
Breakfast Club Supervisory Assistant  
Scale One
Job Description
	Job Purpose

	· To prepare breakfast for the children, serving the children breakfast, clean down after breakfast and ensure the children attend their classroom on time for school to start. 
· To supervise the children who attend the breakfast club.

	Major Tasks 

	· Undertake daily supervision of breakfast club and the children who attend it and ensure their safety in line with school policy
· Prepare breakfast for the children i.e. toast, cereal, fruit, and are responsible for ordering produce for breakfast
· To serve breakfast and drinks to the children.
· Ensure and maintain standards of cleanliness and hygiene before, during and at the end of each session
· To work with and support other staff members in order to provide a stimulating environment for the children and implement policies and procedures applicable to breakfast club
· Maintain an accurate register of the children who attend and report any fluctuations on numbers to the line manager in order to maintain the club.
· To administer first aid as required.

	Contacts & Relationships

	· Line Manager - to take instruction to enable the full range of duties of the post, inform the line manager to reorder produce, reporting health and safety matters and incidents that may need to be addressed with by the class teacher 
· Class teachers – Liaising with the teachers to pass on any specific requirements or issues that child has
· Parents – when receiving the children to discuss any relevant requirements

	Safeguarding

	· To promote children’s welfare and consider at all times what is in the best interests of the child. 
· Have regard for the need to safeguard pupils’ wellbeing, in accordance with statutory provisions.

	Decisions

	· The postholder will make decisions in line with set procedure or protocol in relation to the duties of their post from ordering produce to child safety.
· Non routine decisions to be taken by the relevant line manager

	Management & Supervision

	· The postholder will have no supervisory responsibility.

	Supervision Received

	· The postholder will be managed by and refer all relevant service delivery issues to the Line Manager.

	Complexity

	The postholder will complete a range of routine work with some variation in line with the needs of the role.

	Resources

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


	Impact

	To provide high quality supervision of pupils during breakfast to ensure pupils’ safety and wellbeing.

	Physical Demands

	The level of physical demands would be that expected of a typical classroom based job, such as carrying equipment and setting up for and tidying up after breakfast. There may be the occasional demand for more than this. However, this would not be a typical or significant part of the job.

	Working Environment

	· This post works in an environmental equivalent to working in an office in terms of heat, ventilation and lighting when carrying out supervision indoors. There will be regular exposure to conditions such as would be found outside when supervising children outdoors.

	Emotional Context 

	The emotional strain or distress this role is expected to face would be limited however there may be times when the post has contact with information that may be upsetting. However, this would be incidental and it would not be a formal part of the job to deal with this information.

	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 Telford & Wrekin Council 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.






Person Specification 
	Criteria
	Standard

	Qualifications
	· Food Hygiene Qualification (level 2) (Desirable but training will be given)
· Training on First Aid programmes would be an advantage or a willingness to undertake such training as necessary.

	Experience
	· Experience of working with children 
· Experience of co-ordinating a range of tasks and individuals

	Knowledge
	· Knowledge of Food Hygiene Standards, Child Protect and Health and Safety Policies and Procedures (Desirable but training will be given)
· Knowledge of using general electrical equipment such as a toaster, dishwasher (desirable but training will be given)

	Skills
	· The ability to work in an organised manner with good communication and organisation skills
· The ability to be sympathetic to the individual needs of the children whilst supporting school policy
· The ability to implement any changes that may be introduced from time to time and support new staff induction
· The ability to work independently but also be a good team player when the need arises.

	Personal style & behaviours
	· Develop good relationships with others by behaving with integrity, treating people with respect and leading by example.
· Can be calm and flexible and empathetic to the children’s needs
· Demonstrates a professional approach which generates credibility and confidence.
· 

	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. 
· The role will have to interact with the children and give them basic instructions. They are required to make themselves understood and understand what the children are telling them. They are required to record first aid incidents so must be able to produce a clear, detailed text.




……………………………………………………………………………………………………………
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 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
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