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Free Breakfast Club Manager Job Description
Duties and key result areas:
The duties and responsibilities in this job description are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and extent of the post.
1. To support the Principal in ensuring the free breakfast club meets the standards set by OFSTED and the DFE for the free breakfast club adopters.
2. Work within the agreed policies and procedures to ensure a safe environment for children, staff and others.  This included the practice of regular fire drills.
3. To routinely risk assess the breakfast club provision to ensure a healthy, safe and secure environment is maintained
4. Have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures adopted by Ormiston South Parade academy.  Any safeguarding or child protection issues must be acted upon immediately by informing the senior designated people.
5. To be responsible for the day to day administrative and organisational needs of the provision.  To liaise with the school Business Manager/Admin lead, ensuring records are properly maintained e.g. daily attendance registers, accident forms and incident log and correspondence is passed to parents and to the office.
6. To take responsibility for drawing up weekly plans and menus which ensure that all children and Early Years Foundation children are working towards areas of development.
7. Weekly plans and menus are to be shared with the line manager on a weekly/fortnightly basis.
8. To administer First Aid as appropriate.
9. To plan, prepare and provide care and play opportunities appropriate to the needs, interests and developmental stage of each individual child.
10. To organise working systems and to effectively supervise staff on a daily basis.
11. To provide support, supervision and to arrange staff cover depending on the attendance of out of school club.
12. To consult with team members, children and parents and involve them in the planning of activities and snacks.
13. To ensure the refreshments are provided that meet the required standards of hygiene, health and safety.
14. To undertake statutory training as required and additional training as agreed to meet continuous professional development needs.
15. To liaise with the Principal, Governors, OFSTED and any other professionals as deemed necessary to ensure that all legal and statutory requirements are implemented and provide reports as required.
16. To carry out all activities and responsibilities within a framework of equal opportunities.
17. To meet with the Principal/Business Manager of a half termly basis and more frequently if necessary.
18. To support with the statutory returns to the DFE as required.
19. To undertake any other reasonable duties in accordance with the out of school club provision.
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