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JOB DESCRIPTION AND PERSON SPECIFICATION

TITLE OF JOB
:
PLAY ASSISTANT WITH FOOD PREPARATION ROLE
LOCATION
:
Garden Fields JMI School
GRADE
:
H1 
1. JOB OUTLINE

1 a) REASON JOB EXISTS

To supervise children in breakfast and/or afterschool care. 

To plan and create a range of activities for school aged children.
1 b) DUTIES
· To help to plan and set up the afternoon programme and to help tidy away both during and at the end of the session

· To support groups of children under the guidance of the Hub management team
· To support children’s play, offering an appropriate level of support and stimulating children’s sense of curiosity and imagination

· To ensure that children are kept safe and behave appropriately 

· Maintain appropriate boundaries and understand when to follow child protection procedures

· To work in partnership with parents/carers

· Supervise and provide support for pupils, including those with identified special educational needs

· To advise the management team of any concerns, e.g. health and well-being of children, parents or the safety of equipment, preserving confidentiality as necessary

· To attend training courses as required and to take responsibility for personal development

· To keep completely confidential any information regarding the children, their families or other staff, which is acquired as part of the job

· To work with the Hub management team to ensure that adequate records are kept and updated regularly

· To comply with the requirements of the General Data Protection Regulation

· To promote the setting to current parents and potential customers
1 c) EQUALITIES

Be aware of and support difference and ensure that pupils have equality of access to opportunities to learn and develop.
1 d) HEALTH AND SAFETY

Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection; and report all concerns to an appropriate person.

1 e) CRIMINAL RECORDS BUREAU 

This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974.  An enhanced disclosure will be sought through the DBS as part of our pre-employment checks.  Please note that additional information referring to the Criminal records Bureau is in the guidance notes to the application form.  If you are invited to an interview you will receive more information.

1 f) ADDITIONAL INFORMATION
The jobholder is required to contribute to and support the overall aims and ethos of the school.

All staff are required to participate in training and other learning activities, and in performance appraisal and development, as required by the school's policies and practice.

The duties and responsibilities listed above describe the post as it is at present.  The post holder is expected to accept any reasonable alterations that may from time to time be necessary.













2. ORGANISATION CHART
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                  Sports Assistants
                   6th Former Play Assistants
3. SUPERVISION
The jobholder is managed by the Hub Manager and Deputy Hub manager.  The frequency of meetings is determined by the school's performance appraisal policies and practice.
4. JOB CONTEXT
The job is one of a set of play assistant jobs whose evaluated pay grade is determined by the level of responsibilities.   
The set of job descriptions allows some employees to grow into the next job description provided: 
a) the school has sufficient work of the right level that would justify the next job description, and

b) the jobholder has gained sufficient knowledge and skills, either through qualification or through experience, to fulfil the duties of the next job description.

5. CONTACTS

The jobholder works directly with teachers and pupils and has routine and regular contact with parents and carers and with external agencies.
6. KNOWLEDGE, EXPERIENCE AND TRAINING

· Experience of working with children of the relevant age

· Numeracy and literacy skills equivalent to NVQ Level 2 or GCSE Grade C in English and Maths

· Understanding of how play enhances children’s learning and mental wellbeing
· Ability to work with a minimum of supervision and within a team

7. PHYSICAL EFFORT

To what extent does the job involve physical effort/strain over and above what would normally be incurred in a day-to-day office environment?
The job involves playing and supervising children which requires a lot of movement, crouching down and carrying equipment.  
8. WORKING ENVIRONMENT

To what extent is the job exposed to objectionable, uncomfortable or noxious conditions over and above what would normally be experienced in a day-to-day office environment.

· The job may include clearing up blood or other bodily fluids of children after accident or sudden illness
· Some children may present with challenging behaviour
This job description is not an exhaustive list of duties and the post holder will be required to undertake any other reasonable duties discussed and directed by the line manager. The post holder is also expected to be flexible and adaptable in their approach to fulfilling their duties.
PERSON SPECIFICATION
1. ESSENTIAL
· Enjoy working with children

· Ability to stimulate children’s play, creativity and imagination
· Independent, proactive and self-motivated

· Ability to work as part of a team but also take instruction 

· Willingness to learn and undertake further training

· Ability to prepare simple, uncooked food
· Good communication skills
· To communicate and work effectively with parents/carers
· A commitment to safeguarding children
· A commitment to equal opportunities

· A friendly and flexible approach at work which facilitates the development of effective relationships

2. DESIRABLE
· Previous experience of working with young children
· An understanding of play-based approaches to children’s learning    

· Knowledge of Safeguarding Procedures

· Knowledge of first aid

· Knowledge of food hygiene

This post is exempt from the Rehabilitation of Offenders Act (1974) and does require an enhanced Disclosure and Barring Service Check. Applicants must be prepared to disclose any convictions they may have and any orders which have been made against them.


Please tick to confirm this questionnaire has been agreed by the department and any job holder(s)
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