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	POST TITLE: After School Club Assistant

	OVERALL PURPOSE OF THE POST

	To complement the smooth running of arrangements during after-school club, with the responsibility of supervising the children whilst providing them the upmost care and wellbeing. Regular communication with the teaching staff, encouraging cooperation and liaising with parents and/or carers. Monitoring well-being, ensuring good behaviour and assigning appropriate activities. Representing model confidentiality within the workplace and ensuring the safeguarding of the pupils.  

	MAIN DUTIES AND RESPONSIBILITIES

	Support for the Pupils
· Assist in preparing after-school club facilities and activities to ensure quality standards agreed are met. 
· Supervise children in collecting food, being seated, clearing away crockery, moving to activities, in activity area and/or playground as appropriate. 
· Help to organise reading, play, art activities and homework support. 
· Establish good relationships with the pupils, encouraging cooperation and monitoring children’s wellbeing. Providing help and support to the pupils. 
· Encourage good behaviour by using praise and reward and actioning poor behaviour in line with the school policy. 
· Ensure the health and safety of the pupils – maintaining a register of the children attending, control access to other parts of the school, ensuring children understand action to be taken in case of a fire or emergency. Must have a good understanding of the health and safety policy in order to put it into practise. 
· Take pride in providing enjoyable activities for the pupils. 
· Considers the needs of pupils when making decisions relating to the after-school club. 

Support for the Academy
· Be aware of, and comply with, policies and procedures in relation to Child Protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person in accordance with the policy.
· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop.
· Attend and participate in relevant meetings as required.
· To provide appropriate guidance and supervision and assist in the training and development of staff as appropriate.
· There may be an occasional requirement to attend work outside of the normal working day for which appropriate payment would be made.
General duties and responsibilities
· Appropriate knowledge of First Aid will be required, for which training will be provided.
· To appropriately maintain the confidentiality of the working environment 
· Contribute to and promote the overall values of the school.
· Support and maintain a positive working environment between colleagues.
· To deliver and undertake training as required.
· To be familiar and comply with all relevant Health and Safety, Management of Risk, Operational, Personal, Data Protection and Financial Regulations policies and procedures.
· To ensure duties and responsibilities are carried out in a safe manner and safe working practices are adopted, in accordance with the Health and Safety at Work Act, 1974.
· To understand and comply with procedures for the emergency evacuation of the school.

	 

	All ACET staff are expected to:
· Appropriately maintain the confidentiality of the working environment;
· Promote and support the aims, ethos and vision of the academy/trust;
· To comply with all ACET policies and procedures;
· To comply with all statutory guidance as relevant for their role, including the Health and Safety at Work Act 1974;
· Work in a flexible manner, undertaking any reasonable duties commensurate with the salary and grade of the post.
· Work in other ACET academies, as required (with travel payment if appropriate).

The purpose of this job profile is to provide an overview of the duties and responsibilities involved in this role, however it is not intended to be exhaustive. In consultation with the post holder, this profile may be reviewed and could be subject to change during the course of employment.



ACET is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
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