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	Employment details

	Job title
	Out of School Club Manager

	Reports to
	Headteacher/Local Governing Committee

	Hours of work
	Monday – Friday 
7.15-9am    3-6pm

	Salary/Scale
	Grade 8 (SCP 12-17)

	
Employees of Heaton Park Community Primary School have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children and young people and for ensuring that they are protected from harm. 


	Job Purpose
To manage the day-to-day running of the Out of School Club, providing a safe, engaging, and inclusive environment for children. The role involves leading activities, supervising staff, ensuring safeguarding standards are met, and maintaining positive relationships with parents and carers.

General Duties
· Lead the day-to-day management and overall organisation of the Out of School Club
· To provide line management to a team, directing work, supervising activities and supporting the induction of new staff
· Plan, organise, and deliver a variety of fun, educational, and age-appropriate activities 

· Ensure the safety, wellbeing, and safeguarding of all children at all times 

· Work with staff to ensure and provide care, play opportunities and activities in a homely, nurturing and safe environment with regards to the individual child

· Develop links with the available outdoor provision

· Maintain appropriate staff-to-child ratios in line with regulations 

· Manage daily registers, attendance records, and relevant paperwork 

· Communicate effectively with parents, carers, and school staff 

· Handle any behavioural issues in a calm and professional manner 

· Ensure the club environment is clean, safe, and well-maintained 

· Manage resources, equipment, and snack provisions. Liaise with the Headteacher regarding the ordering and purchasing of equipment

· Ensure compliance with relevant policies, including safeguarding, health & safety, and equal opportunities
· To effectively manage the occupancy of both clubs, manage the waiting list and offer of places. Promote and market the clubs effectively
· To take responsibility for own professional development, including participation in appraisal. Attend all necessary training to keep on top of developments relating to wrap around care



	Safeguarding: 
As an employee of The Collective Community Trust you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm.
Equality Diversity and Inclusion:
The Collective Community Trust is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.
Health and Safety:
The post holder is responsible for Employees Duties as specified with the School’s Health and Safety Policies.
Health and Wellbeing:
As an employee of The Collective Community Trust you should contribute to a culture that values and supports the physical and emotional wellbeing of yourself and your colleagues.

Any other duties deemed reasonable, as directed by the Headteacher. The specific nature and balance of these responsibilities will vary according to the needs of the school. It will be necessary to specify the curriculum and subject / aspect co- ordination responsibilities / teaching commitment to be undertaken by the post holder.

Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired.  (See paragraph 203 of Supplemental Conditions of Service)
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