BURY METROPOLITAN BOROUGH COUNCIL

JOB DESCRIPTION

	Post Title:
WELFARE SUPPORT STAFF

	Department:
LEARNING AND CULTURE
	Establishment/Post No:


	Division/Section: LEARNING & CULTURE
	Post Grade:
3

	Location:
ELMS BANK 
	Post Hours:
 

11.35am – 1.20pm Monday to Friday

	Special Conditions of Service:
Annual leave must be taken during periods of school closure.

Appointment to this post is subject to a satisfactory enhanced disclosure from the Disclosure and Barring Service (DBS). 

	Purpose and Objectives of Post:

To secure the safety, welfare (including personal care) and good conduct of pupils during the mid-day break period in accordance with the practices and procedures of the Local Authority.

	Accountable to:      Director of Education and Culture, Chair of Governors, Headteacher 


	Immediately Responsible to: Head of School

	Immediately Responsible for:
Pupils, welfare staff team

	Relationships: (Internal and External)
Local Government officers,

Executive Headteacher

Head of School
Deputy Headteacher

Teaching Staff

Welfare Support Assistants
Pupils

	Control of Resources:
Lunchtime activities on the yard and indoors.
Lunchtime equipment in the dinner hall.


	Duties/Responsibilities:

PRINCIPAL DUTIES (These duties may vary according to the pupils’ special needs)

· To supervise pupils whilst they use the toilets and wash their hands, wash and change pupils where necessary.

· Attend to all personal care needs following individual care plans.

· Follow appropriate moving and handling procedures for all pupils.

· Communicate with pupils using verbal and non-verbal methods.

· Escort pupils to and from designated areas.

· Supervise pupils when lining up on yard and whist queueing for dinner.  Collect pupils’ dinner when assistance is required.

· Supervise pupils whilst eating their dinners and packed lunches.

· Cut up food for children and show them how to use their cutlery, if necessary and in some cases, feed pupils on an individual basis following the pupil’s lunch-time support programme.

· Encourage pupils to tidy / clean up after finishing dinner.

· Prevent pupils from taking food outside the dinner hall.

· Control the behaviour of pupils at all times.
· Ensure pupils do not leave yard without permission.
· Ensure pupils are not in classrooms when they should be outside.
· Supervise pupils in designated areas inside as required, facilitating activities for pupils in these areas (ie play music, read a book, use sensory equipment).
· Collect play equipment from storage area on the yard and return at the end of dinner.
· Organise and supervise activities on yard.
· Attend to and report all minor accidents and seizures, to the class teacher.
· Report to the Headteacher any untoward circumstances (eg Child Protection issues).
SECONDARY DUTIES

Regular
· To work as a member of  a team and to co-operate with other members of staff within the school.

Occasional

· To undertake training as and when required including Team Teach training.

· To undertake any duties of an equivalent nature appropriate to the post, as may be determned by the Headteacher.



	We expect all staff at Elms Bank to share our core values.
ASPIRATION

· To be an active participant in our school community. We expect our staff to be an active member of our community and to embrace school life. 
· To share and receive productive feedback. To have the ability to receive and share productive feedback. 
· To collaborate as a team; with a positive attitude. To work positivity as a team promoting a positive attitude. 
· To celebrate all successes.  To positively celebrate all successes at Elms Banks 
· To reflect on our work to ensure we always keep on learning. To be open to learning, to reflect on our knowledge and strive to be better. 
· To know all our young people’s needs and work to meet them. To understand the needs of our students and actively work to be meet them  
INTEGRITY

· To be professional in demeanour and appearance. To act in a professional manner at all times.
· To be open, honest and responsible. To be open, honest and responsible in our role at Elms Bank 
· To take ownership – be solution focused. To take ownership of work and solve any problems when necessary.
· To share concerns with the correct person within the school. To bring any concerns to your line manager or designated person at Elms Bank. 
· To be committed to Elms Bank’s vision and values in our daily work.  To be committed to the vision and values at Elms bank and bring this into your work at Elms Bank.
RESILIENCE

· To understand the school exists to serve the young people and families of its community. To understand that Elms Bank exists to serve the young people and families of its community
· To manage our own personal well-being. To look after yourself. 
· To be aware of other’s well-being.  To support each other, demonstrate compassion and empathy.
· To embrace change. To positively embrace change.
· To focus on successes and learn from mistakes. To understand that mistakes can be made to learn from them and embrace success.  


	Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired.  (See paragraph 203 of Supplemental Conditions of Service)
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