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 After School Club Leader Job Description

Purpose of the job
· To be responsible for the development and daily management of the After School Club providing a safe, healthy, caring and stimulating environment for children.
· To build links and work in partnership with parents, carers and professionals to promote the well-being of the children.
· To develop, implement and review the policies, procedures and practices within the After School Club.

Key duties and responsibilities
· Undertake the daily supervision of the After School Club, developing and maintaining high standards throughout to ensure the welfare of the children and implement activities to ensure the children are stimulated and engaged, in-line with the school’s ethos and vision.
· When required, supervise the safe escorting of children to ensure their wellbeing and welfare at all times.
· The planning and preparation of a programme of activities to provide safe creative play opportunities for children  
· Maintain the After School Club to an agreed standard of cleanliness and hygiene, before, during and at the end of each session, to ensure the well-being of the children and staff and be responsible for all Health and Safety matters in the After School Club to ensure the well-being of all those who use and work in the club.
· Take a key role in suitably equipping the After School Club in order to provide a stimulating environment for the children and implement policies and procedures within the After School Club ensuring compliance with legislation and the school’s / Trust policies.
· Ensure that the club is maintained to a high standards demonstrating how the resources (staff, premises and equipment) are used to ensure the needs of the children are met.
· Create and implement a menu in order to provide healthy meals/snacks which promote healthy eating following the schools Healthy School’s Policy and the current School Food Standards.
· Manage food stock and order food weekly with the Kitchen Manager to ensure there is little wastage.
· Ensure that children, whilst in the After School Club, have access to appropriate activities to support their physical, emotional, social and intellectual development giving consideration to families’ ethnic, cultural and linguistic backgrounds, ensuring that the school’s Equal Opportunities policy is adhered to.
· Adhere to school’s policies, including for Safeguarding.
· Maintain all children’s records in accordance with the General Data Protection Regulation to ensure personal information is secure at all times
· Keep up to date with relevant training such as health and safety, safeguarding procedures, pediatric first aid and food hygiene
· Act as a role model adopting personal standards of behaviour and following the school behaviour policy, reporting any instances of unacceptable behaviour or concerns they may have about pupils to the Head Teacher 
· Adhere to all health and safety regulations and be aware of health and safety issues within the School and how they impact on pupils, staff and visitors to the school.
· Maintain confidentiality and discretion in all aspects of work.






· Adhere to all safeguarding policies and procedure to safeguard the welfare of children.
· Any other work requested by, and deemed appropriate by, strategic leaders
· Supervision of After School Club Assistants together with the formalisation of rotas and arranging cover for staff absences


Working relationships and contacts

· To develop and maintain working relationships with other professionals both internal and external.

Skills and qualifications

Please refer to the person specification for full details. Please note all original qualification certificates will need to be presented on the day of interview for verification and production of these certificates’ forms part of the conditional offer checks and will be held on your personnel file.

Confidentiality

During the course of your employment, you will have access to information of a confidential nature. Under no circumstances may this information be divulged or passed on to any unauthorised person or organisation.

Data Protection

During the course of your employment, you will have access to data and personal information that must be processed in accordance with the terms and conditions of the Data Protection Act 1984 and properly applied to pupil, staff and school business/information. You are required to undertake annual GDPR training.

Further Information

Probation: This post is subject to a six-month probation period.
Scale point: All staff start at the first scale point within their salary grade. Annual increments will automatically be awarded on 1st April every year until the top of scale is reached.

Pension: As an equitable employer we align with the Local Government Pension Scheme (LGPS), and as such, the postholder will be automatically enrolled in the Avon Pension Scheme. The trust pays a contribution of salary into the LGPS – this is an additional remuneration benefit.

This role is subject to an enhanced DBS check
Footnote: This job description is provided to assist the job holder to know what his/her main duties are. It may be amended from time to time without change to the level of responsibility appropriate to the grade of post













After School Club Leader Person Specification
Applicants should describe in their application how they meet these criteria.

	
	 Essential
	 Desirable

	Qualifications
/ Education
	· GCSE grade A*-C in English and mathematics
· Paediatric First Aid Qualification or willingness to obtain.
	

	Experience
	· Minimum of 2 years’ experience of working
within a childcare setting.
· Knowledge and experience of policies and procedures relating to Child Protection, health and safety, equal opportunities and
confidentiality.
	· Knowledge and experience of the School Food Standards

	Skills
	· Demonstrably responsible, honest and reliable
· Able to work flexibly
· Good communication and organisational skills (written and oral)
· Customer friendly nature with a tactful, professional and flexible approach
· Able to build positive relationships with children and their families
· Able to instill good manners and an enjoyable mealtime experience with children
	· Methodical and organised approach to work
· Creativity in order to make After School Club a relevant and engaging experience for children
· Able to work across Trust schools in the interest of the welfare of children

	Personal attributes
	· Able to maintain confidentiality
· Flexible and responsive to change
· Self-motivated and pro-active
· Appropriate levels of personal presentation
· Good sense of humour
· Diplomatic and resourceful
· Positive/can do approach
· Good time keeping and attendance
· Loyalty – act as an ambassador for the Trust with visitors and all members of Trust community
	

	Values
	· Commitment to school’s aims and values
· Commitment to continuous personal development
· Honest and reliable, displays integrity and commitment to the Trust
· Champion for children – establish positive relationships with Trust children, their families and staff so that pupils see all staff groups as
integral and vital parts of the school family
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