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Job Profile

	Post Title
	Grade

	Extended School Support 
	Grade 3


Responsible for:
Working as part of the team running before school club (The PMS Hub).
School Purpose and Values

To provide outstanding education in which all learners achieve and develop the skills they need to be able to succeed in a global society.  To provide a caring, safe, inclusive environment and stimulating, personalised learning experiences.  To embrace new technologies, encourage sustainable, healthy lifestyles and foster confidence, self-esteem, independence and respect.

Purpose and values of department 

To provide caring and stimulating extended school care where children are happy and confident and experience a high standard of education.

Statement of Purpose

To work under the direct instruction of senior staff, in an extended school support setting.  Provide general support to the extended school support staff in the care of children, and management of the extended school support setting.  Assist senior staff in the following:
Support to Children

· Assist children in matters of personal needs and their general health including first aid and welfare matters. 

· Supervise and support children ensuring their safety, by complying with good H&S practice.

· Encourage children to interact with others and engage in activities led by senior staff.

Support to Staff 

· Prepare room as directed for extended school support, clear afterwards and assist with and maintain of stimulating environment
· Undertake routine administrative tasks, e.g. children record keeping as requested.

· Support senior staff in managing pupil behaviour, reporting difficulties as appropriate.

· Appropriate liaison with parents on general matters.

Professional Accountabilities (this list is not exhaustive and should reflect the ethos of the school)

This job description lists the major duties and requirements of the job and is not all-inclusive. The post holder may be expected to perform other duties under the direction of the Head and the Office Manager than those contained in this document and may be required to have specific job-related knowledge and skills. This allocation of duties is subject to regular review.

The post holder is required to 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.  In addition they are to contribute to the achievement of the school’s objectives through: 

Safeguarding

Safeguarding and promoting the welfare of children is everyone’s responsibility. Staff are required to follow the statutory guidance from the Department for Education. Staff are required to read:

· Part 1 and Annexe A of ‘Keeping children safe in education’

· School safeguarding policies

· The code of conduct

Staff must know the identity and understand the role of the designated safeguarding leads. In addition, in order for staff to understand and discharge their role and responsibilities as set out in ‘Part one’ of the guidance, staff are required to identify any additional training needs and read safeguarding bulletins they receive through the year.

People Management 

· To comply and engage with people management polices and processes

· Contribute to the overall ethos/work/aims of the school.  

· Establish constructive relationships and communicate with other agencies/professionals.

· Attend and participate in regular meetings. 

· Participate in training and other learning activities and performance development as required. 

· Recognise own strengths, areas of expertise and use these to advise and support others. 

Equalities

· Ensure that all work is completed with a commitment to equality and anti-discriminatory practice, as a minimum to standards required by legislation. 
Health and Safety 

· Ensure a work environment that protects people’s health and safety and that promotes welfare and which is in accordance with the Health and Safety policy.

Note 1:

The content of this job description will be reviewed with the post holder on an annual basis in line with the School’s performance and development review policy.  Any significant change in level of accountability that could result in a change to the grade must be discussed with the post holder and the relevant trade union before submitting for re-evaluation.

Person Specification

Extended School Support 

	Criteria


	Measured by



	Experience

· Working with or caring for children of relevant age.


	A/I

	Qualifications/Training

· Good understanding of numeracy/literacy skills.

· Participate in development and training opportunities.

· Willingness to undertake Induction Training

	A/I

	Knowledge/Skills

· Good communication skills.

· Ability to relate well to children and adults.

· Have good organisational skills.

· Basic knowledge of first aid; e.g. emergency first aid course.

· Ability to work constructively as part of a team and on own initiative.

· Use basic technology – computer, video, and photocopier.

· Have a flexible approach to work and be prepared to undertake routine admin tasks outside of the classroom if required.


	T/A/I



	Behavioural Attributes

· Customer focused.

· Has a friendly yet professional and respectful approach which demonstrates support and shows mutual respect.

· Open, honest and an active listener.

· Takes responsibility and accountability.

· Committed to the needs of the children, parents and other stakeholders and challenge barriers and blocks to providing an effective service.

· Demonstrates a “can do” attitude including suggesting solutions, participating, trusting and encouraging others and achieving expectations.

· Is committed to the provision and improvement of quality service provision.

· Is adaptable to change/embraces and welcomes change. 

· Acts with pace and urgency being energetic, enthusiastic and decisive.

· Communicates effectively.

· Has the ability to learn from experiences and challenges.

· Is committed to the continuous development of self and others by keeping up to date and sharing knowledge, encouraging new ideas, seeking new opportunities and challenges, open to ideas and developing new skills.


	A/I


A = Assessed at Application
I = Assessed at Interview            T = Assessed through Test

Note 1:

In addition to the ability to perform the duties of the post, issues relating to safeguarding and promoting the welfare of children will need to be demonstrated these will include:

· Motivation to work with children and young people.

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people.

· Emotional resilience in working with challenging behaviours and

· Attitudes to use of authority and maintaining discipline. 

The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment and responsibility. Applicants will be required to undergo child protection screening appropriate to the post, including checks with past employers and the Disclosure and Barring Service.
 
All staff working in the School during the school day will have contact with children and will therefore be in regulated activity. 
 
The post is exempt from the Rehabilitation of Offenders Act 1974 and the School is therefore permitted to ask job applicants to declare all convictions and cautions (including those which are "spent" unless they are "protected" under the DBS filtering rules) in order to assess their suitability to work with children.
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