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Job Title: Deputy Extended School Provision Leader

Scale: To be evaluated

Reports To:  Lunch Time & Extended School Provision Leader

Staff Managed: Extended School Provision Teams


Job Purpose:

To assist the Extended School Provision Leader in the provision of high quality care for children at the After School and Breakfast Club. To take day-to-day managerial responsibility for the extended day, directing staff, receiving monies, making purchases and organising a programme of activities. 

Key Responsibilities

1. To assist in the development of an appropriate and stimulating programme of activities.

2. To assist with the provision of activities that aid and contribute to children’s learning, enjoyment, social and physical development.

3. To facilitate the positive integration of all children, including those with disabilities, behavioural difficulties and/or special needs within the after school club provision.

4. To establish positive relationships with all children and young people supporting and enabling them to increase their confidence and realise their full potential, fully integrating them into activities.

5. To assist the development of, and to follow routines, plans, expectations and policies in place to support children and ensure health and safety at all times.

6. To use positive behaviour management strategies and relay expectations to others.

7. To facilitate the active involvement of children and young people in the planning and development of the activity programme.

8. To assist and be involved in the provision of food and snacks in line with “Food in Schools” guidance.

9. To oversee and assist in the setting up of activities and putting away at the end of the session.

10. To work as an effective team manager
11. To support the development of effective links with parents and representatives of the local community.

12. To attend school meetings and training sessions as required.

13. To work within all school policies.

14. To undertake general administrative duties including assisting in gathering of required statistical information.

15. To ensure accurate maintenance of the After School Club register including collection times

16. To ensure safe collection of all children at the end of the club.

17. To ensure collection and accurate recording of all monies paid including penalty payments.

18. To ensure accurate recording of any accidents/incidents and to be responsible for passing information on to Line Management/ appropriate person.

19. To perform First Aid tasks as required and be responsible for contacting parent/carers & summoning appropriate medical help as required.

20. To liaise with & be responsible for ensuring parent/carers are kept fully informed.

21. To ensure Line Management is kept fully informed.

22. To assist in ensuring adequate adult/child ratios are maintained at all times within the club
23. To take a lead in the creative direction pertaining to the newsletter.
24. To undertake any other reasonable duties within the competence of the post holder required to ensure the smooth running of the service.
Person Specification

Essential Requirements

Qualification:

· NVQ Level 3 (Childcare or Play) or equivalent.

· Current Paediatric First Aid Certificate (or willingness to train)

· Current Food Hygiene Certificate (or willingness to train)

Experience:

· At least 2 year’s post qualification practical work with children and young people including with disabilities, special educational needs and or challenging behaviour.

· Experience of dealing with parent/carers.

· Demonstration of contribution to effective team leading/working.

· Experience of handling cash and maintaining simple records.

Knowledge, Skills and Abilities:

· Competency in literacy, numeracy and computing.

· Ability to communicate effectively with children and young people within informal settings.

· An understanding of the needs of children and young people living in a multicultural, inner city area.

· Ability to communicate effectively verbally and in writing to colleagues, parents and other professionals as required with a clear understanding of confidentiality and professional boundaries.

· Ability to keep accurate, up-to-date records.

· Knowledge and good understanding of anti discriminatory practice, child protection and health and safety procedures.

· Ability to prioritise and organise yourself to maintain the smooth running of the service.

· Ability to co-ordinate and ensure adequate supervision of children, staff and activities

· Ability to deal calmly and professionally with unforeseen circumstances including emergencies and accidents, which may occur.

Attitude:

· A commitment to the delivery of high quality services.

· A commitment to the principle of equality of opportunity and an ability to translate theory into practice in your day-to-day work.

· Ability to adapt to and meet the challenges of change.

· A flexible approach to working patterns to meet the demands of the service and/or its users.

· A good team player.

· A reliable person who is punctual and good at time keeping.

Other:

· Willingness to undertake further training as required for the role



