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TITLE OF JOB: After School Club Assistant
LOCATION: St Philip Howard Catholic School 
GRADE: H2/H3 depending on experience
HOURS:  3.00pm to 5.30pm

1.a) JOB OUTLINE / REASON JOB EXISTS 
To provide a safe and stimulating environment for children in our After School Club. 

1.b) DUTIES 
· Work with other staff to ensure the provision of daily care, play opportunities and activities in a nurturing, and safe environment, with regard to the individual development needs of the children. 

· Safely collecting children at the end of the school day. 

· To establish and maintain positive relationships with children and their families. 

· To assist the After School Club Leader in preparing a range of activities and organising and preparing materials. 

· Clearing up after activities ensuring that materials and equipment are well cared for and stored properly and the area is tidy and ready for use by other members of the school community. 

· Implementing policies and procedures to ensure the setting operates within current legislation and guidelines and meets the standards required by Ofsted. 

· To ensure the health and safety of children, including child protection issues, the monitoring and checking of equipment and building and recording accidents. 

1.c) EQUALITIES 
Be aware of and support difference and ensure that pupils have equality of access to opportunities to learn and develop 

1 d) HEALTH AND SAFETY 
Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection; and report all concerns to an appropriate person. 

1 e) CRIMINAL RECORDS BUREAU 
This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974. An enhanced disclosure will be sought through the Criminal Records Bureau as part of Hertfordshire County Council’s pre-employment checks. Please note that additional information referring to the Criminal records Bureau is in the guidance notes to the application form. If you are invited to an interview you will receive more information. 

1 f) ADDITIONAL INFORMATION 
** The duties and responsibilities listed above describe the post as it is at present.  The post holder is expected to accept any reasonable alterations that may from time to time be necessary. 

2. ORGANISATION CHART 
Head Teacher 
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School Business Manager

            I
Club Manager 

            I
Club Assistant 

3. SUPERVISION 
Report to the management structure on a regular basis to discuss issues on the running of the setting 

4. JOB CONTEXT 
St Philip Howard After School Club provides care and play for school age children at the end of the school day. The staff plan and supervise the activities from 3.00pm until 5.30 pm. 
5. CONTACTS 
Headteacher/Governors 

Parents/Carers 

School Employees 

Children 

Ofsted Representatives 

Other Out of school Settings 

6. KNOWLEDGE, EXPERIENCE AND TRAINING 
Level 2 Qualification in child care or equivalent preferred 

Previous experience of providing care and activities within a childcare, play or educational environment desirable
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