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Swing Gate Infant School and Nursery – After School Club Assistant / Supervisor
Description 
[bookmark: _GoBack]Grade: H3 £26,769.00 FTE
Working hours Part time 3pm - 6pm (4 days per week)

Main purpose
To support the effective day-to-day running of the school’s After School Club by providing a safe, happy, active and stimulating environment for pupils.
To plan and organise a range of age-appropriate activities, prepare and provide snacks, and supervise and direct members of the After School Club team to ensure that children are actively engaged, well cared for and supported to develop socially and emotionally.
To promote and uphold the school’s values of Happy, Active and Inspired, and ensure that children understand and follow the school expectations of Be Kind, Be Safe, Be Respectful and Be Ready.
Key responsibilities
1. To organise and support the day-to-day running of the After School Club, ensuring that appropriate levels of supervision are maintained at all times.
2. To plan, prepare and deliver a range of engaging, age-appropriate activities which promote children's interests, creativity, physical development, social skills and independence.
3. To supervise and direct members of the After School Club team, allocating duties and ensuring staff understand their responsibilities.
4. To provide guidance and support to staff to ensure they are actively engaging with children and contributing positively to the provision.
5. To communicate key information to members of the After School Club team, ensuring that they are aware of relevant school information, initiatives, policies and procedures.
6. To promote positive behaviour and ensure that the school's expectations of Be Kind, Be Safe, Be Respectful and Be Ready are consistently reinforced.
7. To promote the school's values of Happy, Active and Inspired through positive relationships, activities and interactions with pupils.
8. To monitor the health, safety, welfare, good conduct and safeguarding of pupils during the After School Club.
9. To act as a point of contact for members of the After School Club team where behaviour, safeguarding, welfare or other concerns need to be escalated.
10. To report and record accidents, incidents, behaviour concerns and safeguarding matters in accordance with school policies and procedures.
11. To prepare, serve and supervise snacks for pupils, ensuring that appropriate food hygiene, health and safety procedures are followed and encouraging healthy choices.
12. To ensure that appropriate arrangements are in place for the safe collection and handover of pupils in accordance with school procedures.
13. To support pupils' social and emotional well-being, developing positive relationships and encouraging children to participate, cooperate and resolve difficulties appropriately.
14. To liaise with school colleagues regarding individual pupil needs, including pupils with special educational needs and disabilities (SEND), and to ensure appropriate support is provided.
15. To ensure that activities and resources are accessible and inclusive and that all pupils have equal opportunities to participate.
16. To monitor toys, games, sports equipment and other resources, reporting damage, shortages or safety concerns as appropriate.
17. To ensure activity areas, equipment and dining/snack areas are left clean, safe and ready for use.
18. To support the induction of new members of the After School Club team and demonstrate appropriate procedures and expectations.
19. To attend relevant meetings and participate in training and professional development as required.
20. To maintain appropriate records relating to the After School Club, including registers, accident records and other documentation as required.
After School Club staff in this role may also undertake some or all of the following:
1. To organise and lead team meetings or briefings as required.
2. To select, prepare and organise equipment and resources for activities.
3. To develop and introduce new activities and initiatives to enhance the After School Club provision.
4. To support pupils with additional needs, including SEND, in accordance with individual requirements and school procedures.
5. To support pupils with eating, personal care and hygiene needs where appropriate, whilst promoting independence.
6. To support the work and development of other members of the After School Club team.
7. To provide appropriate first aid or seek first aid assistance in accordance with school procedures and training.
8. To deal appropriately with spillages, accidents and other incidents within the club environment.
9. To monitor and manage stock and supplies relating to snacks, activities and resources.
10. To contribute to the evaluation and development of the After School Club provision, providing feedback to the appropriate member of the school leadership team.
11. To communicate appropriately with parents/carers at collection times, referring any concerns or matters requiring further discussion to the appropriate member of school staff.
The post holder will support the school by:
· Being aware of and complying with policies and procedures relating to safeguarding, child protection, health and safety, security, confidentiality, data protection, behaviour and food hygiene, and reporting all concerns to the appropriate person.
· Promoting the welfare and safety of children and maintaining appropriate professional boundaries at all times.
· Being aware of and supporting difference and ensuring all pupils have equal access to opportunities to participate, learn and develop.
· Contributing to the overall ethos, work and aims of the school.
· Promoting the school's values of Happy, Active and Inspired.
· Promoting and modelling the school's expectations of Be Kind, Be Safe, Be Respectful and Be Ready.
· Appreciating and supporting the role of other professionals.
· Working collaboratively with teachers, support staff, senior leaders and other colleagues to meet the needs of pupils.
