JOB DESCRIPTION - Breakfast Club Lead

Title of Post: Breakfast Club Lead
Salary Scale: Band 2 (Point 8) — Pro Rata
Hours: 10 hours per week 7:30pm — 9:00am plus 2.5 hours planning and preparation

Purpose of Job:
e To be responsible for the development and daily supervision of the Breakfast club providing a safe,
caring and stimulating environment for children.
e To work in partnership with parents and carers, and to promote the wellbeing of the children.
e Todevelop, implement and review the policies, procedures and practices within the Breakfast club in
line with the agreed principles of the Breakfast club ethos.

Exercise of Particular Duties

¢ To maintain the safety, welfare and good conduct of the pupils during Breakfast club.

Duties

General

Undertake the daily supervision of the Breakfast club, developing and maintaining high standards
throughout to ensure the welfare of the children at all times.

Ensure children have access to appropriate activities to support their physical, emotional, social and
intellectual development giving consideration to families” ethnic, cultural and linguistic backgrounds,
ensuring that the school’s Equal Opportunities Policy is adhered to.

Maintain the Breakfast club to an agreed standard of cleanliness and hygiene, before, during and at the
end of each session, and be responsible for all Health and Safety matters in the Breakfast club to ensure
the safety and wellbeing of all those who use and work in the Club.

To supervise the safe escorting of children to ensure their wellbeing at all times.

Take a key role in suitably equipping the Breakfast club in order to provide a stimulating environment
for the children and implement policies and procedures within the Breakfast club.

Ensure that high standards are maintained with regards to how the club runs and showing how the
resources (staff, premises, equipment) are used to ensure the needs of the children are met.
Administer, monitor and evaluate the number of places being used in order to maintain sustainability
and the efficient running of the club. Maintain up to date records of resources. Ensure accurate
financial records are adhered to and income and expenditure is kept within budget.

Ensure confidentiality is adhered to at all times.

To deal with any immediate problems or emergencies arising according to the school’s policies and
procedures.

To report back to the appropriate member of staff using the school’s agreed referral procedures on the
behaviour of pupils during the Breakfast club, or any other issues that may be relevant.

To promote and reinforce school policies, practices and procedures, including an understanding of
child protection and health and safety responsibilities.

The post holder will be expected to act as an adult role model and support school policies when
dealing with pupils, parents, carers, visitors and all members of the school community.



e To attend relevant training and meetings as required.

e  To respect confidentiality at all times.

e  To participate in the performance and development review process, taking personal responsibility for
identification of learning, development and training opportunities in discussion with line manager.

¢  Tounderstand and apply school policies in relation to health, safety, welfare and

behaviour of pupils.

¢  To comply with individual responsibilities, in accordance with the role, for health & safety in the
workplace

e  Ensure that all duties and services provided are in accordance with the School’s Equal Opportunities
Policy

e  The GLC Board is committed to safeguarding and promoting the welfare of children and young people
and expects all staff and volunteers to share in this commitment.

e  The duties above are neither exclusive nor exhaustive and the postholder may be required by the Line
Manager to carry out appropriate duties within the context of the job, skills and grade.

Other Activities

To carry out any other duties reasonably requested by the Line Manager.

The duties may be varied to meet changed circumstances in a manner compatible with the post held, at the
reasonable direction of the Line Manager.

This job description does not form part of the contract of employment. It describes the way in which the teacher
is expected and required to perform and complete the particular duties as set out above.



