Job Description

	Position Title
	Out of School Assistant

	Employer
	Chulmleigh Academy Trust

	Main Location
	Chulmleigh Primary School

	Reporting to
	Head of School

	Position Number(s)
	 717 – Pupil Contact C

	Grade
	C

	Effective date of JD
	Oct 2019
	JE Job Number
	717


Job Purpose including main duties and responsibilities: 

This document outlines the duties required for the time being of this post entitled Out of School Assistant to indicate the level of responsibility. It is not a comprehensive or exclusive list and duties may be varied from time to time which do not change the general character of the job or the level of responsibility entailed.
Main duties and responsibilities

1. To set up a programme of activities suitable to the age range of the children 

2. To ensure that there is a safe environment for children and adults, that equipment is safe, standards of hygiene are high, safety procedures are implemented at all times

3. To advise the Head of School of any concerns e.g. over children, parents or the safety of equipment

4. To keep confidential any information regarding the children, their families or other staff which is learned as part of the job

5. To adhere to the Trust’s policies and procedures.

6. To record accidents in the accident book

7. To ensure the children are collected by a person known to the school

Essential Criteria
· Experience within the last 5 years of working with children aged 4 – 11 years.

· Current first aid certificate or willingness to attend a first aid course within 6 months

· Commitment to equal opportunities

· Commitment to young children and families

· Friendly, flexible approach

· Willingness to learn and attend courses as required 

LOCATION

The post holder may be required to work at any school which is currently within or in the future joins the Chulmleigh Academy Trust chain of academies, either on a temporary or permanent basis according to the operational needs of the Trust.

Signed: ……………………………………………………..  Postholder

Signed: ……………………………………………………..  Line Manager

Dated:  ……………………………………………………..

