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Prior Weston Primary School and Children’s Centre 
Golden Lane Campus, 101 Whitecross Street, Islington, London, EC1Y 8JA 

(T) 020 7786 4800 
office@priorweston.islington.sch.uk 

Acting Head Teacher: Joanne Pettifor 
 
 
 

Welcome from the Head Teacher 
 
Dear Applicant, 
 
Thank you for your interest in our current vacancy, for an Extended Day Coordinator at Prior 
Weston Primary School and Children’s Centre, required from as soon as possible. 
 
Prior Weston is a very popular and highly inclusive Children’s Centre and Primary School, 
taking children from 6 months. We are situated in a central location, very close to the 
Barbican Centre, and take full advantage of our location; the year is filled with trips and visits 
that offer rich first-hand learning experiences for the children. We also have great contacts 
with many organisations that visit us to work with our children. 
 
We are looking for an Extended Day Coordinator who shares our philosophy that children 
deserve the best, and who is committed to giving their best. The successful candidate will 
have high expectations of all children and be able to inspire and motivate. He or she will be, 
or have the potential to become, an excellent practitioner. 
 
When completing your application, it is essential that you answer each point in the person 
specification (which may involve some repetition) for your application to be considered. 
Your referees must be able to provide references promptly as these must be provided prior 
to selection and interviews.  
 
We hope that you will become as excited as we are about Prior Weston and wish to apply. 
Visits to the school are most welcome. 

 
 

With best wishes, 

Jo Pettifor   
 
Acting Head Teacher 

 
 
 
 
 
 
 
 
 

 

 

mailto:office@priorweston.islington.sch.uk


Extended Day Coordinator 
Prior Weston Primary School and Children’s 
Centre. 
 
Salary Grade: PO1, Spine Point 34-36 
Salary Range: £34,299- £35,772 per annum 
Contract: Full Time, Permanent  
Hours: 35 hours per week, All year round.  
 
Required for as soon as possible. 
 
Do you have: 

• Energy and drive? 
• The skills and creativity to deliver the 

WOW factor to children who love 
learning? 

• The ability to work as part of a team? 
• The desire to work in a newly built, 

modern environment in the heart of 
Central London? 

• The ambition to develop 
professionally, with your sights set 
high for your future? 

The Extended Day Coordinator is a key 
management role at Prior Weston with 
strategic responsibility to develop the 
extended day service and develop new 
partnerships to maximise the use of the 
campus for the benefit of pupils and 
community. Working with a range of staff, 
volunteers and external organisations this 
position requires someone with enthusiasm 
and drive and the ability to manage and 
motivate a team. The post holder will be 
expected to work a split shift. Additionally, 
this role needs someone who can oversee 
our Holiday Play Scheme and develop 
opportunities for an all year round lettings 
programme. 
 
In return we can offer: 
 

• A hands-on and supportive Senior 
Leadership Team (SLT) who actively 
work in partnership with the staff, 
children, parents and governors. 

• A committed staff team and strong 
Governing Body. 

 
• Keen parents and well-behaved 

children who are inquisitive 
and a pleasure to teach. 

• An excellent package of CPD to 
support your development. 
 

• A great location! Prior Weston is 
located opposite the mouth-
watering Whitecross Street food 
market and is near Farringdon’s 
busy and diverse restaurants and 
bars. It’s a stone’s throw away 
from St. Paul’s Cathedral, the River 
Thames and many other Central 
London sights and attractions.   

 
Visits to the school are highly 
encouraged. Please contact the 
school office on 020 7786 4800 to 
arrange your visit. 
 
To apply, please click here, or 
alternatively please apply online at 
http://jobs.islington.gov.uk/ following the 
jobs link.  If you need any assistance 
please email the Schools HR Team at 
schoolsrecruitment@islington.gov.uk 
quoting reference PW/173.  
 
