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HOWE GREEN HOUSE SCHOOL

AFTER SCHOOL CARE MANAGER 
REQUIRED AS SOON AS POSSIBLE
Howe Green House is committed to the protection and safety of its pupils and follows safer recruitment practice. If called for interview you will need to bring your driving licence, passport or other photographic ID and original examination documents or certificates for verification. The interview will also assess your suitability to work within a school environment and will include questions relating to safeguarding and promoting the welfare of children.

Howe Green House School was founded in 1987 by the founding Headteacher and a group of parents and staff. It is run as an educational trust and parents are able to become members of the company. All monies received from fees etc. are ploughed back into the school to provide for future development and the day to day running of the school. The school is a member of the Independent Schools Association. It caters for children from 2 – 11 years of age in a beautiful countryside setting. A large number of the children that attend Acorns Nursery then go on to join the Kindergarten at the age of 3 years. 
In the most recent inspection carried out by the Independent Schools Inspectorate the school received outstanding in all areas.  The school prides itself in meeting the needs of all its pupils whatever their abilities and aptitudes. We achieve high standards through our approach and the school is a happy environment where staff and children can grow together.

The post of After School Care Manager or Assistant is part-time Monday – Friday 3.30pm – 5.30pm, term time only, although it is essential that the successful applicant has the flexibility to work beyond their working hours should the situation occasionally arise.   This role is also likely to evolve over time.
The provision is located in a self contained unit.  The main entrance to the building is kept locked and any visitors must ring the bell and await admittance.  There is a telephone with access to internal extensions and to an outside line.  The garden area is completely secure with a high fence and locked gates.  There are two adults on duty at all times.

The After School Care Facility is available to all children to attend from the Kindergarten through to Year 6.  
The children are actively involved in helping to create termly display boards which reflect the wide variety of topics covered in the After School Club.  Children are served a simple snack normally comprising toast and fruit.
The Manager and an assistant set up and clear away snack time and equipment used during the session.

A register system is in place which records collection times and the name of the person collecting the child or children which then forms the basis for invoicing parents.   
As Manager of the facility the successful applicant must by qualified to NVQ Level 3 in Early Years Care & Education or equivalent and will be required to prepare work or plan activities suitable for children of all age groups.  Older children may use the time to complete their homework when some assistance may be required.  
The successful applicant must complete a plan of theme based activities on a weekly basis, which should be interesting, imaginative and fun. 
Rate of Pay: £12.50 per hour.
Skills

The Manager will have a desire to lead a happy and purposeful team in this busy and thriving club after school.
The successful applicant will be patient and caring with good organisational skills and a good sense of humour.  

The role involves daily contact with parents, nannies and other professionals and requires excellent communication skills.  
General

Reliability is absolutely essential to ensure the smooth running of the facility.

5.6 weeks paid holidays per annum which must be taken when the school is closed.  No holidays can be taken during term time.

The school operates a no-smoking policy.

The school requires all teaching and care appointments to be checked with the Police and with the Department for Education and Department of Health for any criminal, or other background, that might disqualify an individual from working with children. 
The successful candidate will therefore be subject to a DBS Enhanced Disclosure. The Successful applicant will be required to complete a Disqualification by Association declaration and a medical questionnaire.   The school may also require the successful candidate to undergo a medical examination.

Applicants wishing to apply should write in own handwriting enclosing a completed application form and Curriculum Vitae and send their application for the attention of the Bursar. Referees for short listed applicants may be contacted prior to interviews.

Due to the location of Howe Green House School it will be necessary for the successful applicant to have their own transport.

Please note that email applications will not be accepted.

Applicants will be informed by telephone if they are required for interview. Therefore please ensure a suitable day time contact number and email address is included with your application.

The purpose of the interview is to assess a potential candidate’s suitability for the post and give both parties the opportunity to gain further information before making a successful appointment. It is also an opportunity to seek clarification on information which the candidate has provided on the application form and accompanying Curriculum Vitae. 
Howe Green House School is committed to Equal Opportunities.
