LE CLUB FRANÇAIS / EL CLUB ESPANOL
TITLE:                   
       
Part-time French and Spanish Club Assistant

WORK LOCATION:        
Primary schools, nurseries and community halls 

REPORTING TO:

Le Club Français Principal
DUTIES:  

· To use Le Club Français methodology to teach the French or Spanish language and culture and to ensure this is fun and enjoyable.     

· To thoroughly prepare for every club in accordance with the guidelines provided in the course plans before teaching commences.

· Check all required equipment is operational before each club session commences.

· Prepare all photocopies required and keep a record of photocopies made at each location and submit to the Principal on a regular basis.
· Be aware of the location of Fire Exits, fire extinguishers and emergency and first aid procedures at the Club location

· Collect fees as required and forward to the organiser. We ask parents to forward fees direct to us however on occasion they do not. We will provide pre-paid envelopes.
· Keep attendance registers and submit a copy after 2 weeks of term and then again at the end of term so that we can check all children who attend have paid their fees.
· Dress in an appropriate manner for teaching young children fun educational activities. No jeans, revealing tops or trainers.
· To become aware and comply with hosts rules and ethos of conduct and apply.

· Attend meetings and training sessions as required by the Local Organiser.

· Communicate with the parents in a positive manner before and after clubs.
· To ensure that all progress reports, letters and invoices to parents are distributed in a timely fashion. We usually post re-enrolment letter but there may be occasions when we will ask you to distribute letters to each child at the end of the club.
· Send a termly activity sheet and summary reporting progress in the Club. 
· At the end of each summer term, submit progress reports for each child attending the club.
· To arrive at least 10 minutes before the club is due to commence.

· To ensure that each child is handed over to their nominated parent/guardian before leaving the premises.

· Conduct an ‘OPEN DOOR’ policy so that all children can be on view at any time.

· Do not be isolated with a child.

· Advise the Club Organiser and Head teacher (if applicable) of difficulties that may arise e.g. disruptive children or of any unusual behaviour or injuries. The organiser must be advised on the same day.
RELATIONSHIPS:
In addition to the relationship with Principal, school staff and parents, the teacher will also need to relate to and motivate children.
