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HOLY TRINITY C OF E PRIMARY SCHOOL

JOB DESCRIPTION FOR PLAY LEADER for BEFORE & AFTER SCHOOL CLUB
Holy Trinity C of E Primary School works to provide a caring, secure and structured environment in which children are taught a wide range of academic and social skills.  Our school’s vision is to be “a Church School community, aspiring for all to live life to the full”.  Relationships in our community are paramount and are characterised by the Christian values of care, respect and concern.  As a Church of England Primary School we have built our foundations on core Christian principles and have strong links and regular involvement with Trinity Church. We believe in creating an environment where everyone is valued, respected and can experience success.

Purpose of the role:

· Planning, preparing and delivering quality play opportunities within a safe and caring environment.

· Providing comprehensive care for the children including collecting them from school and delivering them safely to parents/carers.

· Providing refreshments and ensuring that hygiene, health and safety standards are met.

· Administering first aid when necessary.

· Setting up the play space including moving furniture and play equipment.

· Consulting with children and involving them in planning activities.

· Providing support and supervision to play workers and other staff, including volunteers.
· Holding regular staff meetings and conducting regular reviews and appraisals for staff
· Administration and record keeping, including staff and child records, financial records, ordering and purchasing, and working within an agreed budget.
· Developing and maintaining good communication with all members of the club, with schools, and especially with parents.   
· Undertaking appropriate and relevant training.

· Monitoring and maintaining a healthy, safe and secure working environment.

· Working within the framework of the club’s policies and procedures, and the Early Years Foundation Stage.
Responsible to:
Headteacher/School Business Manager (SBM)
Responsible for:
Play Supervisors and Volunteers
Working relationships:
Children attending the club and their parents or carers; Management or proprietor and staff, students and volunteers

Hours:
25 hours per week) from Monday to Friday 7.45-9.00; 3.00- 6:00 pm (term time only
Grade & Salary:
Grade 3 (pts 4-6: £18,426 - £19,171)
Job summary:

Day to day management of the club (including administration tasks).

Provide quality playcare within the framework of the club’s
Contribute to developing associated policies and procedures

MAIN DUTIES AND RESPONSIBILITIES

· Planning, preparing and delivering quality play opportunities within a safe and caring environment.

· Providing comprehensive care for the children including delivering to and collecting them from school.

· Providing refreshments and ensuring that hygiene, health and safety standards are met.

· Administering first aid when necessary.

· Setting up the play space including moving furniture and play equipment.

· Consulting with children and involving them in planning activities.

· Providing support and supervision to play workers and other staff, including volunteers.
· Administration and record keeping, including ordering and purchasing, setting up and monitoring the booking system and working within an agreed budget.
· Developing and maintaining good communication with all members of the club, with school, and especially with parents.   
· Undertaking appropriate and relevant training.

· Monitoring and maintaining a healthy, safe and secure working environment.

· Working within the framework of the club’s policies and procedures, and the Early Years Foundation Stage.

This Job Description sets out the main duties of the post at the date when it was drawn up (August 2019). Such duties may vary from time to time without changing the general character of the post or the level of responsibility entailed. Such variations are a common occurrence and cannot justify a reconsideration of the grading of the post. 

Signed: _____________________________________ Post Holder

Signed: _____________________________________ Line Manager

Date: __________________________

Person Specification for School Business Manager
The table below details the essential and desirable qualities required for this post.
	Person Specification
	Essential
	Desirable
	Method of Assessment

	Experience
	· Experience of working with 4 to 11 year olds

· Experience of administration 

· Experience of working in a supervisory or management capacity
	· At least 2 years’ experience of working in a childcare setting

· Experience of working within a play-based setting

· Experience of budgeting

· Ability to use IT based resources to support play and club administration 


	Application form

Interview

Reference

	Qualifications & Training
	· Appropriate Level 3 qualification
· Appropriate child protection training

· Current Paediatric First Aid Certificate


	· Current 12-hour Paediatric First Aid Certificate

· Familiarity with the Early Years Foundation Stage

· Food Hygiene Certificate
	Application form

	Skills & Knowledge
	· Delivering equal opportunities in a play setting

· Understanding the varied needs of children and families

· Providing and facilitating safe, stimulating play

· Proven leadership skills

· Excellent communication skills together with sufficient understanding and use of English to ensure the well-being of the children*
	· 
	Application form

Interview

Interview task

Reference

	Personal Qualities
	· Ability to work on own initiative, using judgement and common sense
· Flexible
· Sense of humour
	· 
	Interview

Reference

	Reference
	Supportive
	
	Evidence submitted on request


