Smarden Primary School

Job Description – After School Club Supervisor
Reports to: Senior Leadership Team 

Job purpose: 

· To be responsible for the development and daily management of the After School Club providing a safe, caring and stimulating environment for children.

· To plan an exciting programme of events for After School Club with appropriate Risk Assessments to ensure the highest possible standard of health and safety for the children.

· To manage in the food purchase and preparation

· To supervise and care for the children
· To organise and maintain medical/dietary information needs for all children attending After School Club.

· To plan, organise and maintain training and updates for all After School Club staff and oversee administration according to After School Club needs.

Key responsibilities and accountabilities: 

All staff should have undertaken the Foundation Certificate in Food Hygiene (as a minimum qualification); school can arrange for this to be completed if necessary. 
1. Undertake the daily supervision of the After School Club, developing and maintaining high standards throughout to ensure the welfare of the children. 

2. Plan the weekly and daily activities to ensure children’s needs are met, catering for children of all age groups. 

3. Work with other staff to maintain the After School Club to an agreed standard of cleanliness and hygiene, before, during and at the end of each session.

4. To inform the school safeguarding team of any concerns e.g. regarding children, parents or the safety of equipment, preserving confidentiality as necessary, to ensure the safety of the children whilst working within KCC Guidelines for Child Protection to ensure the wellbeing of the children. 

5. To ensure that all children have access to appropriate activities to support their physical, emotional, social and intellectual development giving consideration to families’ ethnic, cultural and linguistic backgrounds.

6. Provide a healthy snack in order to promote healthy eating. Manage the ordering of food supplies in an appropriate and timely manner, in the context of the available budget for the club. 

7. To ensure that records, including the children’s, families, staffing, registers, health and safety, sickness etc. are confidentially maintained in order to ensure effective storage and retrieval of information. 

8. Administer, monitor and evaluate the number of places being used in order to maintain sustainability and the efficient running of the club. Maintain up to date records of resources and maintain accurate and confidential financial records, ensuring that TKAT’s financial procedures are adhered to and expenditure and income are kept within budget. 

9. Prepare for OFSTED inspections and action any recommendations that may result from inspection in order that the highest standards are maintained. Implement policies and procedures within the After School, Club ensuring compliance with legislation and KCC framework. 

10. Develop and maintain relationships with the children’s parents and carers. 
11. Participate in the school’s appraisal system of own performance. 

12. Complete the school’s appraisal system for all staff working within the extended services team. 

13. Attend training days and meetings as relevant to the role.

14. Undertake any other duties as may be reasonably required by the Headteacher and SLT.

