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Southwark Diocesan Board of Education

St. Paul’s C. of E. Primary School
Orchard Road, Chessington, KT9 1AJ
Headteacher: Mrs. Emily Evans

Job Description for a Wraparound care Leader
Main Purpose of the Job: To lead and manage the school’s wraparound care provision, providing a safe, stimulating, and nurturing environment for pupils before and after the formal school day.

Duties and Responsibilities:
Club Leadership & Activities
· Plan, organise, and deliver a seasonal programme of high-quality activities that meet the needs of all children.

· Supervise children to ensure their safety and wellbeing at all times.

· Prepare and serve healthy snacks and breakfast in line with food hygiene standards.

· Manage the transition of children between the club and their classrooms.

· Take on the role of Deputy DSL alongside the Headteacher. 

· Direct and manage other staff supporting the wraparound care. 

Communication & Admin
· Deal with face-to-face and telephone enquiries from parents/carers in a professional manner.

· Maintain accurate registers and records, including medical and dietary requirements.

· Liaise with the School Business Manager regarding bookings and administrative requirements.

Health, Safety & Safeguarding
· Act as a designated First Aider for the club duration.

· Ensure all equipment and play areas are safe and well-maintained.

· Follow all school policies, particularly regarding Safeguarding, Equality, and Health and Safety.

· Maintain a high degree of confidentiality regarding pupils and their families.

This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so construed.[image: image4.png]-
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