
Washingwell Community Primary School  
                        

Job Profile:     Out of School Club Coordinator- Grade E 
 
Purpose: 
To provide for the social, educational, leisure and recreational needs of children from 3 -11 
through a safe, creative and stimulating environment for children’s play.  
To manage and lead Washingwell Whizz Kids before and after school provision. 
As Out of School Coordinator you will be responsible for ensuring a fun, active, stimulating and 
safe place for children to freely play.  
You will be responsible for all administration, planning, organising and leading of play provision 
outside of non-directed academic learning time. 
 

The key roles of this post will include:  

• To plan, organise and supervise play activities for children in before school and after school 
creating a variety of appropriate play opportunities for children, some of whom may have 
Special Educational Needs and Disabilities (SEND), and dietary requirements 

• To work with children in a non-directive manner, striving to create a child-led environment 
which is non-authoritarian and establish co-operative relationships with and between 
children 

• To have a full understanding of children’s needs and welfare 

• To supervise and lead the smooth running of the service within an equal opportunities’ 
framework 

• Being responsible for the accounting of Out of School Club income and liaising with the Head 

Teacher regarding Out of School Club budget and sustainability 

• To be responsible for health and safety procedures and fire regulations during before and 

after school provision 

• Supervision of Out of School Club assistants and ensuring adequate staffing levels are 

maintained 

• Responding to parental enquiries regarding bookings and payments 

• Working alongside the school to actively promote the club and encourage participation 

• Hold regular meetings with Out of School Club assistants to ensure that any issues of service 

provision are addressed and/or passed onto the Senior Leadership Team if required 

• Regularly seeking feedback and the opinion of parents, pupils and other staff to ensure 

continuous improvement 

• To ensure children are safeguarded at all times, following school safeguarding procedures 

and recording on CPOMs 

• Identifying staff training needs and pupil resource requirements, and communicating these to 

the Senior Leadership Team 

• Being responsible for the ordering and monitoring of food resources/equipment in National 

School Standards 

• Administer basic paediatric first aid (training will be provided if needed) 

• To undertake additional or other duties as may be appropriate to achieve the objectives of 

the post and as directed and deemed appropriate by the Senior Leadership Team 

 

This is a description of the main duties and responsibilities of the post at the date of production. 

The duties may change over time as requirements and circumstances change. The person in post 

may also have to carry out other duties as may be necessary from time to time. 