Closing date: Midnight, 3rd October 2018 

Interviews: Week Beginning 8th 
October 2018 
 
Prior Weston is committed to safeguarding 
and promoting the welfare of children and 
young people, and expects all staff and 
volunteers to share this commitment. The 
post is subject to an enhanced DBS 
disclosure. 
 
Prior Weston Primary School and 
Children’s Centre  
Golden Lane Campus, 101 Whitecross 
Street, Islington, London, EC1Y 8JA  
(T) 020 7786 4800 (F) 020 7786 4801  
office@priorweston.islington.sch.uk  
Head Teacher: Joanne Peitifor 
 
 

https://protect-eu.mimecast.com/s/4ny2CPZWMfv2L25C0tykY
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Prior Weston 
JOB DESCRIPTION 

 
POSITION  Extended Day Coordinator 
GRADE    P01 
RESPONSIBLE/REPORTING TO School Business Manager 

 
PURPOSE OF THE POST 
 

The Extended Day Coordinator will be responsible for Prior Weston's breakfast, 
morning and after school clubs and Night Owls (after school provision). So that 
the co-ordinator has a full and strategic view of this wrap-around provision, they 
will be expected to negotiate a split shift pattern and will have: 

o A background in community involvement, high quality wrap-around 
provision for children of primary age and a willingness to develop their 
skills further 

o Leadership qualities and the ability to motivate and empower staff 
o The vision to continue to expand and develop Prior Weston 's extended 

day provision 
o Excellent organisational and communication skills 
o The ability to create an outstanding programme of events and activities 

for children in order to support, extend and enhance their 
achievements 

o The capacity to develop a wide and varied lettings programme to 
maximize the use of the campus for pupils and the community providing 
income generation for the school.  

 
KEY TASKS AND RESPONSIBILITIES  
 
Extended Day Provision 

1. rganise an inclusive offering of new, exciting and varied enrichment O
the holidays activities before and after school, at weekends and during  

2. Develop new and exciting clubs, maximising the space available at Golden 
Lane to give opportunities to pupils 5-11 years including clubs which; 

a. support learning e.g. key stage, homework, musical instrument 
b. celebrate the culturally diverse community of the school 
c. provide opportunities for pupils to take part in physical activities and 

sport 
d. promote the arts, drama and music 

3. Set up a Breakfast Club providing an affordable provision to pupils to start the 
day 

4. Promote the extended day offering to encourage the widest possible 
attendance including providing timetables and advertising through effective 
and clear communication channels e.g. newsletters, posters, school website.   

5. Set up coordinated extended day contracts, manage fees and places 
6. Care for the creative, educational and holistic development of children 

attending all extended day activities, which will include leading, encouraging 
and participating in suitable activities both inside and outside of Prior Weston.  



7. Co-ordinate the production of light meals e.g. breakfast/evening snack, whilst 
taking care to ensure that special dietary needs are met and that all food 
meets local and national regulations.  

8. nts made by parents/carers, Keep a record of children’s attendance, payme
issue statements, chase monies and work with the Finance Officer to follow the 
school’s financial procedures in accordance to agreed protocols and policy 
guidance.  

9. Manage a budget under the supervision of the School Business Manager.  
10. Order supplies, equipment, cleaning materials, materials used for children’s 

activities and other consumable and durable items via the school’s agreed 
ordering policy.  

11. Lead, managing and plan the organisation of the holiday play scheme. 
12. Manage staff to buzz in authorized paretns/carers to the campus outside core 

opening hours, with a high regard to security and safeguarding. 
 
Lettings 

• Develop a lettings policy and set fees fitting for the facilities and in line with 
local offerings and campus costs 

• Organise community engagement and marketing  activities to promote the 
campus as a community hub. 

