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Wellingborough School

JOB DESCRIPTION 

Post:
Late Prep Supervisor
   



Date of issue:  February 2018 

General: Wellingborough School is a co-educational independent day school of some 860 pupils which comprises three elements, namely Senior, Prep and Pre-Prep.  The Late Prep Supervisor role is responsible to the Prep School Deputy Head, Pastoral in all matters.
Principal Duties: 
· To supervise the pupils participating in Late Prep to ensure that a secure and safe environment, conducive to study is provided
· Adhere to the School’s Health and Safety, Safeguarding and Behaviour policies
· Ensure that children work productively on their assigned homework tasks or use their time for other aspects of study
· Help with homework if possible
· Liaise with parents as appropriate
· Undertake Safeguarding training provided by the School
Daily Tasks:

· Arrive in Prep School Library at 4.00pm ready for the pupils to arrive at 4.10pm
· Take the roll of all pupils present and sign them out when they leave
· At 5.15pm pupils not catching a bus move to the Late Prep facility in the Robinson Centre
· Supervise and accompany all remaining pupils to the buses, ensure they are on the correct bus and wait for all buses to leave
· If buses are late, liaise with the bus provider and ensure parents are contacted if more than 30 minutes late
· Return to the Library at 5.35pm to ensure all is in order, turn lights off and lock door
Hours of duty:  4.00pm to 5.45pm Monday to Friday during term time.  
The nature of this role is such that a measure of flexibility will be required. During the School year there may be infrequent occasions when you will be required to work additional time, for example, if the buses are late or if the School has a parent teacher evening. The additional hours will be paid.
Safeguarding

The post holder’s responsibility for promoting and safeguarding the welfare of children and young persons with whom s/he is responsible, or with whom s/he comes into contact will be to adhere to and ensure compliance with the School’s Child Protection Policy Statement at all times.  If in the course of carrying out the duties of the post, the post holder becomes aware of any actual or potential risk to the safety or welfare of children in the School s/he must report any concerns to the School’s Designated Person or to the Headmistress.

Applications 
The application form should be returned together with a covering letter in which the applicant should explain what s/he can offer to the post. Applications by e-mail are welcome.   Please send them for the attention of Mrs Karen Harrison, HR Manager to recruitment@wellingboroughschool.org by 1pm, Sunday 18th February 2018.  

Interviews will take place on Tuesday 20th February 2018.
