

                                       JOB DESCRIPTION                                      


NAME:			

POST:	BEFORE AND AFTER SCHOOL LEAD
(20 hours per week) £26,824 to £28,142 (pro rata)
38 WEEKS, TERM TIME ONLY

	
ACCOUNTABLE TO:	ROB BROWN, HEADTEACHER 
		

RESPONSIBLE FOR:   

Managing staff, environment, resources, documentation and communications in providing, monitoring and evaluating a healthy, safe, secure and welcoming environment and a diverse range of high-quality play experiences that meet the individual needs of all children aged 3 – 11 years attending the school’s wraparound provision.

Working within a team and in partnership with parents, carers and professionals to deliver socially inclusive wraparound care that promote the children’s wellbeing and happiness.


SUMMARY OF MAIN DUTIES

DELIVERING AFTER SCHOOL PROVISION

· To provide the day to day management and organisation of the club
· Work with all staff to ensure and provide care, play opportunities and activities in a homely, nurturing, and safe environment, with regard to the individual development needs of the children
· To develop a range of activities that meet the needs of the children who are aged 3 to 11.
· To lead a team of staff to deliver high quality creative play opportunities in a safe and caring environment
· Liaise with the school with regard to the needs of the children who attend the club
· To liaise with parents to encourage parental involvement and support of the club

MANAGEMENT AND ADMINISTRATION

· Uphold, implement and regularly review all policies and procedures of the group in partnership with the staff team and the Governing Body
· Maintain all records relating to the management of the group ensuring confidentiality and data protection of the children, their families and members of staff.
· To lead the day to day administration and record keeping that includes maintaining records of attendance returns and other appropriate records as required
· Promoting and marketing the club effectively to maintain occupancy
· Develop professional working relationships within the school, and all relevant professionals and organisations




· Maintain working relationships with other site users
· To ensure that adequate standards of safety and hygiene are maintained throughout the wraparound club, including the completion of appropriate risk assessments and recording and reporting of hazards and accidents via Medical Tracker
· To manage and monitor the requirements under the Food Safety Standards, completing all necessary paperwork and recording, and maintaining high standards of cleanliness in order to maintain the school’s rating
· To develop snack menus which meet the School Food Standards and provide weekly food orders to the school office in advance
· To lead the provision staff with regards to managing food allergies and intolerances and by offering a balanced menu of snacks to those with allergies and intolerances
· To work within the policies and guidance and procedures of the schools’ policies.
· To have due regard for safeguarding and promoting the welfare of children and young people and to follow the school’s safeguarding policy.
· To report all safeguarding issues to the Senior Leadership Team via CPOMS
· To carry out any other duties which will be seen to enhance the work of the school’s wraparound services.

STAFF

· To manage the timetabling, rota and staffing of the provision to ensure staffing to child ratios are maintained, with a particular focus on meeting the standards of the EYFS Statutory Framework
· Take responsibility for personal professional development, including participation in own annual appraisal, any necessary training and keeping abreast of all current issues relating to providing Wrap around Care
· To maintain training records for staff, identifying renewal dates to the Business Manager

Signed…………………………………………	(Post Holder)

Signed…………………………………………	(Headteacher)

Date……………………………………………

This job description will be reviewed regularly and it may be subject to amendment or modification at any time after consultation with the post holder.  It is not a definitive statement of procedures and tasks, but sets out the main expectations of the Service in relation to the post holder’s responsibilities and duties.  Elements of this job description and changes to it may be amended in light of organisational and service requirements.
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