• Promote lettings using the school communication tools, website, social media 
and local resident, business and community networks 

• Negotiate and administer letting contracts 
• Collect fees following the school’s no arrears policy and using the online 

payment system 
• Coordinate extended day and out of hours lettings to maximise the use of the 

campus and income generation 
• Work closely with the premises and administration teams to facilitate a 

smooth transition each day between school and lettings activities 
• Coordinate staff to ensure the campus remains safe and secure at all times.    
• Make sure all school policies and adhered to including the safeguarding 

policy and vetting of new partners. 
 
Staffing 

1. Lead a team of staff to deliver all elements of the extended day provision. 
2. Manage and allocate work to all members of staff involved in Prior Weston’s 

extended day provision, acting as their line manager and performance 
management team leader.  

3. Ensure staffing fulfills the adult:pupil ratio in all extended day activities.  
4. d and report staff absence according to the school’s protocol, be Recor

responsible for organizing cover or an operational contingency plan and hold 
return to work meetings. 

5. Ensure a high level of quality in all aspects of provision by taking in, monitoring 
and contributing to extended day workers’ planning. 

6. Organize and participate in team meetings and attend meetings with the 
leadership team, parents and others as required.  

 
Partnerships 

1. Work in partnership with school stakeholders including teachers, TAs and other 
support staff to run in-house morning and after school clubs 

2. Set up partnerships with the local community and organisations to run clubs 



and courses   
3. Recruit parents and members of the community (duly DBS checked) as 

volunteers to support the extended day provision and run clubs 
4. Develop new partnerships with external organisations to offer extensive 

opportunities to pupils through clubs or lettings who provide an offering to 
primary aged pupils (with potential places for disadvantaged pupils) 

5. Liaise with parents/carers, school staff and colleagues as appropriate.  
6. Develop partnerships with extended schools providers to enhance and 

support the extended schools offer at Prior Weston.  
 
Statutory and Wellbeing 

1. Be aware of the child protection & safeguarding procedures and report any 
concerns immediately to the appropriate designated staff.  

2. Ensure that the general health, physical welfare, safety and security of children 
and adult users in the extended day provision is met.  

3. Ensure that the appropriate number of extended day workers are first aid 
qualified and record accidents involving children and staff using the agreed 
protocols and policy guidance.   

4. Maintain a working knowledge of local and national policies regarding SEND 
(Special Educational needs and/or Disabilites), medical needs, the national 
curriculum, safeguarding and health and safety.  

5. l duties, which may be required at the discretion of Reasonable and additiona
the Senior Leadership team from time to time.  

 
Personal Responsibilities 

• To be professional in dress and manner at all times. 

• To be responsible for own career development and undertake training, 
professional development and other learning activities as appropriate. 

• Be aware and comply with policies and procedures relating to child 
protection, health and safety and security, confidentiality and data 
protection, reporting all concerns to the relevant person. 

• Suitability to work with children and undertake an Enhanced Disclosure and 
Barring (DBS) check and other employment checks 

• The post holder will be expected to carry out all duties in compliance with the 
School’s Equal Opportunities policy. 

 

 

 



Prior Weston 
PERSON SPECIFICATION 

 
POSITION  Extended Day Coordinator 
GRADE    P01 
RESPONSIBLE/REPORTING TO Schools Business Manager 

 
Essential/Desirable Requirements 
 

E.1 A background in community involvement, high quality wrap-around provision 
for children of primary age and a willingness to develop their skills further  

E.2 Leadership qualities and the ability to motivate and empower staff  
E.3 s extended day ’The vision to continue to expand and develop Prior Weston

provision  
E.4 Excellent organisational and communication skills   
E.5 The ability to create an outstanding programme of events and activities for 

children in order to support, extend and enhance their achievements 
E.6 The capacity to develop a wide and varied lettings programme to maximize 

the use of the campus for pupils and the community providing income 
generation to the school.  

E.7 The flexibility to provide split shift cover for before and after school activities.  
Some evening and weekend work may be required whilst setting up the 
lettings programme. 

