

		2718
Muxton Primary School							[image: ]
Post: Holiday Club Assistant PM	Grade: Scale 1
Job Description
	Job Purpose

	· To be responsible for assisting with the delivery of activities in the Holiday Clubs
· Assisting with maintaining a safe and healthy environment for children within the club on a day-to-day basis.


	Major Tasks 

	· Assisting with the delivery of the Holiday Clubs
· Assisting with the provision of appropriate play opportunities for the children
· Always operate within health and safety guidelines
· Administer First Aid as appropriate
· Undertake relevant training as and when required
· Report all incidents to appropriate staff
· Any other duties as required

	Contacts & Relationships

	· Undertake relevant training as and when required
· Attend meetings as and when necessary
· Report all incidents to appropriate agencies

	Creativity

	· Assist with the availability of appropriate play opportunities 
· Log the administration of first aid and record accidents as and when required

	Decisions

	· Refer all decisions to the Holiday club Schools Supervisor
· Assist with ensuring all clubs operate under the school’s policies and procedures

	Management & Supervision

	· No management responsibility

	Supervision Received

	· The Holiday Club School Assistant works under the Holiday club Schools Supervisor 

	Complexity

	· The post holder will demonstrate a knowledge of school policies and procedures concerning the supervision of children before and after school

	Resources

	· Any requirement for resources will be given to the Holiday Club Schools Supervisor

	Impact

	· The post holder will assist with supervising children 
· 

	Physical Demands

	· The post holder may be expected to move tables and chairs in the Holiday Club room
· Some activities will be outside


	Working Environment

	· The post holder will assist with the supervision of children within the Holiday Club room and on the outside areas

	Emotional Context 

	· The post holder will have daily contact with children and their parents

	Other

	The postholder will be expected carry out any other duties as are within the scope, spirit and purpose of the job, commensurate with the grade. 
 
The postholder will be expected to actively follow all school policies, including those such as Equal Opportunities, Human Resources, Information Security and Code of Conduct etc. 

The postholder will be expected to maintain an awareness and observation of Fire and Health & Safety Regulations.
The postholder will ensure that they promote the safeguarding and welfare of all children in line with Keeping Children Safe in Education, the Statutory Framework for the Early Years Foundation Stage and Working Together to Safeguard Children



Person Specification 
	Criteria
	Standard

	Qualifications
	· NVQ 2 in an appropriate childcare qualification (desirable)
· Designated Safeguarding Lead (desirable)

	Experience
	· Working within a school setting
· Working with Primary age children

	Knowledge
	· Child Protection
· Health and Safety
· School policies and procedures

	Skills
	· Work under an agreed system for the supervision of children within Extended Services (schools)
· Organise activities
· Liaise with staff and parents

	Personal style & behaviours
	· Approachable, creative and organised
· Professional conduct with parents

	Fluency Duty
	This post has been identified as a customer facing role and therefore the Council is required to fulfil their statutory duty under Part 7 of the Immigration Act 2016. As a public body the Council is obliged to ensure member of staff in such roles are able to have a command of spoken English which is sufficient to enable the effective performance of their role.
This post has been assessed as requiring C1 level under the Common European Framework of Reference for Language (CEFR). The Extended School Club Supervisor will be expected to communicate effectively with children, parents, and staff both verbally and in writing.
· Can understand a wide range of demanding, longer clauses, and recognize implicit meaning.
· Can express ideas fluently and spontaneously without much obvious searching for expressions.
· Can use language flexibly and effectively for social, academic and professional purposes.
· Can produce clear, well-structured, detailed text on complex subjects, showing controlled use of organizational patterns, connectors and cohesive devices.



……………………………………………………………………………………………………………
We will ensure, so far as is reasonably practicable, that no disabled applicant is placed at a substantial disadvantage.  This person specification includes what we believe are fully justifiable essential and desirable selection criteria. Provided that the selection criteria unconnected with the disability are met, we will make ALL reasonable adjustments in order that someone with a disability can undertake the duties involved.
……………………………………………………………………………………………………………
	Type of criminal records checks required for this post
	Ticked as required

	None
	

	Basic Disclosure
	

	Standard Disclosure
	

	Enhanced Disclosure
	√

	Working with Adults - Regulated Activity
	

	Working with Children  - Regulated Activity
	√



Information on types of criminal records checks is available at: 
https://www.gov.uk/disclosure-barring-service-check
Information on types of criminal records checks is available at: 
https://www.gov.uk/disclosure-barring-service-check
This job description may be reviewed after one year.

I acknowledge that I have received the job description and that consultation has been completed.

Staff Member signed: ………………………………………………………Date:………………


Headteacher signed: ……………………………………………………….Date:………………
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