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[bookmark: _Hlk64274303]Job Description

Post title:	Wraparound Care Manager
Grade:	Grade E, SCP 8-11
Reports to:	Head Teacher

Job Purpose
· To provide safe, high quality wraparound school care for children 4-11 years of age.
· To fulfil legal and statutory requirements.
· To contribute to and implement out of school policies.

Main Duties and Responsibilities
· Work within the agreed policies and procedures to ensure a safe environment for children, staff, and others. This includes the practice of regular fire drills.
· To routinely risk assess the wraparound provision (in collaboration with the Executive Headteacher) to ensure a healthy, safe, and secure environment is maintained.
· To be the designated person for child protection in the wraparound provision. To ensure any child protection concerns are acted upon immediately and appropriately.
· To be responsible for the day-to-day management and administrative and organisational needs of the provision. 
· To be responsible for the setting up, cleaning, and clearing of the provision.
· To ensure records are properly maintained e.g. daily registers and accident reporting via Notify.
· Monitor and evaluate the quality of the service.
· To administer First Aid as appropriate.
· To plan, prepare and provide care and play opportunities appropriate to the needs, interests, and developmental stage of each individual child.
· To provide support and supervision for the Wraparound Care Assistant.
· To ensure that refreshments are provided that meet the required standards of hygiene, health, and safety, maintaining orders and stock control.
· To encourage parental involvement and support for the provision. 
· To exchange information regularly re: activities.
· To undertake statutory training as required and additional training as agreed to meet continuous professional development needs.
· To liaise with the EHT and any other professionals as deemed necessary to ensure that all legal and statutory requirements are implemented.
· To carry out any other duties, which will be seen to enhance the work of the wraparound provision.

Additional Information
· Engage in promoting the values and acting as a role model for the Trust. 
· Be aware and comply with equal opportunities, health and safety, and all other Trust policies always.
· Comply with the principles and requirements of the General Data Protection Regulation and the Data protection Act 2018 in relation to the management of the Trust’s records and information, and respect the privacy of personal information held by the BWCET; comply with the principles and requirements of the Freedom in Information Act 2000; comply with the Trust’s information security standards, and requirements for the management and handling of information; and use Trust information only for authorised purposes.

The duties and responsibilities highlighted in the job description are indicative and may vary over time. The job description is not intended to be an exhaustive list of all the duties and responsibilities that may be required. 

The jobholder will be expected to carry out such professional tasks as are commensurate with the duties and responsibilities of the post. 
May 2025
































Person Specification

	Factors
	Essential
	Desirable

	Qualifications & Training

	E1



E2



E3


E4
	A recognised level 3 or above childcare/playworker qualification.

GCSE in English and Maths (or equivalent) qualification.

Evidence of child protection training.

A good knowledge and understanding of Health and Safety requirements

	D1



D2




D3
	Evidence of further professional qualifications.

Paediatric First Aid Training First Aid Training or willingness to obtain certificate. 

Food hygiene qualification.

	Experience
	E5



	Minimum of 2 years’ experience within a childcare setting.
	D4


D5



D6
	Experience within a wraparound provision.

Experience of providing activities for mixed age/ability groups.

Experience working in a Catholic school. 


	Skills
	E6


E7




E8







E9




E10







E11

	Able to establish positive relationships with pupils.

Able to implement agreed behaviour management strategies consistently and effectively.

Able to provide levels of individual attention, reassurance and help with learning tasks as appropriate to pupils’ needs, emphasising with these.

Able to work within and apply all relevant club and school policies.

Ability to manage a team as well as be able to work collaboratively as part of a team. This will include leading by example, having high expectations of others and holding staff to account.

Word processing and IT skills.

	D7
	Experience of using a school Management Information System.

	Personal Attributes
	E12





























E13


E14





E15



E16


	Appropriate behaviour and attitude towards safeguarding and promoting the welfare of
children and young people including:
· motivation to work with children and young people.
· ability to form and maintain appropriate relationships and personal boundaries with
· children and young people
· emotional resilience in working with challenging behaviours.
· attitude to use of authority and maintaining discipline.
· able to work in partnership with other agencies. 

Reliability, commitment, and positive enthusiasm

Ability to work flexibly and respond positively to change.
Caring attitude to children, parents, and colleagues

Attend and participate in relevant meeting as required.

Willingness to commit to the wider school life 
	
	

	Special Requirements
	E17


E18



E19




E20



E21
	A commitment to safeguard the welfare of children. 

Compliance with data protection principles 

Compliance with Equal Opportunities Policies, the Trust/school Code of Conduct, and all other Trust/school policies

Compliance with health and safety policies, rules, and regulations

To uphold the Catholic ethos of our schools
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