and other courses that support the strategic direction of 
the organization 
 

Implementation of 
and contribution 
to Arrowsmith 
School policies 
and procedures 

• Follow all school policies and procedures as they relate to staff and 
students including, and not limited to, Healthy and Safe School 
Policy, Progressive Discipline Policy and Arrowsmith School Conduct 
Policy 

• Communicate school policy and procedures to students as required 
• Attend and contribute to weekly staff meetings 
• Lead and contribute to various school policies and procedures 

committees throughout the year 
• Participate in year-end ceremonies and miscellaneous activities as 

they arise 
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Accountabilities Aspects of the Role 
Communication 
with parents, 
Arrowsmith School 
and Arrowsmith 
Program staff and 
the wider 
community 

• Communicate with parents, students, staff, or other professionals as 
required, within the school guidelines 

• Communicate school policy and procedures to parents  
• Organize and schedule Parent Information Nights and present at 

scheduled School Open Houses 
• Communicate progress of students regularly through informal and 

formal meetings as well as formal written Progress Report Cards 
which evaluate student progress in relation to expectations (4 
Progress Reports per year). 

• Meet with students and/or parents specifically to review assessment 
results (4 per year to coincide with reports and others as required). 

• Complete Year End Progress Report for students 
 

Contribute to the 
Admissions 
Strategy of the 
Strategic Plan (3.8) 

• Active outreach to professionals and key members of the 
community 

• Developing regular communications with parents 
• Participate in and present at parent education sessions 
• Promote school and student activities to the wider community 
• Contribute to school newsletters and other communications 
• Contribute to the improvement of student/parent satisfaction 

 
Commitment to 
the Arrowsmith 
organization and 
its vision 

• Contribute to the research and development process for an effective 
At-Home delivery method of the Arrowsmith Program  

• Contribute to the At-Home site community 
• Foster the Arrowsmith School staff community by engaging in 

professional dialogue and practice 
• Contribute to a positive work environment that promotes learning 

and focuses on transforming the lives of individuals with learning 
disabilities 

• Show commitment to the vision and mission of the Arrowsmith 
organization 

• Contribute to and support the strategic plan  
• Attend other school and organization functions as required 

 
Other tasks as required by the Director of the Arrowsmith Program 
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7. Expected Outcomes 
 

• Effective teaching of the Arrowsmith Program methodology  
• Student progress 
• Effective communication and positive relationships with Arrowsmith School staff, 

parents, and the wider community  
• Effective communication and positive relationships with Arrowsmith Program and 

Arrowsmith School staff   
• Positive contributions to the Arrowsmith School and organization team projects and 

initiatives 

 

8. Significant Internal/External 
Interactions  

 

• Arrowsmith Schools’ staff 
• Arrowsmith Program staff 
• Parents and professionals 
• Arrowsmith students 
• General public including parents, educators, and the wider community 

 

9. Arrowsmith Training Provided 
 

• Arrowsmith Program procedure and policy training 
• Microsoft Teams training 
• Open House Presentation training 
• Mindfulness training 
• Relevant professional development  
• Other training as required 
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