Our Lady’s Catholic Primary School
Job Description

	POSITION:
	AFTER SCHOOL CLUB ASSISTANT 

	REPORTS TO:
	HEADTEACHER

	LINE MANAGES:
	-

	GRADE:
	GRADE 4

	HOURS: 
	15:10-18:10

	CONTRACT TYPE:
	PERMANENT TERM-TIME ONLY


KEY PURPOSE OF THE JOB

To assist in the day-to-day operation of the Bosco After-School Club.

PRINCIPAL ACCOUNTABILITIES

1.
To respond to the individual needs of children.

2.
To establish stable and consistent relationships with individual children and their homecarers/families.

3.
To be part of the After School Club team, providing a responsive, nurturing, stimulating and inclusive environment for children aged 4-11 years attending the Club.

4.
To work within the context of the school community, and in partnership with homecarers/families and professionals.

5.
To work as part of the school team to ensure that the rights of children and adults are respected and promoted.

MAIN ACTIVITIES

1.
To assist the After School Club in providing a caring and stimulating environment for children aged 4-11 years by planning and preparing a varied programme of activities appropriate to the needs, desires and abilities of the children attending the Club.

2.
To consult with children in order to identify their needs and to enable them to make informed choices.

3.
To ensure a friendly and supportive atmosphere is maintained by using appropriate strategies to support children in managing their own behaviour.

4.
To keep the welfare and protection of the child as a paramount commitment and bring to the attention of the Safeguarding Team when any matters of concern.

5.
To liaise sensitively with parents on matters concerning their children and maintain confidentiality.

6.
To participate in team meetings and contribute to planning and reviewing the play setting.

7.
To adhere to policies, procedures and good working practices under the direction of the SLT.
8.
To assist in managing the day-to-day administration of the After School Club, including monitoring forms, registration forms, daily register and other administration tasks as appropriate. 

9.
To help to promote the Club within the school.

10.
To make sure that the health and safety needs of the children are met and to report any health and safety issues or any other issues regarding children’s welfare to the School Business Manager. To record accidents and health and safety issues appropriately. To follow correct procedures for risk assessment, administering medicine and application of first aid. 

11.
To ensure that materials and equipment are kept in a clean, safe condition and that the areas of the school used by the Club are kept clean and tidy at the end of each session.

12.
To be willing to attend appropriate training sessions.

13
To carry out any other duties as may reasonably be required by the Headteacher
KEY SCHOOL POLICY LINKS

The Postholder will contribute to the school’s policy objectives by:

· Supporting the Catholic Ethos of the School

· Enacting all Health and Safety requirements and initiatives  

· Being aware of the School’s Child Protection policy and alert to signs that a child may be at risk

· Ensuring compliance with Data Protection legislation

· At all times operating within the school’s Equal Opportunities framework

· At all times maintaining professional confidentiality about the children

· Being committed to and contributing to the improvement of standards for pupils as appropriate

· Contributing to the maintenance of a caring and stimulating environment for pupils

CONDITIONS OF SERVICE

Governed by the National Agreement Pay and Conditions, supplemented by local conditions as agreed by the Academy Committee. 

