‘ Central Learning Partnership Trust
\N& 5 JOB DESCRIPTION

OUT OF SCHOOL CLUB SUPERVISOR (PW044)

JOB PURPOSE

Oversee the team of Out of School Club Assistants to ensure the care of pupils is maintained at
all times, ensuring the health, safety and welfare of pupils around the academy and ensuring
behaviour management controls are maintained, under the direction of the named senior leader.

MAIN DUTIES AND RESPONSIBILITIES

e Ensure the smooth running of the out of hours programme including supervision of Out of
School Club Assistants

¢ Allocate and oversee tasks of the Out of School Club Assistants making arrangements for
cover where required; ensuring they receive relevant induction, training and support in
order to fulfil the requirements of their role

e To ensure a safe and stimulating play environment including planning and development of
activities which encourage children’s social, physical, intellectual, creative and emotional
development through play

e Oversee the implementation of organised activities, which meet children’s individual
developmental needs to encourage development of social skills and self-discipline, ensuring
that equipment and materials are effectively utilised and safely stored

¢ Have overall responsibility for the supervision of all designated areas, ensuring pupils are
assisted and to provide appropriate care and support to pupils ensuring their welfare and
hygiene needs are met

¢ Implement the academy’s behaviour policy and deal with the misbehaviour of any pupils
keeping the named senior leader informed of any issues

¢ Monitor all designated areas ensuring that any incidents or security breaches are reported
appropriately to ensure safeguarding of pupils

e Inthe event of any injuries deal immediately with the situation referring to the named senior
leader and following the academy policy and procedure

e To oversee the preparation and serving of basic meals ensuring that any special dietary
requirements for pupils are communicated to and are adhered to by the Out of School
Club Assistants.

e Ensure the safe transit of pupils

e Coordinate handover times including ensuring the effective transit of pupils to and from
classrooms and ensuring appropriate procedures are followed for collection of children at
the end of the session

e To be responsible for the maintenance of accurate records including pupil and staff
attendance

e Ensure adequate first aid treatment is available during out of hours provision, referring as
appropriate; contacting parents and completing necessary paperwork including logging on
appropriate systems as required.




Safeguarding Statement

In accordance with CLPT’s Safeguarding Policy and the document ‘Keeping Children Safe in
Education’, all staff have a duty of care to safeguard the health and safety and well being of all
students on school premises and when engaged in authorised school activities elsewhere. Staff
are inducted to follow policy and procedures to report any safeguarding concerns

Health and Safety

The jobholder is required to exercise their duty of care by taking responsibility for their own health
and safety, and the health and safety of other people who may be affected by their acts or
omissions (failure to act). Full guidance regarding health and safety is set out in the Trust’s Health
and Safety Policy, and in any risk assessments relevant to the jobholder’s role or circumstances.
Both can be accessed via the staff VLE and must be observed by the jobholder.

Confidentiality and Data Protection

The job holder is expected to comply with the provisions of the Data Protection Act 2018. Any
information that they have access to, or are responsible for, must be managed appropriately and
any requirements for confidentiality and security observed. Information must not be disclosed to
any person or Authority, for example a parent or the Police, without observing the correct
procedure for disclosure as set out in the Trust's Data Protection Policy. Nothing shall prevent you
from disclosing information which you are entitled to disclose under the Public Interest Disclosure
Act 1998 (as amended), provided the disclosure is made in accordance with the provisions of the
Act. The Trust’'s Whistleblowing Policy is available via the Staff VLE.

Equality and Diversity

CLPT is committed to equality and values diversity. As such the Trust is committed to fulfilling its
Equality Duty obligations and expects all staff and volunteers to share this commitment. The duty
requires the Trust to have due regard to the need to eliminate unlawful discrimination, harassment
and victimisation, advance equality of opportunity and foster good relations between people who
share characteristics, such as age, gender, race and faith, and people who do not share them.
The jobholder is required to treat all people they come into contact with, with dignity and respect,
and is entitled to expect this in return.

Training and Development

CLPT has a shared responsibility with the jobholder for identifying and satisfying training and
development needs. The jobholder is expected to actively contribute to their own continuous
professional development, and to attend and participate in any training or development activities
required to assist them in undertaking their role and meeting safeguarding and general
obligations.

Mobility

The jobholder may be required to transfer to any job appropriate to their grade at such a place as
in the service of the Trust may be required, in accordance with legitimate operational
requirements and / or facilitating the avoidance of staffing reductions




The Postholder is required to:

o Undertake a systematic study of practice with a consequent programme of self and
professional development to ensure that the necessary skill, knowledge and understanding are
kept up to date.

o Be aware of and comply with all school policies (available via the Staff VLE. It is important that
all staff keep up to date with current policies and any concerns are reported to the relevant
named persons without delay.

To promote equality, diversity and inclusion and demonstrate this within the role.

e To play a full part in the life of the school community, to support its distinctive mission, aims
and the ethos.

e To set an example of positive personal integrity and professionalism with appropriate
communications and relationships at all levels.

e To act as exam invigilator when required.

o To undertake such other duties which may be regarded as within the nature of the duties and
responsibilities for the grade of the post as defined and subject to any reasonable adjustments
under the Equality Act 2010. Any changes of a permanent nature will be incorporated into the
job description.

Endorsement:

This job description reflects the major tasks to be carried out by the job holder and identifies the
level of responsibility at which the jobholder will be required to work, as at the date on which the
last review took place.

This job description may be subject to review and / or amendment at any time to reflect the
requirements of the job. Any amendments will be made in consultation with any existing jobholder
and will be commensurate with the salary grade for the job. The jobholder is expected to comply
with any reasonable management requests.

Declaration
| accept this job description.

Print Name:

Signature:

Date:




