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Job Description

Title of Post:      Out of School Club Leader 
Contract Type:  Permanent, Part-Time, TTO, 16.25hrs/wk
Salary Scale:	   SCP 7-11
Responsible to: School Business Manager
Start Date:         As soon as possible

Main Purpose of the Role
The role of Out of School Care Club Leader is to plan, manage, and deliver safe, engaging, and age-appropriate activities for children outside of regular school hours. The role also involves managing day-to-day operations, staff, and resources, while also ensuring adherence to both Trust and School level policies and procedures.
Key Responsibilities

Leadership and Management
· Lead and manage the day-to-day running of the out of school club (breakfast and/or after-school).
· Supervise and support club staff, ensuring a high standard of care and play opportunities.
· Monitor and evaluate the quality of provision and implement improvements where needed.

Safeguarding and Wellbeing
· Ensure the safety, welfare, and well-being of all children at all times.
· Implement and follow safeguarding policies and procedures, reporting any concerns promptly.
· Maintain accurate records of attendance, incidents, and accidents.
· Administer basic first aid and manage medical needs, in line with school policy.

Planning and Delivery
· Plan and deliver a range of stimulating, inclusive activities appropriate to the children’s age and interests.
· Ensure the environment is welcoming, safe, and engaging for all children.
· Promote positive behaviour and manage any behavioural issues in line with school policies.

Communication and Partnership
· Build positive relationships with children, parents/carers, and school staff.
· Communicate effectively with families regarding children’s participation and well-being.
· Liaise with the school leadership team to ensure the club aligns with the school's ethos and expectations.
· Maintain stock of resources and order supplies as needed within the agreed budget.

Health, Safety & Safeguarding
· Ensure a safe and inclusive environment, supporting Care Club staff to implement effective behaviour strategies.
· Be vigilant to safeguarding concerns and report in line with school policies and statutory guidance.
· Promote positive wellbeing, attendance, and punctuality across the inclusion cohort.
Professional Development
· Engage in ongoing professional learning and leadership development.
· Model high expectations for professional conduct, equality, and respect.
· Lead by example, fostering a culture of collaboration and continuous improvement.
Communication & External Relationships
· Communicate effectively with children, staff, parents, and professionals, adapting style for different audiences.
· Ensure timely and transparent information-sharing across stakeholders.
Working Conditions & Expectations
· Willingness to work flexibly, including occasional meetings or training outside normal school hours.
· This role may involve periods of standing, movement, or light lifting (e.g. of resources).
· Regular contact with parents is required.
Special Conditions
· Appointment subject to an enhanced DBS check and safer recruitment procedures.
· No contra-indications in personal background or criminal record indicating unsuitability to work with children or vulnerable groups.
· Must be legally entitled to work in the UK.
Other Duties
· This job description may be amended at any time in consultation with the post holder. It outlines the key responsibilities expected but is not exhaustive. The post holder may be required to carry out additional duties reasonably requested by the Headteacher.
Recruitment and Selection Policy Statement
· The Academy’s Board of Governors is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

· This post is subject to the satisfactory completion of a six-month probationary period.

Person Specification for the Role of Out of School Care Club Leader
The Local Governing Board of Burley Oaks Primary School and Trustee Board of Moorlands Learning Trust are determined to ensure that the school remains one which has the highest aspirations and provides excellence for all within its community and operates in line with the vision and values of the school and Trust.  Click here for further information about our school and here for further information on Moorlands Learning Trust. 
The successful applicant will have the following qualifications and characteristics:

	
	ESSENTIAL (E) / DESIRABLE (D)

	EXPERIENCE:
	· Experience of working with school aged children or young people from a variety of backgrounds, including disabled children and children from disadvantaged minority groups, in a school/play/childcare setting (E)
· Experience of supervising or managing staff (D)
· Experience of working in a team situation (E)
· Provide evidence of having previously spoken fluently to customers at an Intermediate Threshold Level (E)


	QUALIFICATIONS/
TRAINING:
	· GCSE English and Maths or equivalent e.g. Adult Literacy/Numeracy at level 1. (E)
· A qualification in childcare, playwork or early education to at least NVQ 2 or equivalent and working towards/prepared to achieve a NVQ3. (D)
· Qualifications relating to the post e.g. Health, Food Hygiene and first aid qualification. (D)
· Willingness to participate in development and training opportunities. (E)

	KNOWLEDGE/ SKILLS:
	· Will have knowledge of relevant legislation. (D)
· Knowledge of Food Hygiene, Health and Safety, First Aid, Lifting and Handling and Fire Prevention. (D)
· Excellent communication skills. (E)
· Excellent numeracy/literacy skills. (E)
· An understanding of the needs of a multicultural society. (D)
· An understanding of the issues relating to pupils who have additional learning needs, more able and special educational needs. (D)
· Knowledge of childcare. (E)
· Knowledge of child development. (E)
· Knowledge and commitment to schools Equality policy. (E)
· Ability to relate well to pupils and adults. (E)
· Ability to work constructively as part of a team. (E)
· Ability to remain calm under pressure. (E)
· Demonstrate a commitment to working with children of the relevant age. (E)

	
	· Demonstrate good co-operative, interpersonal and effective listening skills. (E)
· Maintain confidentiality in matters relating to the school, its pupils, parents or carers. (E)
· Ability to perform all duties and tasks with reasonable adjustments where necessary. (E)
· Ability to cope with the requirements of the post, which will include working with pupils who have emotional/ behavioural/physical difficulties (E)
· In line with the Immigration Act 2016; you should be able to demonstrate fluency of the English Language at an Intermediate Threshold Level. (E)



	
Moorlands Learning Trust is committed to the protection and safeguarding of children and young people in our recruitment procedures and in all our work across and beyond school.  The Trust fully adheres to statutory guidelines in respect to safer recruitment.  

All posts involving direct contact with children are exempt from the Rehabilitation of Offenders Act 1974. However, amendments to the Exceptions Order 1975 (2013 & 2020) provide that certain spent convictions and cautions are 'protected'. These are not subject to disclosure to employers and cannot be taken into account. Guidance and criteria on the filtering of these cautions and convictions can be found on the Ministry of Justice website.

All offers of appointment are conditional until satisfactory completion of the mandatory pre-employment checks.
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