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Job Title:
Holiday Club Manager 
Responsible to:
SLT and Headmistress
Posts Supervised:
Holiday Club Staff
Salary:
£12.50 per hour
Hours:
8.00am – 5.30pm (Monday – Friday) 
Non–term time (12 weeks)
JOB PURPOSE

To supervise, plan and lead a small team in the running and organisation of the Holiday Club Provision. 

KEY TASKS

· Helping to provide safe, creative, appropriate play opportunities, in a safe, caring, friendly, relaxed and constructive atmosphere, preparing activities, organising the weekly ‘themed’ programme; and additional ‘special’ activities.
· Providing full care for the children, including from the point of arrival until collection and if required in the supervision and the provision of food/snacks.
· Assessing the needs of children.
· Safeguarding children through following correct procedures including carrying out risk assessments
· Administering first aid as appropriate and if qualified to do so.
· Promoting and encouraging participation and responsibility amongst the children in the decision making process.
· Carrying out day to day administration of the Holiday Club (including financial administration when required), record keeping and liaising with the school office regarding this.
· Monitoring resources, and discussing with SLT or Headmistress the need for ordering and purchasing necessary resources and equipment for the activities and ensuring that best use is made of all resources.
· To promote good relationships with the local community and work closely with parents, schools and other related agencies.

· To encourage parental involvement and support of the club.
· To manage and lead a team of Holiday Club Staff.

· Carry out appropriate induction and day to day supervision of Holiday Club staff.

· To inform the Headmistress of the need to arrange training for staff as required.

· To attend staff training and meetings when required.

· To be aware of your responsibilities under the Health and Safety and Child Protection Policy, and to take all reasonable steps to ensure the safety of the children/adults whilst on the site and of any other person or property affected by the operation of facilities. 

· Carrying out all responsibilities and activities within an equal opportunities framework.

· Working within agreed policies and procedures.

· Working within an agreed budget for both resources and staffing.

· Unlocking/ Locking the building and ensuring site/key security if caretaker not in attendance.

· Informing Caretaker of any site maintenance required particularly during the holiday period. 
· To order snacks/drinks from school kitchen. Shopping list to be presented to the school cook at least two weeks prior to breaking up.

· Any other duties commensurate with the grading of the post of Holiday Club Manager.
