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	1 Job purpose

To be responsible for the day to day running of the Breakfast Club

To supervise children at breakfast time and ensure their safety

To promote positive play.



	

	2 Principal duties and responsibilities

	1. Responsibility  for  the ordering and purchase of provisions

2. Supervising assistants, supporting volunteers and liaising with school staff

3. Ensuring that the overall arrangement for children to take breakfast promotes an orderly and pleasant service.

4. Ensure that Food Hygiene standards are complied with

5. Ensuring that the dining area is left clean and tidy

6. Ensuring acceptable standards of behaviour are maintained

7. Providing and encouraging children to eat a healthy and substantial breakfast

8. Planning and ensuring the delivery of safe, creative and appropriate play activities after breakfast.

9. To ensure that all activities are carried out within the equal opportunities framework.

10. Administering basic first aid and recording incidents in the first aid book as appropriate and provide written correspondence to the parent/carer when necessary.

11. Being aware of and working within agreed policies and practises.

12. To ensure confidentiality of information received.



	

	3 All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	

	4 This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	5 Numbers and grades of any staff supervised by the post holder:

	Click once and type details of staff supervised here

	

	6 Post holder’s immediate supervisor: Click once and type job title here

	

	Prepared by/author: Single Status Team

Date: September 2013

	Job title: Click once and type job title here

	


	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.

Signature:







Date:


Person specification
	Job title: Breakfast Club Leader
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	Areas of 

responsibility
	Requirements
	Measurement
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	Knowledge
	· Knowledge of encouraging good behaviour of young people.

· Awareness of Health & safety issues

	
	
	
	
	

	Communication
	· Ability to work as part of a team

· Ability to communicate with pupils to ensure Safety, welfare and good conduct
· Ability to communicate issues to relevant staff members
· Ability to plan and deliver safe, creative and appropriate play activities.
	
	
	
	
	

	Experience
	· Experience of being responsible for the care of children or young people. 
	
	
	
	
	

	Work to promote mutual respect and good relations
	· Must be willing to work within the City Council’s Equal Opportunities Policy
	
	
	
	
	

	Work Related Circumstances


	· Must be willing to undertake training as required

· Must ensure confidentiality in respect of pupils and information.

· Must be willing to undertake and pass a DBS check at the appropriate level.

· Willingness to comply with the City Council’s non-smoking policy.


	
	
	
	
	

	

	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence
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