JOB DESCRIPTION

Budget/Establishment/Unit:

Defence Children Services - DCS
Branch/Department:


Attenborough School
Location:



Paderborn - Sennelager
Post Title:



Class Learning Support Assistant (LSA)
Grade:




LSA 2/2Q  
Responsible to:


Assistant Headteacher via the Class Teacher 
Vetting Requirement:


Cat 3 + Enhanced D&BS clearance
For regular employment with Germany Central.
1. GENERAL
The post incumbent supports and assists the teaching team and school with the educational and pastoral needs of pupils.  

2. MAIN DUTIES

a. Assist, with the Class Teacher (and other professionals, as appropriate), in the effective delivery of selected programmes of study.
b. Assist children with learning.

c. In conjunction with the Class Teacher and/or other professionals develop and use systems for recording children’s progress.

d. Participate in the evaluation of the learning programme.

e. Provide regular feedback about children to the teaching team.
f. Perform all administrative / clerical duties related to their field of activity.
g. Assist other members of staff in the completion of their tasks as directed.
h. In addition, the postholder is required to undertake the following:

(1) Contribute to the provision of a school and classroom environment that is stimulating and reflects and promotes pupils’ learning, which includes:

·  Displaying children’s outcomes,
·  Collecting, arranging and storing of learning resources,

·  Preparing / collecting / retrieving / maintaining materials as required,

whereby the Teachers will make professional decisions in determining what material is displayed in communal areas and in their classroom.

(2) Attend to pupils’ welfare needs and protect their health and safety, which includes:
·  Attending to pupils involved in minor accidents or incidents,

·  Attending to pupils’ hygiene and health requirements,

·  Protecting pupils from harm,

·  Reporting incidents or matters of possible concern,
and involves playground duties and lunchtime supervision on a rota.

(3) Work with small groups of pupils and prepare and organise resources under the direction of the Class Teacher, which includes:

·  Preparing, issuing and maintaining lesson resource equipment and materials,

·  Photocopying of lesson resource materials,
·  Supporting small groups of pupils with tasks set by the Teacher,

·  Helping pupils to remain ‘on task.’
(4) Is sensitive to the needs of children.

(5) Is aware of relevant school policies and procedures.

(6) Attend relevant in-service training.

(7) Maintain good relations with all members of staff.

(8) Is punctual.

(9) Observes our colleague code of conduct.

(10) Is responsible, together with peer colleagues, for the tidiness and upkeep of the staffroom and general environments around the school.
(11) Awareness of confidential issues linked to home / pupil / Teacher / schoolwork and is to keep confidences appropriately.

(12) Adheres to the School’s Safety, Health, Environmental and Fire Policy and in doing so has a high regard for the Health and Safety of himself/herself and others, particularly children. Familiarises himself/herself with reference to Risk Assessment.

(13) The postholder is personally responsible for equal opportunities awareness and ensures that they are aware of and carries out the provisions contained in the MoD Equal Opportunities policy.

(14) Familiarise himself/herself with all school procedures, and other items recorded electronically on the school shared area on an ‘as required’ basis. 

i. Perform all administrative / clerical duties related to their field of activity.
j. Assist other members of staff in the completion of their tasks as directed. 

3. OTHER DUTIES

a. On request of the employer, postholders must attend courses which are suitable to improve their professional skills.
b. Is required to deputise for other personnel during their absence as directed by the employer.
c. Carry out any other reasonable duties, which are within the scope of the employer’s right of directive.

4. DRIVING OF DUTY VEHICLES

Is not required to drive duty vehicles. 
5. OVERTIME/WORK ON SUNDAYS AND/OR PUBLIC HOLIDAYS

a. Must work overtime on request of the employer.

b. Must perform work on any day of the week and Public Holidays on request of the employer during term time.

c. This post is a term time only position and as such the taking of Leave/Holiday is not encouraged during term time except in exceptional circumstances.

6. SHIFT WORK/ROTATING SHIFT WORK

Regular shift work or rotating shift work is not a feature of the employment.

7. ON-CALL DUTIES

On call duties are not a feature of the employment. 

8. MEDICAL

A medical examination is not a prerequisite for this employment. However, employees must undergo medical examinations in accordance with Health and Safety at Work provisions or other relevant provisions as necessary.

9. REQUIRED PROFESSIONAL QUALIFICATIONS/EXPERIENCE

a.  Essential:
· Level 2 literacy and numeracy

· Sufficient knowledge of the English language (verbal and written)

· Knowledge and understanding of the role of Teaching Assistant.
Other competences:
· Ability to use own initiative

· Ability to work well as a team member

· Good communication and interpersonal skills

· Ability to motivate pupils

· Ability to form and maintain appropriate relationships and personal boundaries with children

· Emotional resilience in working with challenging behaviours and attitudes to use of authority and maintaining discipline

· Motivation to work with children.
b. Desirable

· Further study or extended training relevant to the post applied for, e.g. NVQ etc.

· Experience of working with children in an educational setting
· Knowledge and understanding of the KS1/2 curriculum.
10. HEALTH AND SAFETY AT WORK

Postholders are obliged to take care of their own safety and health at their place of work within their ability and in accordance with the instructions and orders of the employer. Furthermore, they are also obliged to take care of the safety and health of persons, who are affected by their actions or omissions at work. Within the frame of these rules they are especially required to use machinery, equipment, tools, working substances, working materials, transport aids and any other working aids as well as protective equipment and the issued personal protective equipment in accordance with the requirements. They must report any direct and considerable danger to health and safety as well as failures of the safety systems to the employer or the relevant supervisor without any undue delay.

11. TRAVEL EXPENSES 

Post incumbents are not entitled to payments for kilometres driven to and from place of work to residence. If they are required to perform their duties outside the employment agency they will be entitled to travel claims in accordance with the current regulations.

12. ORGANISATION CHART
The post holder’s position in the organisation is shown below but may change due to reorganisation or a redeployment and addition to staff.
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|
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