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	CITY of SHEFFIELD

JOB DESCRIPTION

	CHILDREN AND YOUNG PEOPLE’S DIRECTORATE
	This authority / school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

	SCHOOL
	Carfield Primary School

	POST TITLE
	AFTER SCHOOL CLUB CO-ORDINATOR

	ROLE PROFILE
	LD3.5

	JOB NUMBER
	SCH/ES/LD/003/P

	GRADE
	5

	RESPONSIBLE TO
	HEADTEACHER

	RESPONSIBLE FOR
	Extended Schools Team

	HOLIDAY AND SICKNESS COVER
	

	PURPOSE OF JOB
	TO CO-ORDINATE THE DEVELOPMENT AND IMPLEMENTATION OF THE AFTER SCHOOL CLUB IN LINE WITH THE AIMS OF THE EXTENDED SCHOOLS AGENDA. TO MANAGE THE ASC, INCLUDING ALLOCATION AND MONITORING OF WORK, APPRAISAL AND TRAINING. TO CO-ORDINATE THE PLANNING AND DELIVERY OF ANY HOLIDAY CLUB, BREAKFAST CLUB AND AFTER SCHOOL CLUB


	
	


	JOB DESCRIPTION FOR POST OF:-  AFTER SCHOOL CLUB CO-ORDINATOR

	

	SPECIFIC DUTIES AND RESPONSIBILITIES


The postholder must at all times carry out his/her duties and responsibilities within the spirit of City Council and School Policies and within the framework of the Education Act 2002, and School Standards and Framework Act 1998 with particular regard to the statutory responsibilities of the Governing Bodies of Schools.

MAIN DUTIES & RESPONSIBILITIES

1. Support the development and implementation of the vision, policy framework and delivery plan for CASC.
2. Work under the direction of the Headteacher to develop and deliver activities that enrich and enhance the After School Care of the children, ensuring the delivery of creative play opportunities in a safe, caring environment.
3. Support the school in the implementation of their Extended Services delivery plan as concerns to After School Club, Breakfast Club and Holiday Club.
4. Undertake line management responsibilities with the help of the Headteacher for After School Club staff, including recruiting / induction / appraisal / training / mentoring.
5. Keep accurate records of After School Club activities and provide monitoring and evaluation reports as required. Carrying out the day to day administration, record keeping, ordering, purchasing materials and equipment.
6. Being responsible for the day to day financial administration.
7. Working within an agreed budget.
8. Administering first aid as appropriate.
9. Encouraging parental involvement and support for the club.
10. Initiating close liason with parents, the school and other childcare and play related agencies.
11. Proactively seeking additional funds to support extended school activity and services including writing and submitting bids to relevant agencies and developing local partnerships, which will maximise funding options when necessary.
12. Assist in the dissemination of best practice and the celebration of success.
13. Comply with and assist with the development of policies and procedures relating to child protection, reporting concerns to an appropriate person.
14. Contribute to the overall ethos / works / aims of the school.
15. Commit to and undertake a programme of training and development relevant to the post, attending on core development days and attending meetings when appropriate.
All the above duties and responsibilities to be carried out in accordance with Sheffield City Council’s Policies, Standing Orders and current legislation with an emphasis on Customer Care, Equal Opportunities, Data Protection and Health and Safety.
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