St Ralph
y Sherwin

Catholic Multi Academy Trust

St Mary’s Catholic Voluntary Academy
Kids Club (Before and After School Club) Job Description

Job Details

School Name St Mary’s Catholic Voluntary Academy

Job Title Before and After School (Kids Club) Manager

Grade Band 5 (19-24)

Primary Purpose e To be responsible for the provision of Before and After School Club
of Job for school age children (3-11)

Responsible to Head Teacher

Principal » The day-to-day management of the club’s staff and resources within
Responsibilities the agreed Ofsted Inspection standards, policies and procedures.

* Planning, preparing and delivering quality play opportunities within a
safe and caring environment.

» Ensuring the provision of high-quality childcare and appropriate play
opportunities for all children attending the school club setting.

» Liaison with parents and other appropriate agencies.

* Implementation and monitoring of necessary policies, risk
assessments and Food Hygiene compliance

* Supplying the Head Teacher with reports describing the club’s
activities.

» To supervise the Playworkers and ensure the provision of high-
quality childcare.

» To be responsible for the safeguarding of children attending St
Mary’s Kids Club.
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Main Duties

1. To provide support and a safe and secure environment for all children including those with
additional requirements.

2. To take all steps necessary in order to ensure the safety and well-being of the children and
members of staff for whom you are responsible.

3. In collaboration with colleagues, to plan and provide a high quality, safe plan and care
environment for children during club hours.

4. Arrange for the preparation and provision of healthy snacks/breakfast to children who
attend the club having due regard to appropriate Health & Hygiene and Health and Safety
regulations.

5. To meet legal requirements of the EYFS framework and the requirements of the Childcare
Register.

6. In collaboration with the Head teacher to implement and review a range of policies as they
apply to the club and as legally required.

7. To ensure that all colleagues, children and parents are fully informed with regard to all
policies and their implementation.

8. To establish good working relationships with the parents of children who attend the club.

9. Hold regular staff meetings.

Main Duties

10.  To direct, supervise and monitor the work carried out by the members of staff for whom
you are responsible.

11.  To carry out day to day administration, record keeping, ordering and purchase of materials
and equipment and stock control.

12.  To be responsible for day-to-day administration including the online booking system.

13.  To work closely with members of the school’s staff in order to achieve a smooth transition
between school and the club activities and to ensure that a common ethos is established
and promoted between school and club.

14.  To take responsibility for appropriate parts of the school’s premises during club activities
and work closely with the school’s site team.

15.  To promote the club at school events for example during ‘new intake parents’ meetings

16. To provide support and a safe and secure environment for children with additional needs,
i.e. autism, ADHD or a physical disability, after appropriate training.

17.  To hold or obtain a qualification in Paediatric First Aid and Food Hygiene and be hold an
understanding of health and safety legislation relevant to childcare.

18.  To promote the club in the local community.

19. To work alongside the Office Manager in attending a termly report to the Headteacher

outlining the progress of the club.
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20. Administering first aid when necessary.

21.  To carry out all of the above duties with full regard of and commitment to equal
opportunities for all children.

22. To work flexibly for the needs of the role
23. Undertaking appropriate and relevant training.
24. Monitoring and maintaining a health, safe and secure working environment.

25.  Working within the framework of the school and Before and After School Club’s policies
and procedures.

The post holder may reasonably be expected to undertake other duties commensurate with the
level of responsibility that may be allocated, at the discretion of the Head Teacher and to meet the
needs of the school.
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St Mary’s Catholic Voluntary Academy
Kids Club (Before and After School Club)
Person Specification

Job Details

School Name gt \jary’s Catholic Voluntary Academy

Job Title Before and After School (Kids Club) Manager
Grade Band 5 (19-24)
Stage One

The minimum essential requirements for the above post are as follows. Please try to show in your
application form, how best you meet these requirements. Disabled candidates are guaranteed an
interview if they meet the essential criteria.

1.

2,

10.

11.

12.

Skills and Knowledge

To be reliable, trustworthy, and punctual.

Understanding of child development and the importance of
play

Ability to provide and facilitate a range of appropriate and
creative play and care activities in a safe and stimulating
environment

Ability to respond to and meet children’s individual needs

Ability to build positive relationships and communicate with
children and adults

Understand current legislation and quality practice with regard
to Out of School Care Clubs

Awareness of safeguarding principles and safe working
practices

Ability to respond calmly to challenging situations

Experience of leading a team - Ability to delegate tasks and
monitor standards.

Competence in maintaining accurate records (attendance,
incidents, medication, etc.)

Ability to promote the club within the local and wider
community

Willingness to work closely with parents/carers

Method of Assessment

Application Form / Interview

Application Form / Interview

Application Form / Interview

Application Form / Interview

Application Form / Interview

Application Form / Interview

Application Form / Interview

Application Form / Interview

Application Form / Interview

Application Form / Interview

Application Form / Interview

Application Form / Interview
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13.

14.

Understanding of and the ability to work with children with

behavioural difficulties, SEN/disabilities

Willingness to undertake appropriate training as necessary

Skills and Knowledge

15.

16.

17.

18.

Knowledge of EYFS, undertaking observations and liaising
with reception class teachers

Understanding of/ability to meet the needs of the local
community

Displays commitment to the protection and safeguarding of
children and young people

Ability to recognise when pupils are in danger of risk or harm
and know what actions to take to protect them, in accordance
with school procedures

Application Form / Interview

Application Form / Interview

Method of Assessment

Application Form / Interview

Application Form / Interview

Interview

Interview

Experience, Qualifications and Training

1.

Holder, working towards or willing to work towards an NVQ
Level 3, BTEC Level 3 or equivalent in Playwork. Childcare

Holder of GCSE Mathematics and English qualification
Grades A-C or 9-4 or the equivalent

Experience of working with children and young people in a
management position

Method of Assessment

Application Form

Application Form

Application Form /
Interview/References

Work Related Circumstances

1.

The ability to identify risk to self and others when undertaking
work activities and appropriate actions needed to minimise
risk

Ability to work flexible hours where required and attend
related meetings

This post is subject to an enhanced disclosure and a barred
list check from the Disclosure and Barring Service.

Method of Assessment

Interview

Interview

Application Form /
Certificate
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