	
	
	



JOB DESCRIPTION

	Job Title:  
	Extended School Club Assistant
	Job Ref:
	

	School:
	Oldswinford CE Primary
	
	

	Reports To:
	Extended School Club Assistant
	
	Start Date: 4th September 2024

	Job Purpose: 
To assist with the provision of the extended school club out of school play care for children aged 4 -11 years in a safe and stimulating environment. 

	Departmental/Team Purpose: 

The purpose of the school is to meet the educational needs of children and young people within the local community.

	Safeguarding statement:
We take our safeguarding responsibilities very seriously, and we work hard to make sure our school has effective safeguarding systems in place. We expect everyone working in the school to share a common objective to help keep children and young people safe by contributing to: 

· providing a safe environment for children and young people to learn in; 

· identifying children and young people who are likely to suffer significant harm and taking appropriate action with the aim of making sure they are kept safe both at home and in the education setting. 




	Summary of Main Contacts.

· Extended Schools Club Manager;
· Headteacher;
· School Business Manager;
· Parents and pupils;
· Site Manager.



CONFIDENTIALITY

All matters relating to families health and personal affairs are strictly confidential and under no circumstances is such information to be divulged to any unauthorised person.  Disciplinary action including dismissal will be taken against any employee contravening this regulation.  All staff are expected to respect the requirements under the Data Protection Act 2018.
HEALTH AND SAFETY
In accordance with the provisions of the Health and Safety at Work Act 1974 take reasonable care for the health and safety of yourself and of other persons who may be affected by your acts or omissions at work; and co-operate with the Council to enable the Council to perform or comply with its duties under statutory health and safety provisions.

All employees are required to participate in the schools accident/incident reporting systems and to comply with procedures and techniques for managing risks.

	Main Tasks/Accountabilities 
	

	1. To be aware of information required to meet the individual needs of the children (including medical, allergies, first aid, SEN) and inform the manager of changes for record purposes.

	2. To deal with low level instances of unacceptable behaviour or concerns you may have about pupils.

	3. Supervise, support and assist pupils undertaking activities, ensuring that all have equal opportunity to develop their individual and team skills.

	4. To ensure adequate supervision of indoor and outdoor activities.

	5. To attend safeguarding training and other training as considered necessary by the school.

	6. To assist with the preparation of a light meal for children attending the club and clear away afterwards.

	7. To mop up spillages and accidents with the use of appropriate materials/ equipment.

	8. To be aware at all times of appropriate Health & safety procedures, including fire safety and inspection of play equipment.

	9. To maintain communication with parents and carers and present a professional and positive image of Oldswinford CE Primary School.

	10. To be aware of confidentiality issues linked to home/ pupil/ teacher/ school work and to maintain confidentiality as appropriate.

	11. To take part in occasional planning meetings and feedback to the ESC Manager.

	12. To undertake other duties as may be necessary and agreed with the ESC Manager and/ or the Headteacher.


PERSON SPECIFICATION

FOR EXTENDED SCHOOLS CLUB ASSISTANT

Please ensure that you read the person specification carefully as this will be used to assess candidates as part of the shortlist and interview process.

	Knowledge/Qualifications: 
· Good standard of general education; 

· First Aid – training can be arranged;
· NVQ level II or III – desirable but not essential;
· Food Hygiene Certificate – training can be arranged;
· Child Safeguarding – training can be arranged.

	Skills/Abilities: 
· Ability to work within a team working environment and also able to work independently;
· Confidentiality at all times;
· Good communication and organisational skills;
· Ability to promote and advertise the benefits of the club provision.

	Experience: type, level and length.

· Experience of working with children.

	Personal Qualities: 
· A caring and positive attitude;
· A sense of responsibility;
· Reliability and excellent attendance and time-keeping;
· A good sense of humour;
· Ability to work well as part of a team;
· Flexibility and use of initiative.


	Special Factors: 
The postholder may be required to attend, from time to time, training courses or other meetings to comply with the training requirements of the school.  Some of our safeguarding training modules will need to be completed online.



