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Job description:
Breakfast and After school club assistant
Salary: Kent Range 3 (£10 per hour) increasing in April 2023
Hours: 6 hours per week (After school) 7.5 hours (Breakfast)
Contract type: Part time, term time only
Reporting to: Extended Schools Manager
Main purpose 
To support the Extended Schools Manager in the day-to-day running of the extended provision to ensure the safety and wellbeing of pupils in your care. This will involve working in a team, engaging with children’s activities and ensuring that you follow the required Safeguarding procedures.
Duties and responsibilities 
After School activities

· Deliver age-appropriate activities and experiences to support pupils’ development

· Supervise pupils during activities to ensure that they are safe, happy and feel a sense of belonging
· Monitor pupils that aren’t engaging in play and feedback any concerns to the Extended Schools Manager 

· Observe pupils in their environment to ensure they are safe
· Record details of incidents in line with the school’s reporting procedures 

· Feedback concerns relating to pupils’ health and safety to a senior member of staff
· Offer support with setting up and putting away all equipment safely 

Breakfast Club
To prepare, cook and serve Breakfast to children. All preparation and handling of food to carried out to strict Food Hygiene conditions.  

Rotation and monitoring of food stocks

To greet and engage with children in serving Breakfast

To be able to meet changes to requirements and think on your feet

To ensure food allergies and intolerances are respected for all children

To complete service and leave kitchen ready for the kitchen team to start their day
Safeguarding 

· Follow the school’s Safeguarding procedure at all times to keep children safe.

· Carry out the required training and professional development as and when required for your role.

· Read and follow the setting’s policies and guidelines, including the Staff Code of conduct
Behaviour
· Report any incidents of unwanted behaviour to the relevant staff member, in line with the school’s behaviour policy

· Take necessary action to minimise disruption and harm to pupils, in line with the school’s behaviour policy
· Follow any directions from the Extended Schools Manager on supporting specific pupils with challenging behaviour 

· Support pupils with their independence and self-esteem when carrying out activities 

Working with others

· Support other extended school staff by working as a team.
Please note: this is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the postholder will carry out. The postholder may be required to do other duties appropriate to the level of the role.
St. Stephen’s Junior School is committed to creating a diverse workforce. We’ll consider all qualified applicants for employment without regard to sex, race, religion, belief, sexual orientation, gender reassignment, pregnancy, maternity, age, disability, marriage or civil partnership. 

Person specification

	criteria
	qualities

	Qualifications 
and training
	· First aid training (or willingness to complete it if applicable)
· Previous safeguarding training desirable but not essential as training will be provided
· Maths and English (GCSE Grade 5 or equivalent)

· Level 2 childcare qualification

	Experience
	· Working/volunteering with children 

· Carrying out activities to engage pupils and support development 

	Skills and knowledge
	· Ability to respond quickly and effectively to issues that arise

· Ability to use own initiative and take action accordingly 

· Effective communication with adults and children 

· Ability to build effective working relationships with colleagues 

	Personal qualities
	· Commitment to supporting and understanding pupil needs 

· Commitment to upholding and promoting the ethos and values of the school

· Commitment to maintaining appropriate confidentiality at all times

· Commitment to safeguarding, equality, diversity and inclusion


This job description may be amended at any time in consultation with the postholder. 
Notes:

St. Stephens Junior School is committed to safeguarding and promoting the welfare of children. As such we make rigorous checks on all new staff appointed to our school to ensure our vetting process protects and keeps our children safe. Our policy on the employment of Ex-offenders is attached.
If you don’t have all of the experience listed above but are interested in applying, contact Jayne Dowkes, School Manager – admin@ststephensjuniorschool.co.uk
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