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AFTERSCHOOL CLUB SUPERVISOR
JOB DESCRIPTION 
Starting Date: 13th January 2020
Salary Range: NJC scales point 3 - 5 – depending on experience
Hours: 4pm until 6pm Monday to Thursday Term Time Only
KEY ROLE:
A capable and confident Afterschool Club Supervisor, responsible for caring of children and maintaining a high-quality, stimulating learning environment. Requires an approach that is warm and responsive, to work flexibly and effectively as part of a team to ensure the smooth running of the club.
Under the guidance of the Headteacher and Assistant School Business Manager, the post holder will be responsible for the running of after school provision.
This job description may be amended at any time following discussion between the headteacher and member of staff, and will be reviewed annually.

DUTIES AND RESPONSIBILITIES
1. Manage, supervise and support After School Club staff to ensure a high level of service for the children 
2. Attend and participate in meetings with the Assistant School Business Manager, Headteacher & Governors to ensure the smooth running of the club

3. Support the Assistant School Business Manager and Headteacher to draw up an annual After School Club Development Plan and help monitor progress 

4. To be aware of Mosaic Jewish Primary School’s policies and procedures and ensure these are adhered to 

5. Create a stimulating, clean and safe environment, including the outdoor area 

6. Create a detailed, weekly plan of play activities which are appropriate, varied and enjoyable, to support the development of children’s skills and experiences

7. Monitor and evaluate children’s responses to activities through observation evaluating and adjusting activities, as appropriate to meet the needs of the children 

8. Ensure appropriate staff ratios are maintained at all times, maintaining rotas of work for all staff and liaising with the Assistant School Business Manager about staff absences

9. Ensure that children’s contact details are up to date and key information is passed to After School Club staff 

10. Ensure appropriate equipment and resources are available and in good condition

11. Working within the agreed budget, order appropriate supplies as necessary and pass to the Assistant School Business Manager

12. Maintain appropriate records for attendance as agreed with the Assistant School Business Manager, ensuring parents sign to indicate agreement with records made 

13. Inform the Assistant School Business Manager of any late collections in line with the agreed After School Club Policy
14. Maintain appropriate hygiene standards complying with Food Handling regulations to create a safe, welcoming and inclusive environment for all children

15. To provide children with healthy drinks, snacks and food taking into account food hygiene procedures in accordance with children’s food allergies /dietary requirements. 

16. To be vigilant and protect children from harm or abuse, reporting any concerns immediately – in accordance with child protection and whistleblowing policies

17. To be reliable and punctual 
18. To contribute to planning and the provision of a stimulating range of age-appropriate activities and ensuring the club is well-resourced and creatively set-up 

19. To provide feedback and work in partnership with key parents, carers and school staff, building and maintaining relationships that encourage trust and open communication. 

20. To contribute to the effective recording and resolution of any complaints or investigations, ensuring confidentiality at all times 

21. To be professional and a good role model to the children and other staff members, at all times 
22. To work flexibly as part of the larger team, assisting and supporting colleagues wherever required, in order to ensure the smooth running of the company 
23. To respect and value all colleagues, children and parents, encouraging a positive and diverse working environment 
24. To undertake any other aspects of club work according to need

25. This job description is intended to give you an indication of the main duties, but is not meant to be an exhaustive list.

CHILD PROTECTION AND SAFEGUARDING
1. To be fully aware of and understand the duties and responsibilities arising from the Children’s Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation.

2. To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role.

3. To ensure that the worker’s line manager is made aware and kept fully in formed of any concerns which the worker may have in relation to safeguarding and/or child protection.

Supervision arrangements:

· Annual formal review of performance with Assistant School Business Manager
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PERSON SPECIFICATION FOR HLTA
	Specification 
	Essential/ Desirable

	QUALIFICATION AND TRAINING

	· Food Hygiene Certificate 
	E

	· NVQ level 3 or equivalent 


	D

	EXPERIENCE

	· childcare experience across the primary age range
	D

	· Previous experience of working within a school/club/early years setting
	D

	· Planning a wide range of activities suitable for children from 4 to 11 years old
	D

	QUALITIES, SKILLS, KNOWLEDGE AND ABILITIES

	· A positive interest in working with children.
	E

	· Ability to get the best out of children.
	E

	· A sense of humour.
	D

	· Adaptability.
	E

	· Able to work on own and as part of a team.
	E

	· Ability to relate well to children and adults
	E

	· Ability to build good working relationships with a range of colleagues.
	E

	· A clear communicator.
	E

	· Ability to work calmly and with patience.
	E

	· Full working knowledge of relevant codes of practice/policies and legislation
	E

	· Knowledge of safeguarding procedures
	E

	· Ability to organise, lead and motivate a team
	E

	· Constantly improve own practice/knowledge through self-evaluation and learning from others
	E
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