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Vinehall 
 

ROBERTSBRIDGE, EAST SUSSEX 
 

 
After School Club Supervisor 

 
Job Purpose 
 

 To ensure appropriate, safe and stimulating supervision and care of children in our After 
School Club. 

Key Relationships 
 

 Children 

 Parents  

 Teachers 

 Pre-Prep Administrative Staff 

 Catering team 

 Head of Pre-Prep 

 Head of Vinehall 
 
Main Tasks  
After School Club shares the Out of School Policy and risk assessment with our other Out of School 
clubs; staff have copies and are aware of the content. After School Club shares some whole school 
policies and risk assessments, for example the Safeguarding Policy; see Staff Handbooks 
(electronically/website). 
 
Staff should be aware of the children’s medical problems as relevant and procedures to follow, for 
example in the event of an accident. Staff must be aware of the up to date details on the children’s 
medical, dietary, allergy and SEN requirements.   

There will always be a ratio of 1 adult to 8 children. In the event there are more children, we ensure 
another member of staff is available. Alternatively, apologies are made to parents that the club is full.  
The Head of Pre-Prep or named deputy will be on site during the club operation. 
 
Employees are expected to work in a friendly and professional manner, respecting confidentiality.  

 
After School Club 
Only children attending Vinehall may join the After School Club. It is available to Pre-Prep children 
over the age of 3 years old and a charge is made. It runs from 3.15pm until 6pm every weekday during 
term time, except the last day of each term. 
 
The appointed members of staff … 

 One member is responsible for arriving by 3pm and setting up the environment to provide 
a welcoming, safe and stimulating environment appropriate for the end of the school day. 
This member of staff ensures that the sessions are properly planned and administered. 

 The second member of staff arrives by 3.15 to join the first member of staff in readiness to 
welcome and register the children. 

 



After School Club Supervisor May 2019   2 

 
 
 

  Ensure that appropriate resources are available, including games and activities. There is a 
range of ages in After School Club and all ages should be considered when setting up 
activities. Pre-Prep facilities may also be used, for example the Hall, the outside areas or 
cooking facilities. 

 Establish appropriate hygiene practices and supervise the children having tea.  

 Develop and maintain a friendly and professional relationship with parents/carers. 

 Ensure that the health and safety of the children is maintained during all activities, both 
inside and outside, in line with the risk assessment for Out of School Care. 

 Observe appropriate staffing ratios according to numbers of children involved in the 
sessions and liaise with the Head of Pre-Prep where further staffing might be required. 

 Provide a safe and happy handover to parents on collection, and liaise where necessary 
e.g passing on notes to a child’s teacher 

 Ensure that any uncollected children are handed over to the Head of Pre-Prep (or 
nominated Deputy) at 6pm. 

 

Employees carry responsibility for safeguarding the welfare of the children with whom they come into 
contact, in accordance with the Safeguarding Policy for Vinehall.  If staff become aware of any actual 
or potential risks to the safety or welfare of the children in the school in the course of carrying out 
duties at Vinehall, they are duty bound to report these to the Designated Safeguarding Lead (DSL), Mrs 
Louise Payne, the Head of Pre-Prep or the Head of Vinehall School. 

Full details of Vinehall’s expectations, policies and practices are provided in the staff handbook and 
copies are kept on the school website.  Staff should acquaint themselves with the relevant sections 
and refer to it when required. 


