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Job Description 
	[bookmark: _GoBack]School:
	Higham Primary School

	Job Title:
	Breakfast &/or Afterschool Club Supervisor

	Grade:
	KSA



	Responsible To:
	Line Manager & Headteacher



Purpose of the Job
	To work to create a safe, caring and stimulating environment for children.
To build links and work in partnership with parents, carers and professionals to promote the wellbeing of the children.



Key Duties and Responsibilities
	· Support in undertaking daily supervision of the Breakfast and/or Afterschool Club, developing and maintaining high standards throughout, to ensure the welfare of the children and, when required, supervise the safe escorting of children to ensure their wellbeing at all times.
· Work with other staff to provide meals/snacks in order to promote healthy eating.
· Maintain the Breakfast and Afterschool Club to an agreed standard of cleanliness and hygiene, before, during and at the end of each session.
· Advise the School Business Manager/Designated Safeguarding Lead of any concerns regarding children, parents or the safety of equipment, preserving confidentiality as necessary, and work within KCC Guidelines for Child Protection to ensure the wellbeing of the children.
· Ensure that high standards are maintained in the club, including how the resources (staff, premises and equipment) are used to ensure the needs of the children are met and support the school in ensuring that all records are maintained ensuring confidentiality of information.
· With the other staff in the school, ensure that children, whilst in the Breakfast and Afterschool Club, have access to appropriate activities to support their physical, emotional, social and intellectual development giving consideration to families’ ethnic, cultural and linguistic backgrounds to ensure that the School’s Equal Opportunities Policy to is adhered to.
· Check attendance registers and (for ASP) immediately contact the office if pupils are on the register but have not arrived for the session.
· Record the fridge and freezer temperatures for each session.
· Ensure food is stored and prepared safely, according to food hygiene guidelines.
· Communicate any messages from parents to staff and visa-versa.
· Notify the School Business Manager or Site Manager if anything is broken or needs checking.
· Actively maintain awareness of children’s individual needs – including any medical and special dietary requirements.
· Log and administer any first aid or incidents – relaying any information to parents and staff.
· Ensure children are treating each other, the equipment and staff with respect and consideration and children are following the school rules.
· Undertake any relevant training required for the role 

In all cases:
· To be responsible for promoting and safeguarding the welfare of children and young people within the school, and report to the headteacher any behaviour by colleagues, parents and children which raises concern.
· Report any safeguarding concerns to the Designated Safeguarding Leaders (DSLs)
· Comply with all policies and procedures including (but not limited to) those relating to child protection, health, safety and security, confidentiality and data protection, and equal opportunities, reporting all concerns to an appropriate person
· Ensure full compliance with the procedures and control measures detailed within the Breakfast and Afterschool Club risk assessment.
· To carry out additional duties that are commensurate with the grade and expectations of the role, as directed by the Headteacher, Senior Leadership Team or School Business Manager.

Footnote – This job description is provided to assist the job holder to know what his/her main duties are. It may be amended from time to time without change to the level of responsibility appropriate to the grade of the post.



Signed___________________________________________ Date _________________
Headteacher _____________________________________ Date _________________


Person Specification – Breakfast and Afterschool Club Supervisor (KSA)

	
	CRITERIA 
	Essential or Desirable

	QUALIFICATIONS
	First Aid Certificate or willingness to obtain.

Must have a basic understanding of Food Hygiene and a food hygiene certificate (or willingness to obtain)

Recent school leavers will have evidence of basic educational achievements or qualifications.

	Essential

Essential



Desirable

	EXPERIENCE



	Previous experience with working with children or young people

Knowledge and experience of policies and procedures relating to child protection, safeguarding, health, safety, security, equal opportunities and confidentiality.

Delivering activities to engage pupils and support development

Experience of basic technology

	Desirable


Desirable




Desirable 


Desirable


	SKILLS AND ABILITIES


	Ability to listen and communicate factual information politely and courteously with adults and children.
Ability to support and understand pupils needs
Ability to work as part of a team - building effective working relationships with colleagues
Ability to respond quickly and effectively to issues that arise
Ability to use own initiative and take action accordingly
Ability to take a firm but fair approach to handling behaviour issues in line with the school’s policies
Ability to maintain confidentiality at all times
Ability to follow school policies and procedures
	Essential



Essential

Essential


Essential


Essential


Essential



Essential

Essential

	KNOWLEDGE




	Knowledge of Health and Safety procedures in the Breakfast and Afterschool Club

Knowledge of Child Protection procedures in the Breakfast and Afterschool Club

Ability to recognise and deal with emergency situations.

	Desirable


Desirable


Essential






Signed___________________________________________ Date _________________
Headteacher _____________________________________ Date _________________
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