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JOB DESCRIPTION AND PERSON SPECIFICATION

	
Job Title:     Breakfast Club Assistant

	
Grade:      B (point 3)


	
Job Family:     Organisational Support

	


	
Overall Purpose of Job:

As a Breakfast Club Assistant, you will attend to pupils’ personal needs and provide general support in supervising and managing pupils at the Breakfast Club. You will carry out duties which include caring and playing with groups of children, as well as providing a light breakfast. Enthusiasm and commitment is a key factor in this role to provide a relaxed family feel breakfast environment. 


	
Main Responsibilities:


	1. You will greet children on arrival at club, provide and supervise play.
2. You will prepare food as required, as per menu of the day.
3. You will follow risk assessment guidelines.
4. You will follow food hygiene guidelines.
5. You will supervise pupils and ensure their safety.
6. You will report any pupil problems or behavioural difficulties in accordance with the academy policy and work at all times within safeguarding guidelines.
7. You will deal with incidents in accordance with agreed breakfast club policy strategies, encourage pupils to take responsibility for their own behaviour. 
8. You will liaise with parents.
9. You will assist younger children to cut up food.
10. You will check pupils arrive at their classrooms safely into the care of their teacher.
11. You will report all accidents in accordance with the academy policy and procedures and complete the appropriate form for the parent/carer.
12. You will ensure that any person on the premises is authorised to be there.
13. You will ensure that all health and safety instructions are followed at all times.
14. You will report any faults in equipment and resources in accordance with the academy policy and procedures.

General

15. You will be aware of and comply with policies and procedures relating to child protection, inclusion, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person without delay.
16. You will participate in training and other learning activities and performance development as required.
17. You will ensure you carry out your role in a way that demands high standards whilst supporting inclusion and welcoming diverse thinking.
18. You will ensure strict confidentiality in all areas of work.
19. You will work and process personal and sensitive information in accordance with the Data Protection Act 2018 and the UK General Data Protection Regulations (UK GDPR).
20. You will ensure work is conducted in a way that protects the safety and security of information (e.g., strong passwords, reporting breaches, securing paper records, securely disposing of records).
21. You will understand and comply with the statutory guidance regarding safeguarding of children, always ensuring the safeguarding and promotion of children’s welfare, reporting any concerns to the Designated Safeguarding Officer at once. 
22. You will always comply with the Trust’s policies and procedures.
23. You will undertake other reasonable duties (with competence and experience) as requested, in accordance with the changing needs of the organisation.



	
KNOWLEDGE, SKILLS AND EXPERIENCE

	
Essential
· 	Knowledge of healthy eating (A/I)
· 	Childcare supervision (A/I)
· 	Relevant knowledge of first aid (A/C)
· 	Caring / taking charge of groups of children (A/I)
· 	Physically able to participate in play and active-based learning (A/I)
· 	Accurate record keeping where applicable (A/I)
· 	Ability to work on own initiative and as part of a team (A/I/R)
· 	Confidentiality must be respected at all times (A/I/R)
· 	To be a positive role model and show a caring and understanding approach to children (A/I)
· 	Able to maintain a safe, calm and happy ethos (A/I)
· A commitment to abide by and promote the Academy’s Equal Opportunities, Health and Safety and Child Protection Policies (A/I)
· 	A professional responsibility to promote and safeguard the welfare of children and young people (A/I)

Desirable
· 	Food Hygiene in Early Years Setting	 (A/C)
· 	First Aid in Early Years (A/C)
· 	NVQ Level 2 Childcare qualification (A/C)

Key: C – Certificate; A – Application Form; I – Interview; R - Reference


	
BEHAVIOURS

· Proactive
· Organised
· Team Player
· Flexible
· Clear communicator
· Reliable 
· Trustworthy


	
CONTACTS AND RELATIONSHIPS

Managers - in daily contact with senior leaders/Principal within the academy

Support Staff – in regular contact with support staff who are involved in cleaning, catering, site supervision and health and safety.

External – in regular contact with parents/carers.




Note:

This job description is provided for guidance only and does not form part of the contract of employment.

The post holder will be subject to an enhanced DBS check with barred list.


Last updated: 04.01.2022 
image1.jpeg
) DELTA /
Academies Trust




