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FIRTHMOOR PRIMARY SCHOOL

JOB DESCRIPTION


POST:				Wrap around Provision Co-Ordinator 

RESPONIBLE TO:		Headteacher

RESPONSIBLE FOR:	Coordinating after school activities and supervision to individuals and groups of pupils.

Salary Band:	NJC SCP 8-11

Start Date:	January 2026


PURPOSE OF JOB

· To lead a team of staff delivering extra-curricular school club activity and provision. Within an agreed system of supervision to be responsible for the activities and services provided by the School Club(s).

PRINCIPLE RESPONSIBILITIES

· To organise an afterschool wrap around provision, supervise children building positive relationships and manage a team of staff.

MAIN DUTIES

Wrap Around Coordinator Lead Role

1. Designing, resourcing and preparation of after school activities and the management of resources.
2. Ensure that necessary staffing levels are in place to meet the needs of children attending the activity/provision.
3. Setting up of equipment and resources and making them ready for use in order to organise the after-school provision environment.
4. Supporting the educational, nutritional and social development of pupils including providing a nutritious snack.
5. Ordering resources including items for a nutritious snack.
6. Keeping accurate records of attendance and ensuring the booking process is effective.
7. Managing the care and cleanliness of the environments, equipment and materials.
8. Completing routine administration i.e. filing reports, distributing leaflets and reports.
9. Managing a team of staff to ensure children are effectively supervised.
10. sharing with other members of the team relevant information about the running of the After School Club activity/provision, the needs of the children and their families.
11. Leading staff briefings and contributing to the development of the staff team.
12. Liaising regularly with SLT with regard to the planning, organisation and development of the School Club activity/provision.
13. Maintaining a working knowledge of relevant school policies and procedures in order to provide advice and guidance on behalf of the school specifically in relation to School Club activity/provision
14. Taking on the role of Deputy Designated Safeguarding Lead and ensuring safeguarding procedures are in place and are followed.

Support for the Pupil

· Ensure the children’s environment is safe and able to support the focus of the after school club.
· Supervising the use of equipment as required to maintain pupils' needs and support their participation in activities.
· Supervise individual pupils or small groups in after school activities.
· Maintaining awareness of pupils' needs.
· Support the inclusion of all pupils.
· Support pupils in emotional and social well-being, and support pupils in their social, emotional and personal development.
· Undertaking duties in connection with personal hygiene and welfare of pupils as directed by the wrap around coordinator.
· Having and applying a level of understanding of SEND, as determined by the SEND Code of Practice.
· Promote high standards of behaviour and be an effective role model for pupils through an empathetic approach. Employ effective de-escalation strategies and where necessary, exercise appropriate physical intervention (where the appropriate training has been accessed or where the need arises to ensure the safety and welfare of themselves or others).
· Contribute to the creation of individual pupil emotional regulation plans and risk assessments where required and model effective practice in adhering to these.
· Prepare a balanced snack including fruit and vegetables for consumption by pupils





Support for the School

· Assisting in ensuring that pupils adhere to the behaviour and relational policy of the school and providing feedback to senior staff and senior colleagues on the effectiveness of strategies used.
· Within defined parameters and guidelines, share information concerning pupils with staff, parents/carers/guardians, internal and external agencies as appropriate.
· Assist the school and Trust in promoting the school and Trust values, vision and mission.

General Requirements

· Attending and participating in training and development activities as required.
· Participating in professional development and review.
· Attending meetings, liaising and communicating with colleagues in the school, outside agencies and other relevant bodies.
· Being an effective role model for the standards of behaviour expected of pupils.
· Having due regard to confidentiality, child protection procedures, health and safety, other statutory requirements and the policies of the governing body and the local education authority.
· It is an expectation of the role that jobholders will engage with all pupils as directed by the school in line with the overall goals of the school and Trust and needs of all pupils.


Professional Values and Practices

· Having high expectations of all pupils; respecting their social, cultural, linguistic, religious and ethnic backgrounds.
· Treating pupils consistently with respect and consideration.
· In line with the school and Trust’s policy and procedures, using behaviour management strategies which contribute to a purposeful environment and where necessary exercise appropriate physical intervention.
· Working collaboratively with colleagues as part of a professional team; and carrying out roles effectively, knowing when to seek help and advice from colleagues.
· Reflecting upon and seeking to improve personal practice.
· Working within the school and Trust’s policies and procedures and being aware of legislation relevant to personal role and responsibility in the school.
· Recognising equal opportunities issues as they arise in school and responding effectively, following school and Trust’s policies and procedures.
· Building and maintaining successful relationships with pupils, parents/carers and staff.



Trust and school ethos

· Be aware of and support difference and ensure equal opportunities for all.
· Contribute to the overall ethos/work/aims of the school and Trust.
· Develop constructive relationships and communicate with other agencies/professionals where appropriate to the role.
· Attending meetings and liaising and communicating with colleagues in school, parents/carers and internal/external agencies.
· Share expertise and skills with others.
· Participate in training and other learning activities and performance development as required.
· Recognise own strengths and other learning activities and use these to advise and support others.
· Demonstrate and promote commitment to equal opportunities and to the elimination of behaviour and practices that could be discriminatory.
· To be aware of requirements in respect of confidentiality, child protection and safeguarding procedures, health and safety, behaviour managements, equal opportunities, special educational needs and other policies of the Trust and school.
· As and when required as directed by teaching staff, escort pupils home, conduct home visits and carry out first response visits, with an appropriate colleague.
· Be an effective role model for pupils by demonstrating and promoting the positive values, attitudes and behaviour expected from pupils.
· Carrying out tasks for the domestic care and general welfare of pupils in respect of toileting, at meal times and changing using specialist equipment where necessary.


