[image: ]After School Club Assistant


  


	Job Title:
	After School Club Assistant

	Location:
	Shortstown

	Reports to:
	Wrap Around Care Manager

	Direct reports:
	None



HEART Academies Trust is a family of academies, at the heart of the community, improving life chances for all through challenge and support. We strive to transform educational outcomes of students from a young age by providing exciting, new and different opportunities for learning and applied learning. Our overwhelming belief is that every child can be successful, both personally and academically, with early and effective help from staff that know and value them as an individual. HEART Academies Trust aims to bring about a substantial increase in the educational attainment, expectations and aspirations of all in the whole community. Shackleton is part of HEART Academies Trust and this role of 1 to 1 Learning Support Assistant will be based at the school.

Specific Responsibilities
· Ensuring the room is clean and tidy before and after the session.
· Collecting the children from their classrooms at 3.25pm. 
· Register children accurately, ensuring a booking has been made.
· Providing supper and ensuring that hygiene, health and safety standards are met.
· Ensure that the food provided adheres to our food policy
· Encourage healthy eating with the children attending.
· Storing food safely in line with hygiene guidance
· Administering first aid when necessary. Reporting any incidents via the first aid book and Assess net as required.
· Updating parents to any concerns which may have occurred in school, during hand over.
· Undertaking appropriate and relevant training.
· Monitoring and maintaining a healthy, safe and secure working environment – logging any concerns on ‘Every’.
· Supervising the children at After School Club, and seeing that they are released to parents or nominated personnel safely at the end of the session.
· Setting up activities for the children to be engaged with. Following a recommended activity timetable.
· Engage with the children through activities. 
· Adhering to the school policies, including the behaviour policy
· Reporting safeguarding concerns using CPOMS.
· Informing the Wrap around care manager of any concerns, via email. 
· Contacting parents as required and recording conversations on Bromcom or CPOMs.
· Provide accurate attendance records to the school office daily.
· Do a full clean of all spaces, including toilets before leaving at the end of the session. 





Common Roles of All Trust Members:

Leadership: Vision and Values

· Assist in translating the vision of the Trust and Academy into agreed objectives and operational plans relevant for your role.
· To ensure equal opportunities for all.
· To be committed to safeguarding and to promoting the welfare of all young people. Work with the Headteacher to develop an ‘open culture’ in discussing abuse and safeguarding.
· Assist the Headteacher to develop a culture and environment in which young people thrive and to drive innovation.
· To drive up educational standards, promote life-long learning and continually improve outcomes for all.
· Contribute to an ethos in the Academy where well-being and respect are at the heart of the Academy and each student is valued and nurtured to develop personally and educationally.


Leading and Managing Others and Self

· Develop and maintain a culture of high expectations for self and others.
· Regularly review own practice, set personal targets and take responsibility for own development.
· Actively engage in the performance review process.
· Work within the Trust’s health and safety policy to ensure a safe working environment for staff, students and visitors.
· Maintain high professional standards of attendance, punctuality, appearance, conduct and positive, courteous relations with students, parents and colleagues.
· Adhere to Trust and Academy policies and procedures.

Partnerships and Communication

Support the Trust in:

· Creating strong links and collaborative ways of working with Trust schools and external stakeholders, including the wider community and neighbouring schools, ensuring that the Trust schools are at the heart of the community.
· Fostering and enhancing strong and continually developing links to support and develop curriculum opportunities.
· Support colleagues working with other public and voluntary sector agencies, clubs and societies in the local community to develop extended services to enable the wider community to access knowledge, skills and learning opportunities.
· Supporting and developing public service, international and social enterprise activities.
















Person Specification

	Attributes
	Essential
	Desirable

	Qualifications
&
Training
	· G.C.S.E. (or equivalent) Maths and English
· Proven literacy and numeracy skills
· Basic appreciation of Health & Safety risks in a school environment
· Ability to communicate well
· Willing to undertake training in Food Hygiene
· Willing to undertake training in First Aid
· Willing so undertake an Enhanced DBS

	· Food Hygiene certificate
· First Aid certificate


	Experience

	· Previous experience of working with children/pupils

	· Previous experience of working in a after school club
· Previous experience of working with children with specific needs


	Attendance
&
Reliability
	· Has a good level of attendance and punctuality
	

	Professional Knowledge
&
Skills

	· Acts professionally at all times.
· Treats all individuals fairly and with respect
	· Is aware of legislation and policy concerning discrimination, diversity and inclusion.

	Personal Qualities
&
Attributes
	· Deals promptly, courteously and effectively with pupils, parents and colleagues.
· Treats all pupils/parents/colleagues with sensitivity, dignity and respect.
· Gives pupils/parents/colleagues a positive impression of self and the school.
· Communicates clearly and effectively with pupils and colleagues, orally and/or in writing.
· Responds positively to feedback.
· Responds positively to change/potential change.
· Is prepared to change work practices when needed and work flexibly.
· Acts on performance feedback.
· Technical/professional knowledge and skills maintained at an appropriate level.
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