

CHILDREN’S SERVICES

JOB DESCRIPTION


POST TITLE:     	Wrap Around Care Lead 	

GRADE:            	Band 4

RESPONSIBLE TO:  	School Business Manager/ Headteacher	

	
Overall Objectives of the Post:

Under the instruction/guidance of senior staff: Provide lead of the Wrap Around Care provision including planning activities and meals and managing financial payments.  

Key Tasks of the Post:


1. You will provide support to pupils.  You will:
· Support pupils in accessing learning activities and plan for these in advance.
· Provide feedback to pupils in relation to progress and achievement.
· Prepare nutritional, healthy menus for the pupils.
· Encourage the children to eat their meals and to try everything on their plates.
· Check that all children have washed their hands before entering the wrap around care room and, where necessary, help younger children to do so.
· Train children to use the cutlery correctly and to observe table manners.
· Help children who have difficulties eating independently e.g. cutting up meat. Deal immediately with any hazards which could cause an accident in the wrap around care room.
· Supervise and facilitate the children at play and organise/participate in games for children.
· Display commitment to the protection and safeguarding of children.
· Give immediate attention to accidents and administer first aid in line with the First Aid policy.

2. You will manage the Wrap Around Care Provision.  You will:
· Create and maintain a purposeful, orderly and productive working environment.
· Plan, deliver, resource and evaluate activities for pupils. 
· Timely and accurate preparation and use of specialist equipment/resources/materials as required.
· Maintain records as requested.
· Ensure the health and safety and good behaviour of pupils at all times.
· Produce advertising leaflets/posters/website posts regarding Wrap round Care for parents.
· Ensure policies regarding Wrap around Care are reviewed regularly and updated as required.
· Liaise with parents regarding any issues at home which could impact on the children’s learning in school and ensure relevant staff are informed.
· Provide a list of all food items for on-line shopping for the provision.
· Liaise with the School Business Manager to ensure value for money and provide information for invoicing.
· Ensure staff to child ratios are in line with Health and Safety guidance.

3. You will provide support for the curriculum.  You will:
· Monitor and manage stock and supplies, cataloguing as required.
· Maintenance of specialist equipment, check for quality/safety, undertake repairs/modifications within own capabilities and report other damages/needs.
· Demonstrate and assist others in safe and effective use of specialist equipment/materials.
· Undertake structured and agreed learning activities/teaching programmes.
· Ensure key curricular events are showcased on the school website and the schools social media feeds.

4. You will provide support for the school.  You will:
· Be aware of and comply with policies and procedures relating to child protection, safety and security and confidentiality, reporting all concerns to an appropriate person.
· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop.
· Contribute to the overall ethos/work/aims of the school.
· Be a champion for the school and follow the staff code of conduct including following guidance regarding the use of social media.
· Follow the schools non-negotiables.
· Appreciate and support the role of other professionals.
· Liaise with teaching and support staff to ensure all key information is communicated to parents.
· Liaise with the school business manager.
· Attend and participate in relevant meetings as required.
· Participate in training and other learning activities and performance management as required.
· Assist with the supervision of pupils moving from after school activities to the wrap around care room.

South Tyneside Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.  Successful applicants will be required to produce an Enhanced Certificate of Disclosure from the Disclosure and Barring Service.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive, and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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