Heathfield knoll school
& nursery
INSPIRE. CHALLENGE. SUPPORT.
Wrap-around and Holiday Care Manager
Full Time
(7.30am –6.00pm; some flexibility required).

Email: lburns@hkschool.org.uk Post: Heathfield Knoll School, Wolverley Road,
Kidderminster, Worcestershire, DY10 3QE.
Phone: 01562 850204
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welcome
Thank you for considering the role of Wrap-around and Holiday Care
Manager at Heathfield Knoll School. The successful applicant will join the
school at an exciting time. Following the recent partnership with KSI
Education, the school is benefitting from £1 million of investment. This
includes new buildings to house food technology, computing and music
technologies in addition to a Learning Support Centre. We are looking for
someone who has
a love of learning and the ambition and desire to benefit from a growing
school with new opportunities. The successful candidate will value
relationships with all members of our small school community. I very much
look forward to reading your application and invite you to speak with
me directly should you have any questions in advance.
Lawrence Collins
Headmaster

the school
Nestled within the Wolverley countryside, Heathfield Knoll School enjoys an enviable
reputation as the leading school in the Wyre Forest and the wider region
.
Heathfield Knoll is a recently merged school comprising Heathfield School and The Knoll
School. We are proud of our heritage and of our offer to the local and wider community.
Heathfield School celebrated its 400th anniversary in 2020. Whilst much has changed since
William Sebright founded the school in 1620, our core values of nurture, relationships and
care centred on a personalised approach to education remain.
Children join Heathfield Knoll Nursery at three months, moving on to the Preschool at three
years. The main school welcomes children at any age from five to 16 years (although there
are early plans to introduce a sixth form).
The school is centred around a large country house in beautiful surroundings which includes
extensive playing fields, woodland and grassland (a total of over 30 acres). Heathfield
Knoll’s generous grounds are frequently used to support a creative curriculum, including
Forest School and an outdoor classroom (Summer 21). Heathfield Knoll aims
to provide a traditional, well-structured education in small, nurturing teaching groups. This
means that children’s needs are catered for and they thrive in a well-ordered atmosphere of
mutual respect. Heathfield Knoll is concerned with more than just academic achievements,
we encourage children to approach adulthood as confident, articulate and courteous
individuals.

From January 2020 Heathfield Knoll has become part of the KSI Education
group.
KSI is clear that their investment in this evolving family of educators should
create outstanding student outcomes.
To embed best practice in their schools, and to enable teachers to build on their
current strengths, KSI will:
Offer an enhanced CPD programme.
Facilitate a Professional Learning Network to support achievement and
progression..
Invest in organisations outside the schools that can enhance the
educational experience of our students.
Invest in technology and foster the technological skills of staff and pupils.

ksi
education

the early
years'
department
Heathfield Knoll Nursery caters for children from the age of 3 months up to 3 years and has
been designed to meet the needs of babies and young children. A key worker system is used
enabling each child to create bonds with their key staff member, this also allows staff to get to
know each child individually as well as giving parents time to catch up on the day’s events at
pick up time. Your child will thrive in a warm and friendly atmosphere and parents can be
confident in the knowledge that their children are in a safe and caring environment.
Heathfield Knoll Preschool offers the very best transition from Nursery into Reception Class.
Pupils develop and learn in a supportive environment suitable to each stage of their learning.
Children will start to broaden their horizons and experiences by trying new things; we believe
that exploration is the best way to learn. Staff plan and adapt inspirational activities that meet
the individual needs of each child. Children begin to access a more structured curriculum and
work closely with Reception and Lower School to maintain a continuity of care.
Wrap around care is available for children from 7:30 am until 6:00 pm in term time and a
Holiday club offers a variety of session times during the day. For pupils in Preschool this
includes a popular breakfast club and after school care, where pupils get to enjoy time with
their friends and join in various activities. During school holidays children enjoy time in our
Holiday Club where every day is a different theme or activity, depending on the time of year.
There are wonderful trips out such as the Safari Park, Laser Tag and the cinema. They really do
fill their days with as much as possible.

RESPONSIBLE TO: Head of EYFS
WORKING PATTERN: Full-time
HOURS: Between 7.30 am –6.00 pm; some flexibility required). (50 weeks of the year)

Job Purpose
To provide a high standard of physical, emotional, social and intellectual care
for children in the Pre / After School & Holiday Club.
To work as part of a team to provide and maintain an enabling, stimulating,
safe environment.
To give support to other staff within the setting.
To build and maintain a strong working partnership with parents.
To ensure Pre / After School Care & Holiday Club is run to meet the needs of
the children and complies with all necessary legislation and policies of
Heathfield Knoll School.

job description

POSITION: Wrap-around and Holiday Care Manager

To create a safe and stimulating environment
To maintain the register and complete required paperwork
To ensure the children remain safe and supervised at all times
To ensure necessary risk assessments are completed
To organise suitable activities for the children relevant to their age and abilities,
adhering to EYFS Guidelines where applicable.
To liaise with colleagues to ensure Pre & After School care operates in a
professional and caring manner
To maintain and update all policies and procedures for Pre/After School care and
Holiday Club
To communicate effectively with parents
To liaise with the office with regard to ordering teas, completing children’s
timesheets, and preparation of fees for the Accounts Manager.

job description

main responsibilities

To organise and run holiday clubs for children at HKS. This will involve planning the
activities which are appropriate to the age and abilities of the children and ensuring
a safe and disciplined environment at all times.
To be sympathetic and adhere to the procedures and policies of HKS.
Provide ‘supervision’ meetings termly with all Pre/After School Care & Holiday Club
staff, or more frequently if needed.
Identify staff training and developmental needs working with the SLT to ensure
these needs are met (particularly Child Protection and Paediatric training)
To meet regularly with the Office Manager to discuss areas of development, day to
day running and issues as they arise
To take responsibility for own professional development and be pro-active
regarding accessing training available. To provide support and guidance to other
practitioners within the team.

Build strong and positive parent/carer relationships through day-to-day liaison with
them, resolving any issues or complaints as they arise, providing high levels of
customer care at all times
Your working week will include some hours in other areas of Early Years (Nursery
and Preschool).

To be aware and familiar with the Schools Policy on Safeguarding and
relevant reporting procedures should there be a concern regarding the
welfare of the children.
Play a full part in the life of the school community, to support its distinctive
mission and ethos and to encourage staff and pupils to follow this example.
Whilst every effort has been made to explain the main duties and
responsibilities of the post, each individual task may not be identified.
This job description is current at the date shown, but in addition to the
duties outlined above, you may be asked to undertake any other duties
which may reasonably be regarded as within the nature of duties and
responsibilities of the post. Any changes of a permanent nature will be fully
negotiated with you and incorporated into the job description.

Person specification

additional duties

· Minimum of a relevant and recognised Level 3 in
child care qualification

- Essential

· Evidence of ongoing personal development training - Desirable
· Desire to continue with professional development

- Desirable

· Paediatric First Aid

- Essential

· Food Hygiene Certificate

- Essential

· Experience working with children

- Essential

· Knowledge of Safeguarding & Keeping Children
Safe

- Essential

Skills and abilities
·
· Ability to communicate well with adults and
children

- Essential

· Ability to work as part of a team

- Essential

· Ability to lead by example

- Essential

· Good organisational skills

- Essential

· Ability to show leadership and manage staff

- Essential

· To adhere to all policies and procedures of the
Heathfield Knoll School.

- Essential

Person specification

Education and training

