ErizABETH COLLEGE

GUERNSEY ¢ FOUNDED 1563

PARTICULARS OF
VACANCY

Elizabeth College Junior School

After School Care Assistant

September 2026

www.elizabethcollege.gg

01481 726544




ELIZABETH COLLEGE JUNIOR SCHOOL
AFTER SCHOOL CARE ASSISTANT

We are seeking an attentive and caring individual to supervise and facilitate play with primary age
pupils after school from September 2026 or as soon as possible thereafter.

The role is for 12.5 hours per week, 3.00pm to 5.30pm Monday to Friday during term-time.

Information and full details of the post are included in the following documents, which are attached
to and form part of these Particulars:

v" Job Description
v" Person Specification

ELIZABETH COLLEGE

Elizabeth College, founded in 1563 by Queen Elizabeth |, is a broadly selective day school. One of the
earliest members of the Headmasters’ and Headmistresses’ Conference (HMC), the College provides a
challenging, broad and stimulating academic and extracurricular programme for children between the
ages of 2% and 18.

ELIZABETH COLLEGE JUNIOR SCHOOL

Elizabeth College Junior School is co-educational. The infant department at Acorn House provides a
pre-school and pre-prep education for children aged 2% through to 7 (Key Stage 1). The Junior
department, at Beechwood, provides an education for children aged 7 through to 10 (Key Stage 2) and
prepares boys and girls for entry to secondary education at the age of 11. ECJS Acorn House and ECJS
Beechwood are co-located on a site approximately half a mile away from the Upper School.

Elizabeth College Junior School provides an excellent all-round education for children aged 4 to 11
years. Our pupils have access to the best educational opportunities within a secure and caring
environment and are nurtured to develop their individual talents with appropriate stretch and
challenge.

Appreciating that happy children do well at school helps us to focus on what is important, and that is
the educational experience for all our Junior School pupils.

Although every pupil has different abilities, talents and levels of confidence, we ask each individual to
aspire to the highest standards to which he or she is capable. Every child is a born learner, designed to
absorb knowledge and skills at a fast rate. It is our role, as a school, to foster and encourage this innate
curiosity and make sure that all of the children in our care reach their full potential. We are ambitious
for every single one of them, encouraging a growth mindset in all pupils and ensuring that they are
taught the skills and dispositions that will lead to a lifelong love of learning.
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OUR VALUES

Everything we do at Elizabeth College is centred around our students and living to our core values.
They help steer how we behave, learn and treat one another, and they are embedded in and reflected
upon in all aspects of school life.

An Elizabeth College education is designed to create well-rounded, resilient young people who have
the skills, attitudes and values to be successful and to make a positive contribution to society. This
focus begins right at the start of the Junior School with a simple set of easy to follow core values. Our
youngest children are taught to: Aim High, Be Kind, and Be Brave. Providing this toolkit for school life,
ensures we encourage them to develop self-confidence and a love of learning, while being sensitive to
the feelings of others.

As students move up through the years and into the Upper School we actively use our core values of
Curiosity, Compassion and Courage to guide our daily interactions with one another and our approach
to learning.

OUR SAFER RECRUITMENT PROCEDURE

All candidates who apply for a role within Elizabeth College will be subject to a safer recruitment
process, including a disclosure of criminal records and other vetting checks. The interview will include
questions about safeguarding and the protection of children and young people.

All information provided on the application form by candidates will be shared only with HR and the
interview panel and processed for recruitment purposes only. All information will be stored in
accordance with our data protection policy.

Applicants who meet the shortlisting criteria will be contacted by the HR Team to request consent
from to contact the nominated referees, ideally in advance of interview. The following information is
requested from the referee:

e Applicant details including dates of employment, how long they have known the

individual and if they would re-employ

e The applicant’s qualities and achievements

e Areas of development

e Reason for leaving

e Current salary

e Suitability for the role

e Safeguarding

e A personal evaluation

e The opportunity to provide further comments

Please visit our website at www.elizabethcollege.qgg for further information about Elizabeth College.
If you have any questions about the post, please do not hesitate to contact us.
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Applications for this position must be submitted on the Elizabeth College application form
available on our website (www.elizabethcollege.gg) or on request from:

The HR Team E: HR@elizabethcollege.gg
The HR Office, Elizabeth College, The Grange, St Peter Port, Guernsey, GY1 2PY

Please do not submit supplementary information by CV or letter. All relevant information
must be included in the application form.