Specific Duties
To facilitate provision for SEN pupils.

To undertake any other duties commensurate with the post.

The post holder must act in compliance with data protection principles in respecting the privacy of personal information held by the school and Trust.

The post holder must comply with the principles of the Freedom of Information Act 2000 in relation to the management of school and Trust records and information.

The post holder must carry out their duties with full regard to the Academies Single Equality Duty, Code of Conduct, Child Protection Policy and all other Trust and school Policies. The postholder must comply with the school and Trust Health and Safety rules and regulations and with Health and Safety legislation.






This document was classified as: OFFICIAL

This document was classified as: OFFICIAL

This document was classified as: OFFICIAL



The Academy is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. You are required to safeguard and promote the welfare of children for whom you have responsibility, or with whom you come into contact, to include adhering to all specified procedures.
This post is deemed to be a ‘Customer Facing’ role in line with the definition of the Code of Practice on the English language requirement for public sector workers.
This post is subject to an enhanced disclosure. The successful applicant will be subject to the relevant vetting checks before an offer of appointment is confirmed. Following appointment, the employee will be subject to rechecking as required from time to time by the Academy.
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FIRTHMOOR PRIMARY SCHOOL

JOB DESCRIPTION - ACADEMY BUSINESS MANAGER
		 

	ESSENTIAL

	DESIRABLE

	
	Criteria No.
	ATTRIBUTE
	Stage Identified
	Criteria
No.
	ATTRIBUTE
	Stage Identified

	Qualifications& Education 

	E1
	Foundation Degree / NVQ Level 4 or equivalent in Administration, Finance, Business or related field 
	AF,C
	
	
	

	Experience & Knowledge
	E2
	At least 3 years previous Administrative Experience

	AF,R,I
	D1
	Awareness of child protection issues 
	AF,R,I

	
	E3
	Experience of establishing and maintaining a range of management information systems, including ensuring accuracy of complex databases and spreadsheets

	AF,R,I
	D2
	Experience of School Management Information Systems 
	AF,R,I

	
	E4
	Experience of giving advice and guidance on policies / procedures to Senior Officers

	AF,R,I
	
	
	

	
	E5
	Experience of managing budgets, invoice and ordering procedures

	AF,R,I
	
	
	

	
	E6
	Experience of policy / procedure  development and implementation 

	AF,R,I
	
	
	

	
	E7
	Experience or working knowledge of marketing, sponsorship and promotion activities 

	AF,R,I
	
	
	

	
	E8
	Knowledge of Data Protection requirements and understanding of confidentiality

	AF,R,I
	
	
	

	ESSENTIAL

	DESIRABLE

	
	Criteria No.
	ATTRIBUTE
	Stage Identified
	Criteria
No.
	ATTRIBUTE
	Stage Identified

	
	E9
	Previous Supervisory responsibility including the monitoring of performance and development

	AF,R,I
	
	
	

	Skills

	E10
	Ability to relate well to children and adults

	AF,R,I
	
	
	

	
	E11
	Ability to be able to present information in a logical and systematic manner and to interpret figures with skill and understanding

	AF,R,I, T
	
	
	

	
	E12
	Ability to train and motivate a team
 
	AF,R,I
	
	
	

	
	E13
	Ability to work successfully as part of a team and prioritise own work with minimum supervision

	AF,R,I
	
	
	

	
	E14
	Ability to communicate both orally and in writing to a wide range of audiences, including the ability to write clear, concise and accurate reports

	AF,R,I
	
	
	

	
	E15
	Ability to work under pressure to tight deadlines on a number of different projects

	AF,R,I
	
	
	

	
	E16
	IT Literate, capable of using MS Word / Excel and office packages

	AF,R,I
	
	
	

	
	E17
	Proven ability to undertake effective research 

	AF,R,I
	
	
	

	Personal 
Attributes
	E18
	Participate in development and training opportunities

	AF,R,I
	
	
	




	ESSENTIAL

	DESIRABLE

	
	Criteria No.
	ATTRIBUTE
	Stage Identified
	Criteria
No.
	ATTRIBUTE
	Stage Identified

	
	E19
	Ability to abide by Academy policies and procedures 

	AF,R,I
	
	
	

	Special Requirements
	E20

	Ability to form and maintain appropriate relationships and personal boundaries with children
	R

	
	
	

	
	
	
	
	
	
	

	
	E21
	The ability to communicate at ease with customers and provide advice in accurate spoken English

	I
	
	
	

	
	E22
	Suitable to work with children

	D
	
	
	




	Key – Stage identified
	

	AF
	Application Form

	C
	Certificates

	T
	Tests

	P
	Presentation

	I
	Interview

	R
	References

	D
	Disclosure



Issues arising from references will be taken up at interview; all appointments are subject to satisfactory references.
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