· Attending relevant meetings as required.
· Participating in training and other learning activities and performance development as required.
· Undertaking any other reasonable duties from time to time as may be directed by the Headteacher or appropriate senior member of staff.
Knowledge, Skills & Abilities
· Requires knowledge and understanding of the needs of children and young people and the ability to provide appropriate care, supervision and activities.
· Requires knowledge and compliance with policies and procedures relevant to child protection, safeguarding and health and safety.
· Understanding of positive behaviour management and strategies for promoting positive relationships with children.
· Understanding of the importance of providing an inclusive environment where all children are able to participate.
· Knowledge of the school's ethos, vision and values and the ability to promote these consistently.
· Ability to plan and organise a range of engaging activities appropriate to the age, needs and interests of pupils.
· Ability to supervise and direct other members of staff and allocate duties appropriately.
· Communicates effectively with pupils and adults, adapting communication and approach according to individual needs and circumstances.
· Demonstrates active listening skills and sensitivity when responding to pupils and colleagues.
· Ability to monitor children's behaviour, welfare and engagement and identify when concerns need to be escalated.
· Ability to work effectively as part of a team and contribute positively to the wider school community.
· Good organisational and planning skills.
· Ability to remain calm and respond appropriately to unexpected or challenging situations.
· Ability to prepare and provide snacks whilst following appropriate food hygiene, health and safety and allergy procedures.
Supervision
· The jobholder will usually be managed by a member of the school's senior management team or other designated member of the school's leadership/management team.
· The post holder will have responsibility for the day-to-day direction and supervision of members of the After School Club team.
· The post holder will allocate duties and communicate expectations to members of the team to ensure effective supervision and engagement of pupils.
· The post holder will be expected to use initiative in responding to day-to-day issues within the After School Club and will refer significant safeguarding, welfare, behaviour or operational concerns to the appropriate senior member of staff.
· The post holder may demonstrate their own duties and relevant procedures to new or less experienced members of staff as part of their induction.
Physical Effort
· Combination of standing, sitting and walking.
· Requirement for standing and walking for extended periods and working in a variety of positions when supporting children's activities and play.
· May involve outdoor working in a range of weather conditions.
· May involve moving and setting up equipment and resources used for activities.
· May involve supporting pupils following accidents or incidents in accordance with appropriate training and procedures.
Working Environment
· Regular exposure to noise associated with working with groups of children.
· May involve working outdoors and in a range of weather conditions.
· May involve dealing with challenging behaviour and occasional verbal abuse.
· May involve cleaning spillages and dealing with bodily fluids following accidents or illness, in accordance with school procedures and appropriate protective measures.
· May involve supporting pupils with personal care or toileting needs where required and appropriate.
Safeguarding and Safer Recruitment
Swing Gate Infant and Nursery School is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.
This post is classed as having a high degree of contact with children and is therefore exempt from the Rehabilitation of Offenders Act 1974.
The successful candidate will be required to undertake an Enhanced Disclosure and Barring Service (DBS) check, including a check of the children's barred list where applicable to the duties of the post, as part of the school's pre-employment and safer recruitment checks.
The school's safer recruitment procedures will include verification of identity, right to work in the UK, appropriate references, employment history and investigation of any gaps in employment. Qualifications and other relevant checks will be undertaken where appropriate to the role.
Where applicable, the school may undertake an online search of shortlisted candidates as part of its safer recruitment process. Candidates will be informed of this as part of the recruitment process.
The successful candidate will be expected to undertake relevant safeguarding and child protection training and to comply with all school safeguarding and child protection policies and procedures.
Review of the Role
This role will be reviewed annually as part of the PMD process.
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.
The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.

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 Hertfordshire County Council’s pre-employment checks.  Please note that additional information referring to the Disclosure and barring Service is in the guidance notes to the application form.  If you are invited to an interview you will receive more information.
 This role will be reviewed annually as part of the PMD process.
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.       





Reception 2019 starters current nursery class (letter 2)

[image: C:\Users\lstambach\Downloads\Effective practice- logo Nov 23.png][image: ]Headteacher: Colette Marshall

image1.jpg
SWING GATE

Infant School & Nursery




image2.png
P e




image3.JPG
Let the learuing adventure begin!

Swing Gate Lane, Berkhamsted, Hertfordshire HP4 2LJ
01442 863913  admin@swinggate.herts.sch.uk  www.swinggate.herts.sch.uk




