


[bookmark: _Hlk155774526]Job Description-Extended Schools and family Support Co-ordinator 
Accountable to: Head of School 
Start Date: ASAP
Hours: 22.5 hours per week
Salary: Point 12 £26,421 going up to Point 14 £27,334 pro rata
After School and lunchtime clubs
· To plan, promote and supervise a wide range of groups, catering for individual pupils needs, ensuring their safety and access to extended schools activities.  To include parental consent, contact details and risk assessments taking into consideration individual students positive handling plans, health care plans or individual programmes where applicable.
· To coordinate with staff and pupils to enable the pupil voice in the choices and variance of extended school activities available. 
· To produce a termly programme of activities which supports the pupil voice which is quality assured by the Deputy Headteacher as line manager. 
· Coordinate travel arrangements for club attendees.
· Ensure that groups have appropriate and adequate staffing on a daily basis, keeping a register of staff attendance and time keeping. To maintain adequate staffing arrangement to ensure absence cover is available.   
· Keep a daily register of pupil attendance.  Provide termly feedback to SLT in terms of pupils’ achievements, progress or problems so that these can be addressed.  
· Promote good pupil behaviour, dealing promptly with conflict and incidents in line with established policy and encourage pupils to take responsibility for their own behaviour.
· Carry out all clerical/administrative tasks to support the clubs.
· Liaise with the finance officer to monitor all aspects of the budget in line with the Finance Policy.  Use of Parentmail to support this and manage arrears in line with school protocols.
· Report annually on all finances and activities and budget projections for the following academic year.
· Seek resources and additional funding to develop a sustainable, cost effective and efficient programme of activities, through grant applications and the organisation and running of fund raising events.
· Establish and monitor SLA’s annually for effective and value for money.
· Ensure that all aspects of clubs adhere to school policies including Health and Safety, Safeguarding, Finance and Code of Conduct.
PTFA and Parental Engagement
· Programme to be agreed at the beginning of each academic year to cover the following items:
· To co-ordinate the PTFA Fundraising group, who arrange Fundraising events for the School
· To organise family learning activities (linked to parental need as identified through liaison with SLT)
· Attend and support PTFA meetings
· Undertake the role of Treasurer to the PTFA undertaking any administrative tasks to support this.
· Complete all financial tasks in line with PTFA agreed financial guidance.  Arrange for an independent audit of all financial undertakings annually.
· Maintain website and promote Just Giving page to support the agreed programme.

· To organise family learning sessions
· To engage with families to form strong relationships
· To engage with families who find it difficult to access the service they need
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