VICARAGE PRIMARY SCHOOL				JOB SPECIFICATION
___________________________________________________________

Title of Job:	 Extended Schools Leader		Grade:	Scale 6
		
Job No (s): 							Department:	Education

Section:	Administration				Service:
___________________________________________________________
JOB DESCRIPTION
___________________________________________________________
PERSON REPORTS TO:	School Business Manager
___________________________________________________________
PURPOSE OF JOB:	To ensure the provision of high quality care for children at breakfast, lunch and after school clubs.
___________________________________________________________

DUTIES AND RESPONSIBILITIES

Breakfast Club – 7.30am – 8.45am
1. To be the lead person for breakfast club staff and arranging cover for staff absence.
2. Being responsible for the supervision of pupils during their breakfast, in the dining hall, about the school premises and in the play areas.
3. To apply the school behaviour policy to effectively manage children and resolve any incidents, enabling all children to enjoy their breakfast.
4. Assisting as directed, with arrangements for the administration of the taking of breakfast and supporting the school’s policies regarding a healthy breakfast provision.
5. Organise the space and resources to create a welcoming, relaxed and informal environment.
6. Plan and coordinate activities and games to interest and stimulate the children, encouraging a healthy lifestyle.
7. Liaise with parents/legal guardian communicating effectively under the guidance of the School Business Manager.
8. Record attendance on a daily register and record payments from parents/legal guardian, ensuring outstanding monies are paid.
9. Note any information passed on from parents/legal guardian on to relevant senior members of staff.
10. Knowledge of Health and Hygiene regulations.




Lunchtime Clubs – 12.00pm – 1.15pm
1. To work with the School Business Manager to develop a varied programme of activities as part of the lunchtime play.
2. To organise and oversee the operation of lunchtime clubs, ensuring fair practice on pupil selection.
3. To work with play leaders and the school council to ensure that children have their contribution to the running of lunchtime clubs.
4. To liaise with early help lead to ensure smooth running of lunchtime club
5. Responsible for ensuring all equipment and areas are available and safe.
6. To organise ‘wet’ lunchtime activities with leadership team.
7. Attend relevant meetings and trainings to develop and skills and practice.
8. To hold a lunchtime club with a small group, engaging and being proactive with pupils

After School Clubs – 3.20pm – 4.40pm
1. To recommend and discuss with the School Business Manager the overall direction of the out of school hours clubs and nature of opportunities to be offered at the school. Providing a wide range of indoor and outdoor play, care and educational activities.
2. To determine the needs of the school and pupils when outsourcing external delivery of after school/lunchtime clubs.
3. To propose a number of options to achieve long term cost effective sustainability of the after school club provision working alongside the School Business Manager and senior members of staff.
4. To be the point of contact for a number of external tutors appointed to deliver extended services. 
5. To identify and secure opportunities for additional funding, to support the development, implementation and sustainability of the clubs.
6. To ensure parents/legal guardians are aware of all club joining rules and fair practice is used on pupil selection. Be responsible for all marketing, promoting and communication with families and the community.
7. To keep a daily register of each club and ensure all money collected is recorded. 
8. To maintain the update of all timetables.

General
1. To safeguard children and ensure and promote their health and safety.
2. Promote the social and emotional development of children.
3. To deal appropriately with the management of children’s behaviour within our behaviour policy.
4. To assist with setting up, preparing and clear away after all meals and activities.
5. To administer prescribed medicines to children and keep appropriate records. Also administering any basic first aid for minor injuries.
6. To be aware of the physical safety and well being of the children and to record all accidents to children or self in the accident book. 
7. Provide administration/reception support in the office as well as website.
8. To be able to cover any supervision of clubs and cover reception.
9. Proactively being involved as/when required with all extended schools activities, including tuck shop.
10. To perform such other duties, within the competence of the post holder which may be required from time to time by senior members of staff.


Name _______________________________________________________


Signed______________________________________Date_____________
































Person Specification – Extended School Club Leader
Ap – Application Form	SP – Selection Process	Ref – Reference

	Specification
	Essential/Desirable
	Method of Assessment

	QUALIFICATIONS

	GCSE C grade or higher (or equivalent) in Maths and English and A level equivalent study
	E
	Ap

	Evidence of continuous professional  development
	E
	Ap

	Degree
	D
	

	EXPERIENCE

	Experience of working in a Primary school environment
	E
	Ap / Sp

	Experience of any club management work
	E
	Ap / Sp

	Experience of working in a multicultural environment
	E
	Ap / Sp

	Experience of initiating new ideas and activities
	D
	AP / Sp

	SKILLS

	Excellent communication and interpersonal  skills
	E
	Ap/Sp

	Ability to work independently, demonstrating initiative
	E
	Sp

	Ability to develop and maintain efficient record keeping/management information systems, providing accurate records and reports as required
	E
	Ap/Sp

	Knowledge of a variety of ICT systems including Excel, Word, Publisher
	E
	

	Ability to reconcile priorities, work to tight deadlines and problem solve
	E
	Sp / Ref

	Receptive to new ideas, approaches and challenges
	E
	Sp / Ref

	An ability to communicate effectively with teachers, students, parents and multi agencies
	E
	Sp / Ref

	An ability to work autonomously and as part of a team
	E
	Sp / Ref

	Good organisation, time management, communication and interpersonal   skills
	E
	Sp / Ref

	Good research and planning skills
	D
	Sp / Ref
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