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	Job Title
	Breakfast and After School Club Assistant

	[bookmark: _GoBack]Grade and SCP
	Grade 5, points 5 & 6


	Working weeks
	Term Time Only

	Accountable to:
	Breakfast & After School Club Leader



Main purpose 
To assist the after school leader in the smooth running of Coleham Primary School’s wraparound care  to ensure the high quality provision of a healthy snack and varied activities for pupils to enjoy, in a safe relaxed and calm environment in the school setting.

Duties and responsibilities
1. To assist with children’s play opportunities and activities in a safe and secure environment, with regard to the individual needs of children.

2. Meet and greet children/families noting any information given is passed on to the club leader. 

3. Support activities and games to interest and stimulate the children ensuring there is a good balance between free choice of play and directed play when necessary. 

4. Set a positive role model for children. 

5. Establish good relationships with children interacting positively with children, encouraging cooperation and mutual support, monitor children’s wellbeing and provide help and support to children. 

6. Ensure there is a good standard of behaviour in line with the school’s behaviour policy. 

7. To help prepare and serve healthy refreshments to children.

8. To assist with any day to day administration, record keeping, ordering and purchasing of equipment, supplies and resources.

9. To assist with any administrative duties in relation to bookings, registration and payments that may be required.

10. To help set up and clear away at the beginning and end of each session and carry out any necessary cleaning, liaising with the Caretaker.

11. Ensure the safe handover of children to parents/carers at the end of the day.

12. Inform parents of children’s success and any minor concerns. 

13. To be aware of and implement health and safety procedures, in relation to equipment used, activities undertaken and preparation of food on the premises.

14. Take shared responsibility for health and safety, first aid, accident prevention and the smooth running of emergency procedures for both children and other members of staff.
  
15. Report any key issues to the Club Leader or appropriate person.

16. Any other duties deemed necessary to assist in the safe and efficient running of Coleham Wraparound Care.


Other Responsibilities
· Comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Be aware of and comply with all school policies and procedures 
· Be aware of and support difference and ensure equal opportunities for all
· Contribute to the overall ethos and aims of the School and Trust
· Appreciate and support the role of other professionals
· Attend and participate in relevant meetings, training and learning activities as required 

The postholder may be required to carry out any other duties that the Headteacher feels is commensurate with the post.  Whilst every effort is made to explain the main duties and responsibilities of the post each individual task undertaken may not be identified.

This job description is subject to review by the Headteacher in negotiation with the post holder at any time. However, an annual review of this job description and allocation of responsibilities will take place as part of agreed performance management arrangements.















Person Specification
	CRITERIA
	QUALITIES


	Qualifications 
and experience
	Essential: 
· Experience of supporting children in a work or home setting
Desirable:
· Experience of working with children for at least two years
· Level 2 or 3 Certificate in Supporting Teaching and Learning in Schools, Level 3 Diploma in Childcare and Education, or other relevant qualification in nursery work or childcareExperience of working with primary school age children.
· First Aid

	Skills and knowledge
	Essential:
· Ability to build effective working relationships with children and parents
· Skills and expertise in understanding the needs of all children
· Excellent verbal communication skills 
· Active listening skills 
· Ability to deal with behavior issues
· Sufficiently fluent in spoken English to ensure effective performance in the role

	Personal qualities
	Essential:
· Enjoyment of working with children
· Initiative to motivate and engage children with enjoyable activities
· Sensitivity and understanding, to help build good relationships with pupils
· Commitment to maintaining confidentiality at all times
· Commitment to safeguarding pupil’s wellbeing and equality
Desirable
· Creative or sporty with skills/hobbies that can be utilised

	Special Conditions
			
	THE FOLLOWING MUST BE INCLUDED IN ALL PERSON SPECIFICATIONS
· Willingness to undertake an enhanced Disclosure and Barring Service (DBS) check
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