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Job Description: Wraparound Care (Breakfast and After School) Assistant
	Base:
	Bishop Chavasse C of E Primary School

	Salary:
	Min £15,997 Max £17,534 (Full Time Equivalent)

	Responsible to:
	Headteacher/Assistant Headteacher


Purpose of the Job:

To work under the direction of Senior Leadership Team to encourage and develop safe, purposeful and creative experience during Breakfast and After School Clubs. Ensuring the conduct, welfare, safety, physical and mental wellbeing of pupils and maintenance of good order and discipline.
Key Duties and Responsibilities:
1. Provide assistance in the high quality childcare experience for pupils in the period outside of educational time (7.30 – 8.45 am / 3.15 – 6.00 pm ) 
2. Assist with all operations including the planning and delivery of timetabled activities, and health and safety of the Wraparound care to the highest standards, ensuring that the best possible environment and care are provided for the pupils. 
3. Comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person. 
4. To be professional and a good role model to the children and other staff members at all times.

5. Assisting in the changeover/handover times between school starting/finishing and Start of Day/Afterschool Club starting.
6. Ordering and maintaining of catering, play equipment and resources in conjunction with members of the Senior Leadership Team.
7. Provision of healthy breakfast / Snacks in accordance with the Governments ‘Healthy Schools Guidelines’, to ensure positive and practical development in table etiquette.
8. Completion of accurate records of attendances and any incidents occurring during the sessions. 
9. Administering First Aid as necessary and within the remit of the School Policy on First Aid/Medication. 
10. Tidying up and cleaning of all equipment and rooms used once all children have left the provision.
11. Be willing to attend occasional ‘out of working hours’ requests to enable participation in training, staff meetings etc.
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 post.

Person Specification: Wraparound Care (Breakfast and After School) 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

	· Food Hygiene Qualification (or willing to undertake)

· Working towards / Achievement of NVQ 2 in Childcare
· Good standard of Education (Min GCSE Passes)

· Relevant First Aid Qualification (or willing to undertake)

	EXPERIENCE


	· Previous experience of working with children
· Handling food safely

	SKILLS AND ABILITIES


	· Ability to from and maintain appropriate relationships with children and young people

· Ability to work effectively and supportively as a member of the school team.

· Able to deal calmly, tactfully and effectively to a wide range of people.
· Ability to communicate effectively and in a courteous manner, 

· Standard keyboard skills, literacy and numeracy skills.

· Computer literacy – ability to produce a range of accurate documents and standardised reports using Windows WP package and basic spreadsheet and database functions.
· Ability to work in an organised and methodical manner and maintain accurate records.

	KNOWLEDGE


	· Knowledge of Child Protection procedures within an extended care or educational setting
· Demonstrate a basic understanding of the work of a school

· Knowledge and Understanding of the Governments’ ‘Healthy Schools Guidelines’

· Awareness of Data Protection and confidentiality issues.
· Have an awareness of and work within national legislation and procedures relating to Health and Safety.



Accepted ……………………………………………………………………….    Date…………………………………………..
