WHITEHOUSE COMMON PRIMARY SCHOOL

JOB DESCRIPTION:

BEFORE AND AFTER SCHOOL CARE MANAGER
SALARY GRADE:

GR3 




   

NAME
:







________________________________________________________________________


1. Job Purpose

1.1 To lead and be responsible for day to day management of before and after school care, providing care and play opportunities in a safe and secure environment
2. Key Responsibilities

2.1 To lead the day to day management and organisation of the Happy Hometime Club (HHTC) and wrap around care across the school within the agreed Local Authority and Inspection standards, utilising the schools policies and procedures, where appropriate
2.2 To ensure and provide care, play opportunities and activities in a safe and secure environment, with regard to the individual needs of children

2.3 To ensure and provide full care for children, including the provision of snacks to those children who require it

2.4 To manage and lead a team of staff to deliver high quality creative play opportunities in a safe and caring environment 

2.5 To be responsible for the day to day administration, record keeping, ordering and purchasing of equipment, supplies and resources

2.6 To be responsible for administering bookings and fees

2.7 To manage agreed budgets

2.8 To be responsible for setting up and clearing away at the beginning and end of each session

2.9 To liaise with parents, school and other agencies as appropriate and encourage parental involvement and support of the HHTC and wrap around care.
2.10 To be responsible for the planning and development of all wrap around care in line with the Management Committee’s requirements as requested.
2.11 To be responsible for the planning and development of any other extended school provision in line with the Governors requirements as requested including the organisation of holiday provision if required.
2.12 To ensure quality assurance and to attend team and Management Committee meetings as requested

2.13 To be a Designated Safeguarding Lead having completed all the relevant training

2.14 To be aware of Personal Care and implement health and safety procedures in relation to equipment used, activities undertaken and preparation of food on the premises

2.15 To provide equality of opportunity to all within the out of school club environment, including children, staff and parents

2.16 To ensure confidentiality of any information received and work with the remit of the Data Protection Act

2.17 Individuals have a responsibility for promoting and safeguarding the welfare of children and young people he/she is responsible for or comes into contact with.
2.18 To ensure all tasks are carried out with due regard to Health and Safety

2.19 To undertake appropriate professional development including adhering to the principle of performance management and ensure that all mandatory training is undertaken
2.20 To adhere to the ethos of the school 

2.20.1 To promote the agreed vision and aims of the school

2.20.2 To set an example of personal integrity and professionalism

2.20.3 Attendance at appropriate staff meetings and internal events and meetings
2.21 Any other duties as commensurate within the grade in order to ensure the smooth running of the Before and After Care provision
2.22 To maintain confidentiality and security of information at all times and be aware of the requirements of data protection
2.23 Observation of the City Council’s equal opportunities policy will be required.

2.24 Any other duties as commensurate within the grade in order to ensure the smooth running of the school.
3. Supervision Received

Supervising Officer’s Job Title:
HHC Project Manager (responsibility delegated by Management Committee)

Level of supervision:
1.
Left to work within establishment guidelines subject to scrutiny by supervisor

2.
Plan own work to ensure the meeting of defined objectives 
4. Special Conditions

4.1 None
5. REVIEW AND AMENDMENT

This job description will be reviewed annually.  It may be amended at the request of the Headteacher or the post holder, after full consultation.  It will be signed if agreement is reached.
6. COMPLAINTS

If, following review and amendment, agreement is not reached; the appropriate procedures should be used for the settling of any disputes.
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