St Mary’s CE Primary School

POST TITLE: KIDS CLUB DEPUTY MANAGER 
JOB PURPOSE
To assist the manager in the day to day organisation and running of the club, it’s staff and it’s users, including administration, Health and Safety, planning and recording.  To be managed by and report directly to the Manager of the Kids club.
This post requires an enhanced DBS disclosure.

This is an all year round contract for 20 hours per week to be worked between 7.30-9.00 am and 3.00 -6.00 pm. During the school holidays hours are between 7.30am – 5.30 pm also you may be required to work up to 25 hours week and any monies for extra hours worked will be paid to you accordingly.
JOB DESCRIPTION

Principle Responsibilities

Support for Children.

· To provide an environment that is warm and welcoming

· To offer a variety of safe, creative and stimulating activities

· To offer a balanced range of breakfasts and snacks

· To carry out basic first aid

· To be aware and sensitive to Special Educational Needs and Equal  Opportunities

· To promote the inclusion and acceptance of all children, supporting and responding to individual need

· To ensure that good standards of behaviour are insisted upon and inline with school policy

· To establish positive working relationships, acting as a role model and setting high expectations
· To organise activities within the before and afterschool club, arrange outings during school holidays within the restrictions of the budget.
· To supervise children on visits and trips

Support for Parents.

· To provide an environment that is warm and welcoming

· To liaise sensitively and effectively with parents, communicating in a professional manner

· To manage prescription medicines that are signed for by parent

· To communicate with parents regularly and in a professional manner

· To be aware of the schools confidentiality policy and only to pass information on when absolutely necessary and only to the appropriate personnel

Support for Kids Club Club Staff.

· To be aware and sensitive to Special Educational Needs and Equal Opportunities
· To ensure all staff are aware of School Statutory Policies including: Child Protection, Safe Guarding, Health and Safety and Confidentiality
· To participate in training, meetings and other activities when required
Support for School.

· To support the schools Christian ethos, its aims and its mission statement
· To be aware of and comply with school policies
· In the absence of the Manager carry out day to day administration duties including: registers of children and staff, ordering, updating Parentpay
· To keep up to date records: staff and child data sheets, contracts and forms, fire drills

· To provide a written report of all accidents and incidents

· To attend any relevant meetings and courses as directed

· To promote and market the club appropriately
· To act under the reasonable direction of the Head teacher and Deputy Head teacher 

· To secure the school building at the end of sessions leaving it clean and tidy

This job description sets out the duties of the post at the time it was drawn up.  The post-holder may be required from time to time to undertake other duties within the school as may be reasonably expected, without changing the general character of the duties or the level of responsibility entailed.  This is a common occurrence and would not justify a reconsideration of the grading of the post.
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