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Kidsclub Manager
SALARY RANGE: NJC  Band 4  Points 12 - 17  (pro rata)

Job Description
	Core Purpose:
To lead and be responsible for the day to day management of Kidsclub. To plan, prepare and deliver a high quality programme of imaginative and innovative activities and play opportunities within a safe and caring environment, suitable for children age 3 - 11 years old. 


	Specific Responsibilities:
· To work under the direction and support of the Headteacher to lead the school’s Kidsclub provision.
· Manage, supervise and support Kidsclub staff to ensure a high level of service for the children.
· Ensure appropriate staff ratios are maintained at all times, maintaining rotas of work for all staff and liaising with the Deputy Head about staff absences
· Liaise with office staff to ensure the club provides an effective service to parents;  be responsible for Kidsclub bookings, keeping records of attendance and fee collection. Inform the Office manager of any debtors in line with the agreed arrears policy. 
· Maintain appropriate hygiene standards complying  with Food Handling regulations
· Manage the planning and preparation of the Kidsclub Club facilities and activities to ensure agreed high quality standards are met.  Creating a detailed, weekly plan of play activities which are appropriate, varied and enjoyable, to support the development of children’s skills and experiences
· To provide an enjoyable play experience for all children attending the Kidsclub. Providing children with the opportunity to have a variety of free play and structured play – physical activity, creative activities, reading and other forms of activity.
·  Monitor and evaluate children’s responses to activities through observation evaluating and adjusting activities, as appropriate to meet the needs of the children
· Provide support and assistance for children’s pastoral needs and welfare matters (e.g. dressing, going to the toilet, caring for sick, injured or distressed children.) 
· To take children in urgent situations to hospital, etc where parents / carers are unable to do so.
· Gather/report information from/to parents/carers as directed
· Ensure health and safety of children at all times - maintain a register of children attending, ensure students are signed in and out of the club, control access to other parts of the school, administer any necessary basic first aid, record all injuries in the accident book, record all incidents in the incident book ensure children understand action to be taken in case of fire. 
· Be aware of and comply with policies and procedures relating to child protection; health, safety and security; confidentiality and data protection; and fire safety, reporting all concerns to an appropriate person.
· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop. 
· Support the development of pupils with special educational needs and/or disabilities.
· Participate in training, attend meetings and team briefings to ensure the policy and procedures of the school are upheld. 
· Support the Deputy Headteacher to draw up an annual Kidsclub Development Plan and help monitor progress
· Ensure awareness and knowledge of school policies/procedures to appropriately manage Kidsclub  staff
· Be responsible for the purchasing and management of stock and regular audits of resources.
· Participate in training, other learning activities and performance development as required.
· Provision of induction training and advice to other staff and volunteers.
· To contribute as an effective and collaborative member of the School team,  contributing to the overall ethos of the school


	General Duties:
· Co-ordinate the support for pupils through planning, preparation and delivery of appropriate activities.
· To prepare, set up and pack away equipment and activities as needed 
· Assist with the tidying of the rooms used after use and ensure the secure storage of resources and equipment used
· Prepare and maintain equipment/resources as appropriate including ordering food.
· Work or play with individuals or small groups of children providing assistance and encourage children to be engaged with all the appropriate activities.    Encourage pupils to interact with others. 
· Assist with the preparation and serving of food as appropriate.
· To supervise the children as they eat snacks encouraging social skills; conversation and table manners.
· Establish good relationships with children, interacting positively with them, encouraging co-operation and mutual support. 
· Monitor children’s well-being; provide help and support to children. Promote the inclusion and acceptance of all pupils
· Encourage good behaviour by using praise and reward and taking action with poor behaviour in line with school policy. 
· Recognise the importance of The Kidsclub and the impact it has on pupils’ attitude to the school and home life. Taking pride in providing enjoyable activities for pupils. 
· Appreciate and support the role of other professionals 
· Be responsible for administering and maintaining a registration or signing in system.
· Assist with the promotion and publicising the club. 
· Help to create a welcoming and supportive environment for the pupils attending the club.
·  Help create related displays for the club in the school.
·  Set a good example in terms of punctuality, behaviour and attendance. 



Park Road Primary School is committed to the protection and safety of its pupils and staff are required to undertake an enhanced CRB check.
This job description forms part of the Contract of Employment of the person appointed to this post. It is current at the date shown, but in consultation with the post holder, the Governing Body may choose to amend or alter the job description to reflect or anticipate changes in the role commensurate with the grade.

Whilst every effort has been made to detail the main duties and responsibilities of the post each individual task and duty to be undertaken has not been identified. 

The Kidsclub Manager will be expected to comply with any reasonable request from the Headteacher to undertake work of a similar level that is not specified within this job description. 

The Kidsclub Manager will be expected to work to relevant health and safety agendas and exercise a duty of care at all times to all children and staff in the school. Furthermore it is expected that there will be a commitment to equality and diversity by the Kidsclub Manager. 
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PERSON SPECIFICATION FOR KIDSCLUB MANAGER

	QUALIFICATIONS AND TRAINING

	Essential/ Desirable

	NVQ 3 for Teaching Assistants or equivalent qualification 
	E

	Ongoing Training (relevant to the role) 
	D

	Hold a current Paediatric First Aid qualification or a willingness to undertake relevant training.
	E

	EXPERIENCE

	

	Minimum 2 years experience working with and or caring for children of relevant age.
	E

	Experience of planning, initiating, organising and developing play.

	E

	Experience of leading / managing a small team of people
	D

	Ability to relate well to children and adults.
	E

	General awareness of inclusion.
	E

	KNOWLEDGE AND UNDERSTANDING RELEVANT TO THE JOB

	

	Ability to provide support for pupils, including those with special needs, ensuring their safety and access to activities. 
	E

	Promote good pupil behaviour, and deal promptly with conflict and incidents.
	E

	Awareness of procedures relating to child protection, health, safety and security, confidentiality and data protection.
	E

	SKILLS AND ABILITIES : Ability to

	

	Establish good working relationships with pupils acting as a role model.
	E

	Ability to liaise effectively with others involved in working with children across the whole age range of Kidsclub users.
	E

	Encourage pupils to interact with others and engage in activities led by the Kidsclub Staff.
	E

	Assist with the development and implementation of Individual Education/Behaviour Plans and Personal Care programmes.
	E

	Provide regular feedback to teachers on pupils’ achievements and progress at Kidsclub.
	E

	To communicate in a helpful and sensitive manner with children and adults.
	E

	Lead a team appreciating and supporting the role of other people in the team.
	E

	Support the change process, remaining positive during times of change. 
	E

	Personal commitment to ensure services are equally accessible and appropriate to the diverse needs of service users.
	E

	Ability to improve your own practice.
	E
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