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BRAYWOOD CE FIRST SCHOOL

Job Accountabilities

NAME: 

	Job Title: Braywood Extra Supervisor 
	LEA: Royal Borough Windsor and Maidenhead



	Appointment: Full time   Level 3
	Permanent Position

	
	

	JOB DESCRIPTION


	· Under the direction of the Headteacher and Management Committee organise the out-of-school care for Braywood effectively and efficiently. 
· Adhere to Ofsted guidelines to ensure that the club supports a culture of free play where all are respected, valued and nurtured. 
· To regularly ensure that the “Every Child Matters” agenda is apparent. 
· To provide food on a regular basis with due care for health and safety issues (including the provision of first aid) outlined in our “safety in school policy”

· To be accountable to the Headteacher for your performance.

· To work collaboratively with the rest of your colleagues and use the premises with consideration for other uses. 

· To adhere to the strict code of confidentiality at all times.


	SFECIFIC JOB RESPONSIBILITIES

	· To manage the day-to-day aspects of the Braywood EXtra club providing out-of-school care for children aged 4-9 years in a safe, enjoyable and stimulating environment. 


	JOB ACCOUNTABILITIES

	· To supervise all staff and volunteers connected to the club and provide appropriate support through the Ofsted guidelines and Braywood Extras’ policies.

· To assist in recruitment, induction and training of new staff.

· To help promote the club to the general public.

· Manage the booking system, receive and record bookings in accordance to the club’s rules. 

· Record member’s details and information in order to meet the individual’s needs.

· To maintain a careful and accurate accounts’ system where fees are recorded, banking details are organised (together with the treasurer) and prompt payment is expected.  

· To facilitate and lead staff team in organising, planning and delivering activities that provides a variety of experiences for the children. To liaise regularly with school staff to provide continuity of curriculum and mutual support.  

· To collect and escort children from school to the club. Ensure adequate supervision for indoor and outdoor activities and that the children in your care are safe at all times.

· Provide healthy, varied and nutritious meals; ensure that the pupils eat their breakfast / tea in an acceptable manner in a hygienic environment. 

· Supervise children and control behaviour in line with the “School’s Behaviour Policy”.

· Undertake First Aid duties in line with qualification/training received and act in line with the schools accident/incident policy. Conduct fire safety procedures. 

· To communicate fully with parents and carers and record any incident / accident. 

· To undertake other duties a may become necessary, as agreed with the Headteacher. 


Signed: Headteacher……………………………………………………………..Staff………………………………………………………………….

PERSON SPECIFICATION

Person specification

	Key Criteria


	Essential
	Desirable
	How measured

	Qualifications and training


	
	
	

	Competence summary

(knowledge, skills, abilities, experience)


	
	
	

	Other requirements


	
	
	


Post holder's signature __________________ Name __________________Date _______

Manager's signature    ________________    Name _________________ Date _______

Effective date 


























