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Birchwood

Job Description:   Catering Lead and Classroom Support Assistant           
	School:
	Birchwood 

	Grade:
	Kent Range 4 

	Responsible to:
	Line Manager 


Purpose of the Job:
1. To ensure that breakfast, break and lunch drinks and food items are prepared and available on time for pupils. 

2. To support pupils to make better than expected progress and achieve academic and pastoral targets.

3. To act as the first point of contact on arrival at school and carry out the morning arrival routines.

Specific Duties and Responsibilities

· To order food and catering supplies online and keep stock at the correct levels and safely stored.

· To prepare and serve food and drinks at appropriate times in the day.  To clear the kitchen area and all associated utensils used for serving and preparing food, ensuring that food hygiene regulations are followed.
· To drive forward the healthy eating message to all stakeholders including preparing information for the school newsletter and other mailings to parent.
· To work and plan collaboratively with all Teaching staff to support teaching and learning.
· To be involved with driving up standards in Teaching and Learning, provide general and specific assistance to pupils and staff under the direction, guidance and direct supervision of the classroom teacher or SLT.
· To support the teacher in behaviour management and keeping pupils on task by following the behaviour policy and recording information in Classcharts.
· Support pupils in social and emotional well-being reporting to the teacher or SLT as appropriate
· Plan, with teacher support, for units of work within the curriculum specifications and deliver to small groups of pupils during timetabled lessons.
· Internally assess work completed in timetabled lessons with teacher support ready for internal and external quality assurance procedures.
· To carry out interventions, record outcomes and impact for individuals and groups of pupils.
· To act as Cover Supervisor when required to ensure continuity of teaching for pupils at Birchwood.
· Prepare the learning environment including photocopying, filing and the display and presentation of pupil work and contribute to maintaining a safe environment. 
· Carry out the morning routines as pupils arrive on site including checking uniform is correct and pupils have stored their belongings in the lockers.

General duties and responsibilities:

· Use effective strategies to promote positive behaviour.

· To assist with the supervision of pupil(s) out of lesson time, as necessary.

· Undertake additional duties in response to fluctuating demands and in response to the needs of the wider school community e.g. 

· Support for pupils who have exam access arrangements (including acting as invigilator, scribe, reader etc. for internal/external exams).

· Pupil mentoring

· Attendance on academic placement and school trips

· Actively promote all aspects of the school’s SEN provision in a positive way

· Provide a positive role-model in terms of timekeeping, dress code and work ethos

· Support the maintenance management of health and safety in accordance with the health and safety policy.

· Contribute to the promotion and effective implementation of the school’s SEN, Equality and Diversity Policies. 

· Comply to any reasonable request from a manager to undertake work of a similar level that is not specified in this job description

· Employees are expected to be courteous to colleagues and students and to provide a welcoming environment to visitors and telephone callers.

Person Specification:  Catering Lead and Classroom Support Assistant           
The following outlines the criteria for this post.   Applicants who have a disability and who meet the criteria will be shortlisted.   

Applicants should describe in their application how they meet these criteria.

	
	CRITERIA 

	QUALIFICATIONS

	English & Maths to GCSE Grade C or equivalent
Food Hygiene Certificate

Catering or Food Technology GCSE or equivalent



	EXPERIENCE


	Successful relevant experience of working with challenging young people.
Catering experience.

	SKILLS AND ABILITIES


	Ability to relate well to children and adults, understanding their needs and being able to respond accordingly.

Good influencing skills to encourage pupils to interact with others and be socially responsible.

Excellent communication, listening and observation skills

Ability to deal with difficult/sensitive situations.

Ability to manage confidential information.

Organisational abilities and accurate record keeping skills.

Good inter-personal skills.

High level written communication skills – including report writing.

	KNOWLEDGE


	Have good working knowledge of relevant policies and procedures relating to Safeguarding, health and safety, GDPR, equal opportunities and confidentiality.

Sound knowledge and understanding of child development.

Knowledge of barriers to learning.

Demonstrate an understanding of confidentiality and safeguarding issues in a school setting.


Footnote:
This job description is provided to assist the post holder to know their principle duties.  It may be amended from time to time in consultation with you without change to the level of responsibility appropriate to the grading of the post.


