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Wraparound Care Supervisory Assistant
Job Description and Person Specification

	Confirmation of post details:

	Post holder: 
	Job Title: Wraparound Care Supervisory Assistant

	Service: 
	Responsible to: 

	Primary contacts:
	Grade: NJC 2

	Location:  
	Any specific working arrangements: 



This job description is a guide to the work you will initially be required to undertake and may be reviewed from time to time to meet changing circumstances.

	Job Description:

	Purpose of role:

	The Wraparound Care Supervisory Assistant is responsible for:
· Supervising the welfare and safety of children attending wraparound care 
· Offering full and practical support in the day-to-day running of wraparound care
· Working as part of a team in liaison and cooperation with Senior School Leaders, class teachers, other wraparound care leaders, kitchen staff, parents and governors


	Roles and Responsibilities

	· To supervise children attending wraparound care in all areas of the premises/school location
· To support child’s independence by encouraging good social behaviour by encouraging children to interact with one another and engage in play and activities
· The preparation and completion of activities to suit a range of children’s needs under the guidance of their line manager 
· To prepare and maintain equipment and resources as directed by Wraparound Care Leader 
· To help prepare and provide healthy meals, drinks and refreshments for the children following food hygiene guidelines
· To carry out duties such as clearing up spillages in accordance with school procedures
· To deal with and record minor incidents/accidents and refer to qualified first aiders where appropriate
· To deal with any disagreements between children in a fair manner and adhere to the school’s Behaviour Policy 
· To report any incident with children to the appropriate person and complete incident report/alert form in line with school policies and procedures 
· To assist in ordering supplies for wraparound care
· To assist with the registration of those attending wraparound care 
· May provide clerical/admin support, e.g. photocopying, filing, keeping registers 
· To maintain standards of hygiene and cleanliness and observe all requirements of the Health and Safety Policy






	Support for the school: 

	Support for the School
· Be aware of and comply with policies and procedures relating to child protection, safeguarding, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person
· Be aware of and support differences to ensure all pupils have equal access to opportunities to learn and develop
· Contribute to the overall ethos/work/aims of the school
· Appreciate and support the role of other professionals 
· Attend relevant meetings as required
· Participate in training and other learning activities and performance development, as required
· Assist with the supervision of pupils out of lesson times as appropriate 
· Ensuring all duties and responsibilities are undertaken in line with the school’s Health and Safety Policy.

To ensure that a high level of confidentiality is maintained in all aspects of work.

A. So far as reasonably practicable, the post holder must promote safe working practices by employees and in premises/work areas for which the post holder is responsible to maintain a safe working environment for employees and service users. These are defined in the Corporate Health, Safety and Welfare policy, departmental policies and codes of practice. 
B. Work in compliance with the Codes of Conduct, Regulations and policies of the Newman Catholic Trust and its commitment to equal opportunities 
C. Ensure that output and quality of work is of a high standard and complies with current legislation/standards




This list is not exhaustive and the jobholder may be required to carry out other reasonable duties commensurate with the grade, as requested by their line manager.

This job description may change as the post or the needs of the school develop.  Such changes will be subject to consultation between the post holder and their manager and, if necessary, further job evaluation.


	Signed employer:
	

	Signed employee:
	

	Date:
	
	Date:
	























	Person Specification:

	Knowledge, Training & Experience 
	Essential
	Desirable

	Experience working with children
	· 
	

	Good numeracy/literacy skills
	· 
	

	Knowledge of relevant school policies and procedures such as safeguarding, child protection, health and safety, equal opportunities, behaviour, discipline and bullying
	· 
	

	Knowledge of food hygiene regulations
	· 
	

	Willingness to undertake training and attend courses relevant to the post as required
	· 
	

	Knowledge of cultural and religious differences, e.g. dietary requirements
	
	· 

	Skills
	
	

	Communicates according to children’s needs, such as culture, age, additional support needs
	
	· 

	Time management to ensure that all tasks are completed within strict and given timescales, such as all children attend between given start and end times, preparation of healthy meals/snacks at set times
	· 
	

	Experience planning and delivering creative play opportunities in a safe, stimulating and inclusive environment
	
	· 

	Works within and complies with school policies and procedures 
	· 
	

	Use of initiative in ensuring that club/school routines are followed, such as entry and exit of play areas and club/school premises
	· 
	

	Use of initiative in dealing with incidents that arise 
	· 
	

	Behaviours
	
	

	[bookmark: _Hlk153359580]Commitment to promoting the ethos and values of the school and getting the best outcomes for all pupils

	· 
	

	Commitment to acting with integrity, honesty, loyalty and fairness 
	· 
	

	Commitment to maintaining confidentiality 
	· 
	

	Commitment to safeguarding and equality

	· 
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