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JOB DESCRIPTION

	Post Title:
	Curriculum Support Assistant

	Salary:
	Grade 4
	Hours:
	36.40 per week term time only 

(Hours before/after school to be negotiated)


	Purpose
	· To create a purposeful and orderly environment in which students can complete work set by teachers.

· To assist students in the completion of work set and facilitate peer assessment and correction of the work under the direction of the Curriculum Leader.

· To respond to questions from students with regard to the set work where appropriate.

· To collect completed work after the lesson and return to the appropriate teacher. 

· To ensure that the classroom is left in good order at the end of a lesson.

· To record and report attendance at lessons in accordance with school policy. 

· To deal with any immediate problems or emergencies in accordance with school policy. 

· To assist with the display of students work when required.

· To undertake routine marking of students work using an explicit mark scheme that does not require interpretation or professional judgement, for example, multiple choice tests.

· Supporting the use of ICT in learning activities and developing students’ competence and independence in its use.
· To complete relevant paperwork and collate statistics as required.


	Supporting processes
	· Being aware of, and complying with, policies and procedures relating to child protection, health and safety and security, confidentiality and data protection, and reporting all concerns to an appropriate person.

· Being aware of and supporting difference and ensuring all students have equal access to opportunities to learn and develop.

· Contributing to the overall ethos/work/aims of the school.

· Appreciating and supporting the role of other professionals.

· Attending relevant meetings, as required.

· Participating in training and other learning activities and performance development, as required.

· Assisting with the supervision of students out of lesson times, including before and after school and at lunchtimes, as required.

· Being flexible to meet the department/students’ needs.

· Accompanying teaching staff and students on visits, trips and out of school activities, as required, and taking responsibility for a group under the supervision of the teacher and other staff.


	
General Responsibilities

	· To understand the importance of equality and diversity in the workplace and service delivery and promote equal opportunities for all.

· To uphold and promote the values and the ethos of the school.

· To implement and uphold the policies, procedures and codes of practice of the School, including relating to customer care, finance, data protection, ICT, health & safety, anti-bullying and safeguarding/child protection.

· To take a pro-active approach to health and safety, working with others in the school to minimise and mitigate potential hazards and risks, and actively contribute to the security of the school, e.g. challenging a stranger on the premises.

· To participate and engage with workplace learning, appraisal and CPD opportunities to continually improve own performance.

· To attend and participate in relevant meetings as appropriate.
· To undertake duties for student supervision at social times

· To complete first aid training and be part of the first aid rota
· To undertake any other additional duties commensurate with the grade of the post. 



	Contacts


	Senior managers, staff, students and carers at the school.



	Relationships to other posts within the department


	Line managed by: Cover Manager and Deputy Headteacher
Supervision given to:



	Experience, Education, Special Qualifications and training requirements


	See Person Specification

	Control of resources (Human, financial, material)


	As appropriate to the level of duties associated with the post.

	Health and Safety
	The person appointed must at all times work within the requirement of the Health and Safety at Work Act 1974, current Health and Safety legislation and the school’s and LEA’s policies and procedures




	Job Description Review

(This job description may be reviewed at any time, subject to the needs of the school, and amended in consultation with the post holder).
	
	Date
	Name
	Post Title

	
	Prepared
	27/03/14
	Garrie Smith
	Business Manager

	
	Reviewed
	21/06/16
	Garrie Smith/Claire Briggs
	Business Manager/Asst Headteacher

	
	Reviewed
	15/7/20
	C Briggs
	Deputy Headteacher


