LONDON BOROUGH OF NEWHAM





JOB SPECIFICATION
Title of Job: After School Club Worker

Grade:
SCALE 3
Department: Education
Section: Schools 


JOB SPECIFICATION
PERSON REPORTS TO:
Head Teacher and Deputy Head Teacher
PERSON SUPERVISES:
No supervision
PURPOSE OF JOB:


To ensure the provision of high quality care for children at the After School Club and at the Holiday Club
EQUAL OPPORTUNITIES:

The Council has a strong commitment to achieving equality of opportunity in both services to the community and the employment of people and expects all employees to understand and promote its policies in their work.

DUTIES AND RESPONSIBILITIES

1. Through weekly meetings with the deputy head teacher, forward plan a program of activities for children aged between 4 and 11
2. To provide safe, creative and appropriate play opportunities for a range of age groups daily
3. To prepare activities, organise programmes/themes and arrange equipment to ensure that all activities are inclusive for all children
4. To ensure at all times that the club has a reasonable supply of material/equipment.  Be aware of the club’s equipment stores especially when needing to purchase items for activities
5. Day to day running of the club, participating in all aspects of setting up activities
6. Preparing snacks and clearing away at the end of the session
7. To keep a register of pupils attending the afterschool club and holiday club and informing the office staff if there are any discrepancies
8. To help develop and maintain good relationships and communication with parents/carers and all relevant parties to facilitate day to day caring needs
9. To consult with the pupils and involve them in the planning of activities
10. Ensure that activities are carried out in a safe and responsible manner in accordance with statutory responsibilities

11. To take responsible precautions and measures to ensure the safety of children at the club and comply with the responsibilities of the Health and Safety At Work Act
12. To provide a clean and safe environment for the children to play.  This may involve physically making sure that the club is kept tidy by means of sweeping or washing up.

13. Ensure that risk assessments are completed prior to commencing activities with children

14. Ensure that meals are prepared and served in accordance with the Food Standards Agency and to undertake the necessary Food Hygiene Training

15. Ensure food is balanced and healthy in accordance with recommended dietary requirements

16. To actively promote and support the safeguarding of children and young people in the workplace, ensuring that all staff and volunteers observe school policies and procedures to keep children safe from harm

17. To fully support inclusive practice and ensure that all children can be involved in the activities offered if they wish

18. To share good practice with other play workers as needed

19. To undertake continuous professional development, including short courses and qualifications relevant to the post

20. To promote the aims and objectives of the school

21. To understand and adhere to school policies, procedures and standards at all times

22. Recording accidents in the accident book

23. To ensure confidentially within the school at all times

24. To be flexible to the needs of the club in relation to working hours and weeks

25. To undertake such other duties and responsibilities of equivalent nature as may be determined from time to time by the Head Teacher
YOU ARE ADVISED TO READ THE FOLLOWING NOTE CAREFULLY

The requirements listed below are all essential to the job, so you must show how you meet all of them.  Where application form is shown as a method of assessment, you must show on the form how you fulfill the criteria, even if other methods of assessment are shown.  If you do not, you will not be shortlisted.  Rather than simply repeating your career history, look at the skills and experiences required by the job and provide evidence that you possess them, by giving specific examples.

Please read the guidance notes that accompany the application form carefully, as the decision to shortlist you for the interview will be based solely on the information you provide on your application form.

	Knowledge Requirements and Essential Qualifications

	· An awareness of initiatives in education and national curriculum

· An understanding of the role of play care and learning in the development of children

· Knowledge of the operation of children’s play
	· Knowledge of the principles of customer service
· Level 3 childcare 

· Play worker qualifications

	Experience Requirements

	· Experience of providing support services 

· Experience of administration systems
	· Experience of supporting children’s learning through play, education and sport

· Experience of effective team working

	Skills and Abilities

	· Able to work well under pressure and balance the conflicting needs of a varied workload

· High level communication skills
	· Ability to work effectively as part of a team

· Ability to establish and maintain effective working relationships at all levels

	Personal Style and Behaviour

	· Determination and drive to deliver 

· Demonstrates strong commitment to equal opportunities
	· Demonstrates a high degree of integrity
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