Job and Profile Description
Name:
Job Title:     Breakfast and Afterschool Club Assistant
Grade :        Scale 3 Points 5-6
Responsible to:  
Liaises with:   Supervisor 
Main Purposes of the Job
The Assistant is a member of a team of practitioner responsible for the care and safety of the children in the Breakfast and Afterschool Club. They are involved in contributing to the smooth daily running of the Breakfast and Afterschool Club in line with its aims.
The  assistant and their supervisor work as a team being ‘partners’ in providing activities for the children’s health and well being in a secure environment.
The Assistant works under the direction and control of the headteacher and the senior leader in charge of Breakfast and Afterschool Club. At Grade 2 they would normally be expected to work under less direct supervision by the Supervisor and at times to use their own initiative to organise activities and tasks.
Duties and Responsibilities
1. Support for pupils
a) Provide levels of individual attention, reassurance and help as appropriate to the pupil’s needs.
b) Provide information, advice and opportunities for pupils to establish a healthy life style through their choice of breakfast.
c) Be responsible for first aid (after training) in the event of accident or injury and provide documentation as required.
d) Help the supervisor to take appropriate action to minimise health, safety and security risks, which arise during Breakfast and Afterschool Club hours.
e) Provide advice and assistance as required (depending on age and ability) to enable pupils to develop basic hygiene skills, supporting pupils in respecting their own and others’ needs relating to health and hygiene matters
f) Promptly report signs of health problems to the supervisor. 
g) Supervise children at arrival/departure and at other designated times in the Breakfast and Afterschool Club environment.
h) Recognise uncharacteristic behaviour patterns in individual and /or groups of children and report these promptly to the supervisor.
2. Support the Supervisor:
a) Help pupils to select equipment and materials relevant to the task they are undertaking and to use these safely and correctly. 
b) Serve pupils with breakfast and advise the children on healthy choices.
c) Prepare and set up the breakfast serving area considering safety and accessibility. 
d) Ensure that the area used by Breakfast and Afterschool Club is cleared up and ready for school use.
e) Update individual children’s records when new information is provided by parents/guardians, under the direction of the Supervisor.
f) Provide praise and encouragement to pupils to recognise and promote positive pupil behaviour.
g) Support behaviour management at the beginning, end and during each session. 
h) Where necessary, correct behaviour to maintain order and discipline.
i) Report uncharacteristic behaviour patterns in individual pupils and incidents of inappropriate behaviour to the senior leader and to keep a record of such behaviour.
j) Deal with general questions from parents regarding the running of the club and possible available places.
k) Ensure that information for the school office is collected, collated and passed on as promptly as possible. 
3. Support the Club 
a) Contribute effectively to team practice, identifying and sharing information on the opportunities for improvement.
b) Attend in-service training as required and meetings, including staff meetings, subject to working hours.
c) Comply with health and safety regulations.
d) Maintain confidentiality
e) Adhere to Breakfast and Afterschool Clubs procedures and policies.
4. Arrangements for appraisal of performance:
a)     participate in annual performance review 

ADDITIONAL REQUIREMENTS
1. The London Borough of Havering has a strong commitment to achieving equality of opportunity in its services to the community and the employment of people and expects all employees to understand, comply with and promote its policies in their work and to undertake any appropriate training
2. The postholder is expected to undertake any appropriate training, including recognised professional qualifications, considered necessary to fulfil the role
3. The postholder is expected to demonstrate a flexible approach in the delivery of work.  Consequently the postholder may be required to perform work not specifically identified in the job
Signed…………………………………………….       Date……………………
Signed…………………………………………….       Date……………………
 

Breakfast and Afterschool Club Assistant– Grade 2
Person Profile
	Skills and Abilities
	Essential
	Desirable
	Assessed by

	Ability to communicate and interact effectively with children
	
	 
	Interview

	Ability to recognise and identify problems and take appropriate actions.
	
	 
	Application

	Ability to work in an organised manner to prepare food.
	 
	     
	 Application & interview

	Ability to deal with pupils’ physical and emotional needs as well as provide individual support as appropriate.
	
	 
	Application & interview

	Knowledge
	 
	 
	 

	Hygiene requirements around serving food (with required training if needed)
	
	 
	Application & interview

	Group dynamics and how to apply them
	
	 
	Application & interview

	Schools’ Health and Safety, confidentiality and equal opportunities policies.
	
	 
	Application & interview

	Awareness of child development and the range of behaviours expected at different ages and stages of development
	
	 
	Application & interview

	Health and Safety at Work Act 1974 
	
	 
	Interview

	The importance of adults as role models and the importance of this.
	
	 
	Interview

	How to support a child whilst encouraging independence.
	
	 
	Application and interview

	Strategies suitable for Behaviour Management
	
	 
	Application & interview

	The legal implications and restrictions covering the recording of personal information, including the Data Protection Act, Children Act and the statementing process
	 
	
	Interview

	The behaviour patterns that might indicate problems, such as child abuse, substance abuse or bullying
	 
	
	Application & interview

	Qualifications and Experience
	 
	 
	 

	Either, at least two years experience of comparable work in a similar setting and N/SVQ Level 2 in Teaching/Classroom Assistance (or equivalent qualification) and have been assessed to be competent to progress to Grade 2
	
	 
	Application


