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Job Description
Job Title: Learning Assistant
Grade 3 Early Years
Full time (job share considered)


This appointment is with the Holy Cross Catholic MAC under the terms of the Catholic Education Service contract signed with the Holy Cross Catholic MAC as employers. The Governors will appoint a person who can show by example and from experience that they support the Catholic ethos of the school. The appointment is subject to the current conditions of service for Teachers other than Headteachers contained in the School Teachers' Pay and Conditions document and other current education and employment legislation.

Achieving together in faith


Mission Statement
“Learn and Grow as God’s Holy People, in an outstanding learning environment”

St Thomas More is a Catholic Primary School. We place our children at the heart of all we do, inspired by the love, life and teachings of Jesus and the Roman Catholic Church.
We believe that parents are the first and foremost educators of their children and that we are called to support them in their God given task. Each child in our school is valued and encouraged to achieve human wholeness - spiritually, morally, emotionally and academically in a happy, secure Catholic Christian environment.
We will always do our best to provide the best possible education for every child.

1) Job purpose
1.1 Under the direction and control of the classroom teacher or designated supervisor, to support the classroom teacher with their responsibility for the development and education process by providing care and supervision to children and young people, including those who have special physical, emotional and educational needs. This will include the personal care of the pupils if needed.

2) Main duties and responsibilities
2.1 Supervise and support the teaching activities of individuals or groups of children and young people to ensure their safety and facilitate in their physical development.
2.2 Use appropriate skills to undertake those activities necessary to meet the physical and emotional needs of individuals and groups of children or young people, including those pupils with special educational, physical or emotional needs.
2.3 Monitor individual pupils’ progress, achievements, problems, condition and development needs reporting to the responsible teacher as appropriate.
2.4 Use appropriate skills when actively engaged in pre-determines educational activities and work programmes to encourage the intellectual and social development of pupils.
2.5 Assist the teacher in the development and implementation of Individual Education / Behaviour Plans and Personal Care Programmes for individuals and groups of children.
2.6 Assist the teacher with the planning of learning activities in the classroom, preparing or modifying work for individuals or groups of pupils as directed.
2.7 Use strategies in liaison with the teacher, to support pupils to achieve learning goals.
2.8 Establish constructive relationships with pupils providing feedback to them in relation to progress and achievement as directed.
2.9 Prepare and maintain equipment and teaching resources for lessons and activities including the control of stock within the classroom.
2.10 Undertake supervision and discipline of pupils within the procedures of the school providing detailed and regular feedback as appropriate.

2.11 Promote pupil independence in learning, social and mobility skills, reinforcing the pupils’ self-esteem through praise and encouragement, setting challenging and demanding expectations and promoting self-esteem and independence.
2.12 Ensure that pupils are able to use equipment and materials provided safely.
2.13 Provide support for local and national learning strategies.
2.14 Assist with the implementation of programmes designed by other professionals such as educational psychologists and speech and language therapists.[image: A drawing of a cross with a flame
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2.15 Assist the teacher in liaising with other professional staff and reporting information to / from.
2.16 parents and carers, contributing to meetings to discuss children’s progress as appropriate.
2.17 Assist the teacher with the administration of baseline tests.
2.18 Support the use of ICT in learning activities and develop pupils’ computer literacy and independence in the use of technology.
2.19 Prepare the classroom as directed before and after lessons, including the preparation of visual aids and the display and presentation of pupils’ work.
2.20 Provide support to the classroom teacher by undertaking photocopying, filing, recording and collecting monies as directed.
2.21 Be aware of and comply with all school policies but most notably those that relate to:
· Safeguarding and child protection;
· Health and safety;
· Security;
· Confidentiality;
· Data protection
2.22 Report any concerns in relation to the policies outlined in 2.21 to the appropriate person.
2.23 Support and contribute to the school’s Catholic ethos.
2.24 Assist with the supervision of pupils outside of lesson times as appropriate.
2.25 Assist with group activities within and away from the classroom or school such as PE and educational visits.
2.26 Participate in personal and professional development activities to meet the changing demands of the job and encourage and support other staff members in their development and training.[image: A drawing of a cross with a flame
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2.27 Attend and participate in relevant meetings as required.
2.28 Assist the teacher in supporting volunteer helpers or students in the classroom.
2.29 Any other reasonable request of the class teacher, headteacher or leadership team.

3) General points
3.1 All duties and responsibilities must be carried out with due regard to the school’s health and safety policy.

3.2 Post holders will be accountable for carrying out all duties and responsibilities with due regard to the school’s equalities policy.
3.3 Duties which include processing of any personal data must be undertaken within the corporate data protection guidelines.
3.4 There is no requirement for a learning assistant to attend work outside the contractual hours of work for the post. Any attendance of a learning assistant at an activity which is outside the contractual hours of working will be subject to prior mutual agreement between the learning assistant and the headteacher (or a teacher acting on the headteacher’s behalf). This will include the basis upon which attendance will be undertaken (e.g. time off in lieu or paid time at the appropriate rate). If an individual attends an out of school activity in a purely voluntary capacity such an arrangement will be dealt with as an entirely separate matter to this employment 
    


"Duties which include processing of any personal data, must be undertaken within the corporate Data Protection Guidelines (Data Protection Act 1998)"

All staff are accountable for promoting and safeguarding the safety and welfare of children. 
Accountable for:	Children in Class group
Accountable to:	Class Teacher, Head teacher
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St. Thomas More
Catholic Primary School

Part of Holy Cross Catholic MAC

St Thomas More Catholic Primary School
120 Knoll Drive, Stivichall, Coventry, CV3 5DE

Headteacher: Mrs Clare Staines
Tel: 02476 849910 Email: STM-Admin@hccmac.co.uk
Web: www.STM.hccmac.co.uk
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