
JOB DESCRIPTION – Care Club Supervisor  

St Joseph’s Catholic Infant School 
 

 

 

 
I am special in God’s eyes 

 
We will be a happy, welcoming school with Christ at the centre, where everyone is recognised as special 

 
“Do not be afraid for I have redeemed you; 

I have called you by your name, 
you are mine. 

Because you are precious in my eyes, 
because you are honoured and I love you.” 

Isaiah 43 : 2-5 

 

Purpose of Post: 

 To provide a caring, secure environment, through individual attention and group activities 

 To plan and organise appropriate range of leisure activities for children taking into account 
the needs of Early Years children and children with SEN.  

 

Key Areas 

 Activity Planning, timetabling 

 Liaison with teachers, parents and outside agencies 

 Supervision and Care of Children; 

 Direct Playwork. 

 Day to day managing of the Club. 
 

Responsible to: 

Club Manager/Headteacher 

Hours of Work 

Monday – Friday 15:00 – 18:15 term time only 
Plus 2 hours administration time per week. 
 
Pay 

Bucks Pay Range 2 Point 11-15 (pro rata) 

An Enhanced DBS and satisfactory references must be obtained prior to commencement of 

employment. 

 



 

Club supervisor 2023 

Duties and Responsibilities 

Activity Planning 

 To lead and provide a safe, creative and appropriate play opportunities for a range of age 
groups 

 Planning and preparing activities, organising programmes/ themes and arranging and 
managing equipment; 

 To ensure that all activities are inclusive for all children to take part in; 

 To maintain up to date records and stay abreast of developments in care work  
 

Supervisory/Liaison 

1. To help to develop and maintain good relationships and communications with parents/carers 
to facilitate day-to-day caring needs; 

2. To encourage parental involvement and support through the development of effective 
working relationships; 

3. To consult with the children and involve them in the planning of activities. 
4. To share good practice with other Playworkers as needed and ensure practice is in line with 

current guidelines. 
5. To work with and gain support from Buckinghamshire County Council’s Early Years and 

Childcare Advisers if required. 
6. Working in conjunction with the Breakfast Club Supervisor, maintaining an accurate register 

for children.  Dealing with enquiries, queries and promoting communication from 
Parents/Carers. 

7. Identify requirements and provisions for the Club and obtain authorisation, and purchase 
using the Office Manager’s School Credit Card – including regular grocery order. 

8. To monitor the condition of the premises and equipment, and ensure the premises are used in 
consideration for others. 

9. Consulting with children and parents on a regular basis to ensure that the club is meeting their 
requirements. 

10. Arrange and attend regular team meetings  
11. Supervising and managing staff. 
12. Follow the schools booking system, receive, and record bookings and cancellations in 

accordance with Club’s policies and procedures. 
 

Supervision and Care of children 

1. Ensure Child protection is paramount within the setting and that the Child Protection 
policy and national guidance is adhered to. 

2. Ensure that activities are carried out in a safe and responsible manner in accordance with 
statutory responsibilities; 

3. Ensure that risk assessments are completed prior to commencing activities with children; 
4. Ensure that food preparation and handling within the Setting is carried out within the 

guidelines of the Food Safety Act 1990; 
5. Where food is provided, to ensure that it is balanced and healthy in accordance with 

recommended dietary requirements; 
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6. To actively promote and support the safeguarding of children and young people in the 
workplace, ensuring that all staff and volunteers observe Setting policies and procedures 
to keep children safe from harm. 

7. Provide first aid where necessary; keep written records of any incidents or accidents which 
parent should be informed. 

8. Ensure correct administration of medication to children, this includes ensuring that parent 
consent forms have been completed, that medicines are stored correctly and records are 
kept in accordance with procedures. 

9. Recording accidents in the accident book. 

Direct Playwork 

1. Work in sympathy with the BC Supervisor in planning a wide range of creative and 
enjoyable activities; 

2. Consult with the children in order to plan activities; 
3. Ensure that play meets the full range of children's individual and group needs; 
4. To fully support inclusive practice, and ensure that all children can be involved in the 

activities offered if they wish; 
Other 

1. To undertake continuous professional development, including short courses and 
qualifications relevant to Playwork; 

2. To promote the aims and objectives of the Setting; 
3. To understand and adhere to Setting policies, procedures and standards at all times; 
4. To ensure the Setting offers the highest standards of physical and emotional care, health 

and safety, and food hygiene at all times; 
5. To assist with the preparation and maintenance of materials and equipment; 
6. Ensure children are collected in strict accordance with the setting’s Child Collection Policy; 
7. To ensure the Setting offers a high quality, inclusive environment which meets the needs 

of all children, regardless of culture, religion, and physical or emotional development; 
8. To ensure confidentially within the Setting at all times; 
9. To participate in activities which fall outside of normal working hours as required, e.g. 

Training, Staff Meetings, fundraising events, etc. 
10. To undertake such other duties and responsibilities of an equivalent nature as may be 

determined from time to time by the Headteacher or Governors. 
 

NOTE: 
Notwithstanding the details in this job description, the job holder will undertake such duties as 
maybe determined by the Headteacher from time to time up to or on a level consistent with the 
principal responsibilities of the job. 
 
 

Signed by Post Holder  
Date 

Signed by: Headteacher  
Date 

 