 
Qualifications 
 

E.1 Educated to Maths and English GCSE (A-C) or equivalent 

E.2 Minimum Level 3 qualification in childcare/early years practice with suitable 
practice placements (e.g. NNEB Certificate, NVQ Level 3 – Playworking, 
Childcare/Early Years Care, BTEC Nationals in Childhood Studies or 
equivalent) 

E.3 Substantial post qualifying experience of working 

Skills, Knowledge and abilities  
 

E.1 Establish and develop close relationships with parents, governors and the 
whole school community  

E.2 Communicate effectively (both orally and in writing) to a variety of audiences 
Keep up to date with changes in legislation, (especially health & safety) and 
best practice in facilities management. 

E.3 Ability to review systems and processes associated with the role to improve 
and develop better ways of working. 

E.4 Have a working knowledge of local and national policies regarding SEND 
(Special Educational needs and/or Disabilites), medical needs, the national 
curriculum, safeguarding and health and safety. Ability to review systems and 
processes associated with the role to improve and develop better ways of 
working. 



E.5 Commitment and willingness to meet the needs of the ethos and flexible 
working arrangement of the School.  

E.6 Ability to produce accurate and detailed information. 

E.7 Ability to work under pressure and meet tight deadlines. 

E.8 Ability to maintain strict confidentiality in all matters. 

E.9 Ability to communicate effectively in writing, on the telephone and face to 
face. 

E.10 Ability to build and maintain an effective working relationship with a  
wide variety of people, including appropriate relationships and personal 
boundaries with children. 

E.11 Willingness to work within a clear framework and with regard to school 
policy. 

E.12 Willingness to support other team members, management and other 
professionals. 

Selection Criteria 
 

E.1 Explain how you meet the requirements of the post as described in the person 
specification 

E.2 What would you bring to the school and children’s centre?  

E.3 In relation to this role, how do you support the vision and values of Prior 
Weston?  

 



 

Selection process and how to apply  
Application deadline  
Completed application forms must be 
received by Midnight, Wednesday 3rd 
October 2018 
 
To apply, please click here, or alternatively 
please apply online at 
http://jobs.islington.gov.uk/ following the jobs 
link.  If you need any assistance please email 
the Schools HR Team at 
schoolsrecruitment@islington.gov.uk quoting 
reference PW/173. 
 
Please note that application forms should 
not be returned to the school.  

Completing your application  
Candidates are asked to complete all the 
standard information required on the 
application form. This includes a personal 
statement, which will be used for shortlisting. 
Which explains how you meet the 
requirements of the post as identified in the 
job description and personal specification.   
  
Visits  
Visits to the school are encouraged and are 
available by contacting the office on 020 
7786 4800.  

 
Selection procedure  
The selection will be by a panel of School 
Leaders. Candidates will be notified 
immediately after shortlisting has taken 
place. Please would all applicants ensure 
that their preferred means of urgent contact 
(phone, mobile phone, e-mail or  
fax) are clearly identifiable from the 
application form, so that your 
confidentiality is maintained.  

The selection process will take place on week 
beginning Week Beginning 8th October 2018. 
Shortlisted candidates will be given more 
details.  

References  
Candidates are advised that references will 
be taken up immediately after shortlisting. 
Candidates are asked to ensure that their 
referees are warned of the need to respond 
within the timescale set. In all cases at least 
one professional reference is required. The 
post will be offered subject to satisfactory 
completion of pre-employment checks.  

Safeguarding children  
Prior to appointment, formal checks will be 
made in accordance with the current 
statutory requirements relating to child 
protection.  

 

 

 

Prior Weston Primary School and Children’s Centre 
Golden Lane Campus 
101 Whitecross Street, Islington, London, EC1Y 8JA 
(T) 020 7786 4800 office@priorweston.islington.sch.uk 
Acting Head Teacher : Joanne Pettifor 
Visit our Website:http://www.priorweston.islington.sch.uk 
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