Potential candidates who may be unable to complete the application form but whose qualifications

and/or experience meet the requirements of the role should contact the HR Team as above.
Elizabeth College is committed to safeguarding and promoting the welfare of young people. The
successful applicant will be required to satisfy our standard employment checks, including the
completion of a DBS Enhanced Disclosure check. It is an offence to apply for this role if you are barred
from engaging in regulated activity relevant to children.

Online and Social Media checks may be conducted for shortlisted candidates.

All applications are welcome and will be considered in line with the Guernsey Discrimination Ordinance.

The closing date for applications for this post is noon on Monday 13 July 2026.
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EL1ZABETH COLLEGE JUNIOR SCHOOL

Job Description
After School Care Assistant

Place of work: Elizabeth College Junior School, King’s Road site

Responsible to: Deputy Headteacher

Purpose of Position:  To supervise and facilitate play with school-age pupils after school

Hours of Work: 12.5 hours per week, 3.00.p.m. - 5.30.p.m. Monday to Friday in term-time
Remuneration: PSP 1 (currently £14.68 per hour)

Elizabeth College is committed to safeguarding and promoting the welfare of young people and staff. The
successful applicant will be required to satisfy our standard employment checks, including the completion of
a DBS Enhanced Disclosure check.

Purpose of Position

After School Care is a facility that has been set up to look after and play alongside our school-age pupils after
school. At the present time, there will be three to four members of Staff on duty within the setting on a daily
basis. Activities may include puzzles and games, construction activities, crafts, painting, cookery, gardening,
sewing, clay work. There is also an area for children to have quiet time and complete their homework.

Staff should ensure that they:
e Arrive with time to set up resources;

e Note children who have medical intervention, allergies, or any welfare concerns and ensure they
are protected at all times;

e Keep records of child attendance;

e Demonstrate and promote good behaviour;

e Play alongside the children;

e Are polite, welcoming and accommodating to parents and children, keeping brief records of late
pick-ups;

o Keep brief records of poor behaviour and pass that information on to the school;

e File all attendance / records;

e Aredressed in their Uniform;

e Contact the relevant school office if children are late arriving in the afternoon sessions;

e Are aware of fire exit routes and procedures;

e Finalise daily numbers and complete the required paperwork to confirm;

e Sign children out at the end of their session and note time of departure;

e Liaise with the School regarding any HR matters.

Staff should ensure that the children:
e Feel welcome and excited about their session;

e Feel that is not an extension of the school day, but a homely feel where there are activities, friends
and fun;

e Are kind and courteous;

e Encourage the children to help tidy away activities and resources throughout the session;
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After School Care Assistant

e Are encouraged to join in tasks.

At the end of the day the Assistant is responsible for ensuring the area is packed away and tidy and for
securing the building.

The above list of duties is not exhaustive, and the post holder may be required to undertake tasks, roles and
responsibilities reasonably assigned to them by the Deputy Headteacher.

Job descriptions may be reviewed and subsequently amended or modified to reflect the changing needs of
the school.
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EL1ZABETH COLLEGE JUNIOR SCHOOL

Person Specification: After School Care Assistant

e Exsential | Desirable | How Assessed

Experience, Knowledge and Skills:

] ] o ] ] Application
Experience of working within an educational environment form
Application
Experience of working with primary age children form
] o Interview
Knowledge of when to raise concerns about students and/or incidents v
) o Interview
Knowledge of Safeguarding and what it might involve
) ] ] ) ] Interview
Understanding of the importance of physical and emotional wellbeing v

Personal and Professional Skills and Attributes:

. o . . Interview;
Motivated and enthusiastic with a positive, ‘can do’ attitude v References
. . Interview;
Ability to work on own initiative v References
Ability to exercise both patience and authority when dealing with children and v Interview;
any misbehaviour References
- . . . - Interview
Willingness to supervise pupils both outside and inside, throughout the year v
Willingness to support sick and/or injured pupils in a co-operative and v Interview
respectful way
Ability to listen to pupils and work with them in a co-operative and respectful v Interview;
manner References
Good interpersonal skills with the ability to communicate effectively with v Interview;
pupils, students and staff References
. . . i ) ] ) Interview;
Ability to remain calm in emergency situations such as fire drills v References
Willingness to participate in the required training and professional v Interview;
development References
. . . . . . Interview;
Tact, discretion and loyalty, integrity and high professional standards v References
. . ) ] . Interview;
A natural desire to present Elizabeth College in the best light at all times v References
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