Job Description
	Job Title:
	Wraparound Club Lead

	Grade:
	3

	Hours:
	2:45pm – 5:30pm Monday – Friday,
13 hours 45 minutes per week.

	Contract:
	Permanent

	Weeks:
	Term Time Only (TTD included)

	Responsible to:
	Headteacher / Office Manager / School Admin Wraparound Lead



Job Purpose
To be responsible for the safe and effective day-to-day running of the school’s wraparound provision, ensuring a safe, caring and stimulating environment for pupils. The postholder will work closely alongside the School Admin Wraparound Lead to support the smooth operation of the provision, including organisation of activities, communication with parents, food ordering, stock monitoring and ensuring appropriate safeguarding and health and safety procedures are followed.
Main Duties & Responsibilities:
1. Supervise pupils attending the wraparound club, ensuring an acceptable level of behaviour, safety and wellbeing is maintained at all times.
2. Plan and organise suitable indoor and outdoor activities for pupils attending the club.
3. Prepare and organise resources and equipment required for the daily running of the provision.
4. Work closely alongside the School Admin Wraparound Lead to support the smooth operation of the wraparound provision.
5. Maintain accurate daily registers and records relating to attendance, accidents and incidents.
6. Check emails regularly and respond to parent queries where appropriate in a professional and timely manner.
7. Communicate effectively with parents, carers and school staff regarding pupil welfare and club arrangements.
8. Be responsible for ordering food and refreshments for the club as required.
9. Monitor stock levels of food, cleaning products and activity supplies and report shortages promptly.
10. Ensure food hygiene standards are maintained at all times.
11. Set up the club environment and resources ready for the morning session.
12. Report any health and safety concerns promptly to the appropriate member of staff.
13. Follow safeguarding, fire and evacuation procedures and ensure pupils remain safe at all times.
14. Administer basic first aid where qualified to do so and maintain records where necessary.
15. Undertake ancillary duties including tidying activity areas, wiping tables and maintaining a safe environment.
16. Attend meetings and training as required.
17. Any other duties and responsibilities within the range of the salary grade.
This school has a responsibility for, and is committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults, and requires all staff and volunteers to share this commitment.
All duties and responsibilities must be carried out with due regard to the School’s Health and Safety Policy.
Post holders will be accountable for carrying out all duties and responsibilities with due regard to the School’s Equal Opportunities Policy.
Duties which include processing of any personal data must be undertaken within GDPR guidelines.


Person Specification
	Knowledge
	Understanding of good quality childcare and wraparound provision.

	Skills and Abilities
	Able to provide safe and creative play.
Able to communicate effectively with pupils, parents and staff.
Able to maintain accurate records and respond professionally to parent queries.
Able to organise activities and supervise pupils effectively.
Able to work independently and use initiative.
Able to follow safeguarding, fire and evacuation procedures.
Able to identify and report health and safety concerns.
Able to monitor supplies and organise food orders.

	Experience
	Experience of working with primary-aged children in a school, childcare or wraparound setting.

	Educational
	A willingness to attend meetings and training.
Paediatric First Aid qualification or willingness to undertake training.

	Special Requirements
	This post is exempt from the provisions of the Rehabilitation of Offenders Act 1974. A Criminal Record Disclosure will be required prior to appointment.
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