
Wraparound Manager                                                              Job Description


At Exeter Learning Academy Trust, we are creating our future together - with ambition, kindness and courage at our heart. Together, we provide an exceptional education where every child belongs, feels connected, and leaves ready to shape a life of opportunity and choice.


	Job Title
	Wraparound Manager

	Grade
	D

	Hours 
	17.5 hours per week

	Contract
	Fixed term until 31st August 2027

	Reporting to
	Headteacher / Deputy Headteacher



Purpose of the job

To lead the day-to-day operation of the Wraparound Club, providing a safe, caring, inclusive and engaging environment for children aged 2–11 years. The role is responsible for ensuring high-quality play opportunities are available for all children, supporting their development through a wide range of creative and stimulating activities.

Key responsibilities:

Operational Management
· Take day-to-day responsibility for the effective running of the Wraparound Club 
· Ensure the provision offers a safe, secure, welcoming and stimulating environment for all children 
· Ensure the setting consistently meets or exceeds relevant Ofsted requirements and standards 
· Organise staffing arrangements and ensure required ratios are maintained at all times 
· Arrange appropriate cover in cases of staff absence 
· Support the implementation and monitoring of school and Trust policies and procedures 
· Maintain accurate records and oversee the effective use of the wraparound booking system 
· Work with the School Business Manager to support the monitoring of payments and bookings 
· Ensure opening and closing procedures are completed appropriately 
· Promote high standards of care, behaviour, hygiene and professionalism across the provision 



Staff Leadership and Development
· Supervise and support the staff team during the daily operation of the Wraparound Club 
· Identify staff training and development needs and support ongoing professional learning 
· Lead team meetings, planning sessions and the sharing of training and best practice 
· Support and contribute to the professional growth and performance management process for staff within the setting 
· Ensure staff are appropriately trained and supported to deliver high-quality provision 
· Promote effective teamwork and positive working relationships across the provision 

Activity Planning and Play Provision
· Lead, direct or supervise safe, creative and age-appropriate play opportunities for children aged 2–11 
· Ensure activities are varied, engaging, inclusive and support children’s development and wellbeing 
· Work with staff to plan activities, themes and programmes across the provision 
· Support staff with organising resources, preparing activities and maintaining equipment 
· Encourage children to contribute ideas and participate in activity planning 
· Liaise with the school to support and complement wider themes of learning where appropriate 
· Promote inclusive practice to ensure all children, including those with SEND, can fully access activities and opportunities 
· Oversee the availability, suitability and organisation of play resources and equipment, including stock management 
· Maintain a high-quality environment that reflects and supports the needs of all children, including those from differing cultures, backgrounds and stages of development

Communication and Partnerships
· Develop and maintain positive relationships with parents/carers and act as a key point of contact for the provision 
· Communicate effectively with families through face-to-face conversations, telephone calls and email correspondence 
· Support parental involvement through positive and professional working relationships 
· Ensure clear communication between staff regarding children’s wellbeing, safeguarding, resources and operational matters 
· Work closely with school staff, leaders and external agencies where appropriate 
· Share good practice and collaborate with other Playleaders and Playworkers across the Trust as required 

Safeguarding, Health and Safety
· Maintain an up-to-date understanding of safeguarding and child protection legislation and guidance 
· Promote and safeguard the welfare of children and young people at all times 
· Follow the Trust’s safeguarding and child protection procedures and report concerns appropriately 
· Undertake initial assessments relating to safeguarding concerns or complaints and report outcomes to the Designated Safeguarding Lead 
· Ensure activities and play opportunities are delivered safely and in line with health and safety requirements 
· Complete and monitor risk assessments for activities and environments 
· Maintain appropriate standards of hygiene, cleanliness and food safety within the provision 
· Where food is provided, ensure it meets healthy eating guidance and food handling requirements

Other

· Follow all school policies, safeguarding procedures and the Trust Code of Conduct, reporting any concerns about the safety or wellbeing of pupils, staff, or visitors.
· Work responsibly and respectfully, promoting inclusion, maintaining confidentiality, and caring for the wellbeing of yourself and others.
· Stay committed to learning and improvement, taking part in training and contributing positively to school and Trust development, as well as attending team meetings. 
· Use resources thoughtfully, showing care for school property and the wider environment.
· This job description is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks the postholder may be required to undertake other duties appropriate to the level of the role, as directed. 










Person Specification

	[bookmark: _Hlk218766489]Criteria
	Essential
	Desirable

	Qualifications & Experience 

	· Hold an approved level 3 or above qualification
· Current First Aid certificate
· Previous experience in a playworker environment, working with school-aged children in a voluntary or paid capacity
· Knowledge of the relevant Ofsted requirements for the regulation of afterschool and breakfast clubs.
· Ability to supervise the setting on a daily basis, providing feedback to the school leadership team as required
· A commitment to the provision of high-quality childcare
· Ability to ensure minimum standards are maintained, as set by Ofsted
	· Previous experience in a leader or supervisory role, within a playworker environment
· Knowledge of the early Year curriculum.
· Experience in supervising staff
· Proven ability to oversee a successful playworker setting
· Experience in working with a school structure

	Knowledge & Skills

	· Knowledge of the importance of Health & Safety and Food Hygiene in the workplace
· Excellent communication skills, with children, colleagues, advisors and parents/carers
· Creativity in the provision of a stimulating and safe environment for the children
· Ability to delegate tasks to team members as appropriate
· Planning and cascading training to staff
· Open communication with staff to ensure consistently high levels of staff morale and motivation
	· Able to mentor, support and encourage other staff to maximise their creativity and enthusiasm
· Ability to demonstrate effective communication with children, parents, carers, advisory teams, community members, staff, and the school/ Head Teacher

	Personal Qualities 

	· Kind, compassionate and child-centred, creating environments where everyone feels valued and always acting in pupils’ best interests.
· Calm, steady and positive, offering a reassuring presence and helping others to feel confident and supported, even when things are busy or challenging.
· Collaborative and respectful, building trusting relationships while maintaining professionalism, discretion and confidentiality.
· Flexible, adaptable and proactive, responding to changing needs with good humour, taking initiative and seeing things through.
· Reflective, inclusive and open-minded, with a genuine commitment to learning, celebrating diversity and fostering a strong sense of belonging for all.
	· A positive approach to learning and gaining new skills through teamwork and training opportunities
· A positive approach to gaining further qualifications
· Completion of other relevant courses

	Other Factors
	· Satisfactory Safer Recruitment Checks
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