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Job Description for After School Club Manager

Wrappers is Harvington CE First and Nursery School’s after school club.  
Main duties and responsibilities include
· Supervising a team of play workers, directing the work of staff based at the after school “Wrappers” club.  Organising activities and inducting new staff members.
· Working with all staff to provide care, as well as play opportunities and activities in a safe, nurturing and fun environment.
Management and administrative duties and responsibilities include
· Manage the staffing requirements of After School Club, ensuring suitable staffing ratios.
· Plan a variety of activities for the children, considering their interests, needs and ages. 
· Liaise with the children to implement daily activities.
· Maintaining records relating to the After School Club in accordance with data protection and freedom of information legislation/regulations. 
· Promoting and marketing the School After School Club to maintain occupancy and revenue streams. 
· Developing professional working relationships with the school and all relevant professionals and authorities. 
· Monitoring and evaluating the quality of the After School Club’s service.
· Maintaining working relationships with other site users. 
· Ensuring that all staff work within the policies, guidance and procedures of the school. 
· Taking responsibility for personal professional development, including participation in annual appraisals and any necessary training. 
· Carrying out any other duties that would enhance the work of the school’s extended day services. 
Health and safety duties and responsibilities include: 
· Maintaining an up-to-date knowledge of health and safety legislation/legal guidance. 
· Working with the team to provide a small meal/snack to the children during the club. 
· Undertaking the appropriate risk assessments for After School Club, where necessary. 
· Ensuring that adequate standards of safety and hygiene are maintained throughout After School Club, including the completion of appropriate risk assessments, and the recording and reporting of hazards and incidents. 

Safeguarding duties and responsibilities include: 
· Maintaining an up-to-date knowledge of child protection and safeguarding legislation/legal guidance. 
· Having due regard for safeguarding and promoting the welfare of children and young people, and for following the child protection procedures adopted by the School. 

General duties and responsibilities include: 
· Contributing to the quality assurance process of the school and the After School Club. 
· Contributing to the development of the school improvement plan and to the fulfilment of its objectives. 

Qualifications/training
· NVQ Level 3 in childcare and education or equivalent.
· First Aid training or a willingness to become trained
· Food hygiene training or a willingness to become trained










Name:	…………………………………………………….  Signed: ……………………………………………………...

Signed: …………………………………………………… (HT) Date…………………………………………………….

Together we love, learn and grow
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