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Belonging, Believing, Building to be the best we can be for ourselves and for others
JOB DESCRIPTION

Job Title:  Extended Services Supervisor 
Service/School:  Bampton CE Primary	

MAIN PURPOSE OF THE JOB:

To be responsible for the planning, day-to-day organisation and operation of the club, providing high quality play opportunities and care for children in an inclusive environment, and in accordance with the school’s ethos and procedures.

MAIN DUTIES:

·  To plan and provide care and creative play opportunities in consultation with children, in accordance with Play work Principles and relevant childcare legislation.
·  To ensure that children’s individual needs are recognised, and to engage them in establishing and maintaining boundaries for their behaviour.
· To ensure that the club is a safe environment for all, that equipment is well-maintained, standards of hygiene are high and food safety policies adhered to, safety procedures are implemented and risk assessments, fire drills/evacuation procedures are carried out effectively.  This also applies to trips and other off-site activities.
· To organise the handover/collection of children to/from other areas of the school where applicable and ensure their safe handover to parents/carers at the end of the day.  
· To ensure that food and drink is provided that promotes healthy eating and complies with current school food guidelines and food safety legislation.
· To carry out day to day administration, record keeping, planning and promotion of play opportunities and create orders.
· To work as part of the whole school team and liaise with relevant school staff. 
· To ensure correct procedures are followed for the administration of first aid and medication.
· To participate in play work and other relevant training and development activities.
· To establish constructive relationships and communicate with parents/carers, other professionals, and childcare/play-related agencies.
· To develop and review policies, procedures and good working practice, in consultation with the headteacher and work within agreed policies and procedures.
· To undertake other duties, appropriate to the grade, as may reasonably be required by the headteacher.


For all staff - You have specific responsibilities under Health & Safety legislation to ensure that you:
· Take reasonable care for your own health and safety and that of others affected by what you do, or do not do
· Co-operate on all issues involving health and safety
· Use work items provided for you correctly, in accordance with training and instructions
· Do not interfere with or misuse anything provided for your health, safety or welfare
· Report any health and safety concerns to your line manager as soon as practicable
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