	[image: image1.jpg]


JOB DESCRIPTION



	DIRECTORATE:

Children, School and Families
	NAME OF SCHOOL:

Greenleaf Primary School


	POST TITLE:

Breakfast Club and After School Club Manager 
	GRADE: 5

	RESPONSIBLE TO:   Head Teacher/Deputy Head Teacher
RESPONSIBLE FOR:  Breakfast Club and After School Club (Term Time Only)


	PURPOSE OF THE JOB:

The Breakfast Club and After School Club Manager plays a vital role in supporting and developing the social and emotional experiences of every child in our school. At Greenleaf, we recognise wrap around care as an essential part of the children’s experience, providing opportunities for the children, to eat a healthy breakfast and afternoon snack, have fun, develop confidence and interests whilst being safe and well-cared for. 
To oversee the care, safety, welfare and supervision of children during Breakfast Club and After School Club through both indoors and outdoors, ensuring that the whole experience is as positive as possible for all the children.
To supervise and line manage a group of Breakfast and After School Club Assistants.
To liaise effectively with parents and carers.




	MAJOR DUTIES AND RESPONSIBILITIES
· Planning, preparing and delivering quality play opportunities within a safe and caring environment. 

· Create timetable of activities for the week to meet the needs of the children.

· Providing comprehensive outstanding care for the children 

· Providing support and supervision to Breakfast Club Assistants and After School Club Assistants and providing rotas.
· Setting up the play space including moving furniture and play equipment. 

· Providing food and refreshments and ensuring that hygiene and health and safety standards are met. 

· Administering first aid where necessary. 

· Consulting with children and involving them in planning activities. 

· Holding staff meetings and conducting regular reviews and appraisals for staff.

· Administration and record keeping, including staff and child records, financial records, ordering and purchasing and working within an agreed budget.  

· Developing and maintaining good communication with all members of the club and, including Head Teacher and Deputy Head Teacher, parents and children

· Undertaking appropriate and relevant training.

· Monitoring and maintaining a healthy, safe and secure working environment.

· To interact positively in order to establish good relationships with all the children and other staff as necessary.

· To promote and support an inclusive environment, where all children feel safe to be themselves and as communicate effectively. 
· To support all children and school staff in the smooth running of the Breakfast Club and After School Club.
· To carry out daily risk assessment of the environment.
· At all times to work within the school’s policies with regard to:  Behaviour Management/Equal Opportunities/Safeguarding/Health & Safety/Anti-Bullying/Intimate Care/Confidentiality and Early Years Foundation Stage


	JOB ACTIVITIES RELEVANT TO BREAKFAST CLUB AND AFTER SCHOOL CLUB MANAGER:
· To carry out responsibilities under the direction of the Head Teacher/Deputy Head Teacher.
· To support and supervise children in the Breakfast Club and After School Club depending on the timetable and rota established.

· To always listen to children’s concerns and respond appropriately.

· To be alert for children who are at risk of bullying or being bullied and intervene in any disputes be they physical or verbal.
· To help children talk through difficulties and resolve and repair harm.
· To ensure that all children who suffer any injury or accident are dealt with appropriately and in accordance with the school’s agreed procedure.

· To report any serious concerns regarding children’s welfare or behaviour to the Head Teacher/Deputy Head Teacher, as and when they arise.
· To communicate successes, concerns and incidents with class teachers and other staff clearly and in a timely manner. 

· To work as part of a team to initiate and develop a range of inclusive and stimulating indoor and outdoor play opportunities (including in wet weather) for all children and to participate in the delivery of these play opportunities as required.

· Ensure provision of a safe play environment in which children are able to play freely.

· Ensure with other team members that a good, changing and varied supply of play materials and equipment are sourced, maintained and stored.  Report any worn, missing or damaged materials to the Head Teacher/Deputy Head Teacher.

· Allow children the freedom to play whilst supporting them through any difficulties they may experience in playtime.


	ADDITIONAL RESPONSIBILITIES:

· To participate in partnerships with colleagues, parents, children and outside agencies that support a whole school approach to play and physical activity within the school as required.

· To carry out any other duties relevant to the supervision of staff and children at, as requested by the Head and Deputy Head Teacher, in accordance with the LA conditions of service.

· To participate in any appraisal arrangement made by the school.

· To attend and participate in the regular training or meeting as required.

· The post holder will be subject to an Enhanced CRB check on appointment and every three years thereafter.


	EQUALITY OPPORTUNITY

The post holder will be expected to undertake all duties in the context of and in compliance with the school’s and council’s equal opportunities polices.
SAFEGUARDING CHILDREN

The school is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.  
The successful candidate will require an Enhanced CRB clearance.




Person Specification:

 Breakfast and After School Club Manager

	Essential Qualities:
	Desirable Qualities:



	· Appropriate Level 3 qualification 

· Experience working with 4-11 year olds 

· Experience of working in a supervisory or management capacity

· Experience of administration 

· The ability to work well with colleagues as part of a team.

· To communicate effectively with parents and carers.

· Delivering equal opportunities in a childcare setting 

· Understanding the varied needs of children and their families 

· A knowledge and understanding of child protection/safeguarding issues.
· Provide and facilitate safe and stimulating play 

· Proven leadership skills 

· Excellent communication skill together with sufficient understanding of the use of English to ensure the well-being of the children 

· Ability to work on own initiative, using judgement and common sense

· Familiarity with the Early Years Foundation Stage

· Be flexible and adaptable and able to act on initiative.
· A knowledge of Health & Safety issues, especially in relation to play and young children.
· Ability to plan and organise and to manage workload effectively.

· The ability to show a commitment to the inclusion of all children and an understanding of and commitment to equality of opportunity.
· Satisfactory Enhanced level Criminal Records Bureau check.
· Being willing to undertake relevant training as and when needed.

	· At least 2 years’ experience of working in a childcare setting

· Experience of budgeting 

· Competent in using IT to support play and club administration 

· Appropriate child protection training

· Current Paediatric First Aid Certificate 

· Food Hygiene Certificate 

· Recent safeguarding training


