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	Out of School Club Leader-  Job Description

	Role Title

	Typically reports to

	Out of School Club Leader 
	Headteacher or designated member of staff

	JE Code
    
	Grade
	Date of profile

	D83 
	6
	DD/MM/YY

	Purpose of the role (job statement)

	To be responsible to the Headteacher/Business Manager for the operation and development of the Out of School Club to ensure smooth and effective running. 


	Main Duties:-

	·  be aware of, & comply with all agreed policies & procedures relating to child protection, health, safety and security, confidentiality & data protection, reporting all concerns to an appropriate person support induction of new staff
· manage, supervise and support out of school club staff including their continuous professional development

· contribute to the overall ethos/work/aims of the school
· work co-operatively and in partnership with staff across the school
· establish constructive relationships and communicate with other agencies/professionals, in liaison with the Headteacher/SBM  hold regular meetings with out  of school club staff, to ensure a high level of service for the children
· attend and participate in meetings with the SBM, Headteacher & governors to ensure the smooth running of the club
· recognize own strengths and areas of expertise and use these to advise and support others

· engage actively in performance management and continuing professional development to ensure professional skills are kept up to date and developed
· ensure awareness and knowledge of school policies and procedures to appropriately manage out of school club staff
· support the Headteacher/SBM to draw up an annual out of school club development plan and help monitor progress 
· create a detailed, weekly plan of play activities which are appropriate, varied and enjoyable 
· ensure appropriate staff ratios are maintained at all times, maintaining rotas of work for all staff
· ensure appropriate equipment and resources are available and in good condition
· working within in the agreed budget order appropriate supplies as necessary
· keep parents regularly informed of events and activities via a newsletter 
· ensure key information is passed to the deputy manager 
· maintain agreed computerised records for attendance and fees as agreed with the school

· inform the school administrator of any debtors in line with the agreed arrears policy
· collect all fees, completing all necessary paperwork & delivery monies to the school office for banking weekly
· maintain appropriate records of attendance and payment of fees ensuring parents sign to indicate agreement with records made
· complete time sheets for all staff and send to the office monthly or weekly as appropriate
· maintain up to date contact details for all children
· create a rota to ensure all staff have the leave they are entitled to in line with the holiday policy
· maintain appropriate records of holidays taken
· ensure all invoices are presented promptly to the school administrator
· ensure a clean and safe environment


· ensure equipment and resources are well maintained

· maintain appropriate hygiene standards complying  with food handling regulations
· create a stimulating play environment, including the outdoor area
· create opportunities provided by play activities to support the development of children’s skills and experiences
· monitor and evaluate children’s responses to activities through observation evaluating and adjusting activities, as appropriate to meet the needs of the children 
· display children’s work effectively to build self esteem and create a stimulating environment

	Responsibilities:-

	· 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

· be aware of and support difference and ensure equal opportunities for all

· contribute to the overall ethos/work/aims of the school

· appreciate and support the role of other professionals

· attend and participate in relevant meetings, as required

· participate in training and other learning activities and 

· performance development, as required.


	Person Specification – Out of School Club Leader 

	Area
	Criteria

Requirement  - E = Essential - D= Desirable

Assessment by Application =A  Interview process =  I
	R


	A

	Skills

Knowledge

Aptitudes


	Post holder will demonstrate; 
· good administrative skills 

· the ability to prepare work and activities for the playground the ability to use own initiative to devise games

· the ability to contribute to school   behaviour records and provide feedback   to the pupils and staff on behaviour

· to have developed strategies to combat attention seeking and support other staff  in behaviour management

· to have an awareness of relevant legislation and codes of practice (for example SEN/Early Years)

· the ability to promote the inclusion of all pupils

· to take responsibility for ensuring that relevant systems and policies  are carried out

· to organize the cover and deployment of staff on a daily basis

· the ability to organize and support staff to fulfil their roles
	E

E
E
E

E

E

E

E

E
	A I

A I

A I

A I

A I

A I

A I

A I

A I



	Qualifications and Training
	· Current NVQ level 2 in English and Maths or equivalent and experience in relevant discipline/job role
	E

	A



	Experience


	· experience working in a similar role

· experience of supervising members of staff
	E
E

	A I
AI


	Disposition
	· high level of patience and sensitivity

· calm and caring in outlook
	
	

	Conditions of Service

	National Joint Council


	Signature of post holder
	
	Date
	     /     /

	Signature of headteacher
	
	Date
	     /     /


This school is committed to safeguarding and promoting welfare of children and young people. Please note this position will require an Enhanced disclosure from the Disclosure & Barring Service.
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. This document must not be altered once it has been signed but will be reviewed annually.


Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

It is understood that areas of responsibility are from time to time subject to review and are negotiable in the light of the needs of the school and the professional development of the staff.

This job description may be reviewed at the end of the academic year or earlier if necessary. In addition it may be amended at any time after consultation with you.
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