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CUMNOR HOUSE SCHOOL SUSSEX

COMBINED JOB DESCRIPTION: 1) CLASS ASSISTANT (Pre-Prep)

Duties:
· To provide classroom assistance to teachers and Joint Heads of Nursery

· To provide welfare care for pupils

· To provide general support for teaching staff

Teaching support:

· To support individuals with learning activities, such as the Read, Write, Inc. scheme, under the direction of the class teacher

· To support appropriately, under the guidance of the class teacher, the learning experiences of pupils with special needs

· To support pupils, under the guidance of the class teacher in meeting educational targets and challenges

· To work with the class teacher as part of a team, taking all opportunities offered to increase knowledge and understanding of the curriculum

· To ensure liaison with class teacher is sufficient to provide adequate understanding to support pupils effectively

Classroom support:

· To assist the teacher in maintaining specialist areas, e.g. art, cooking etc.

· To assist the teacher in preparing and assembling routine materials and equipment for use in class and clearing away afterwards

· To assist the teacher in preparing material for walls and other displays

· To assist the teachers in keeping pupils’ work filed and maintained

· To assist the teacher in keeping classroom, books, apparatus and stock clean, tidy and in good condition

Supervision of pupils:

· To assist with general classroom supervision

· To help supervise pupils in the playground

· To serve lunch and monitor behaviour at lunchtime

· To join groups of pupils on off-site activities and educational visits

· To adhere to the school’s behaviour policy, following set procedures when dealing with pupils who behave inappropriately

· To care for sick pupils and deal with minor injuries, recording in accident book as necessary

· To assist with the escorting of pupils to Sister or Surgery

· To help young pupils with dressing and/or personal hygiene as necessary

· To support and assist pupils with emotional and physical difficulties

· To keep informed of relevant medical conditions and dietary needs of pupils 

· To participate in school-based training designed to support helping children with specific needs

General:
· To operate the photocopier and other basic office equipment associated with classroom activities

· To observe school policy on equal opportunities

· To observe school policy on health and safety

· To observe school policy on confidentiality and discretion at all times

· To undertake other such duties appropriate to the grade and character of work as may reasonably be required within Cumnor House School

· To attend school before term starts and after term finishes, making necessary preparations and attending inset days, as required by the Head of Pre-Prep and the Headmaster.

COMBINED JOB DESCRIPTION 2) NURSERY ASSISTANT 

Pupil support:

· To support pupils, under the guidance of the Head of Pre-Prep, in meeting educational targets and challenges

· To work as part of the Nursery team, taking all opportunities offered to increase knowledge and understanding of the curriculum

· To communicate with the Joint Heads of Nursery and Head of Pre-Prep, ensuring effective support for pupils

Classroom support:

· To assist in maintaining different areas, e.g. art, games etc.

· To assist in preparing and assembling routine materials and equipment for use in the Nursery and clearing away afterwards

· To assist in preparing material for walls and other displays

· To assist in keeping the Nursery, books, apparatus and stock clean, tidy and in good condition

Supervision of pupils:

· To assist with general classroom supervision

· To help supervise pupils in the playground and around the school

· To serve lunch and monitor behaviour at lunchtime

· To join groups of pupils on off-site activities and educational visits

· To adhere to the school’s behaviour policy, following set procedures when dealing with pupils who behave inappropriately

· To care for sick pupils and deal with minor injuries

· To assist with the escorting of pupils to Surgery

· To help young pupils with dressing and/or personal hygiene as necessary

· To support and assist pupils with emotional and physical difficulties

· To keep informed of relevant medical conditions and dietary needs of pupils 

General:

· To operate the photocopier and other basic office equipment associated with classroom activities

· To undertake other such duties appropriate to the grade and character of work as may reasonably be required within Cumnor House School

· To attend school before term starts and after term finishes, making necessary preparations and attending inset days, as required by the Head of Pre-Prep and the Joint Heads of Nursery.
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