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LONDON BOROUGH OF NEWHAM 

COMMUNITY EDUCATION AND YOUTH SERVICE

Title of Job:


Crèche Leader

Grade:


APT& C Scale 5

Job No:





Department:


Education

Section:

 
Community Education & Youth Services (NewCEYS)

Service:


Social Inclusion & Special Needs Support


JOB DESCRIPTION

Person reports to:

Area Administrative Manager

Person supervises:
Crèche Workers

Volunteers

Placements


Purpose of Job:

To manage, organising and run a crèche, which is a facility, made available to adults who are involved with courses and other Community Activities.


Equal Opportunities:

The Council has a strong commitment to achieving equality of opportunity in both services to the community and the employment of people and expects all employees to understand and promote its policies in their work.


Duties and Responsibilities:

1. To manage the designated Crèche facility in line with Social Services recommendations and standards.

2. To be a member of the Area Management Team, attending meetings as required.

3. To have an awareness of, and assist in the development and updating of policies relevant to the Crèche and Children Act registration e.g. Child Protection, Health and Safety, Dealing with Difficult Behaviour.  To ensure other staff and volunteers have an awareness of these procedures, and that they are adhered to.

4. To be the “fit person” for the Crèche for Social Services regulation and registration purposes.

5. To ensure that conditions of Children Act registration are adhered to, and, when required, to assist other NewCEYS staff in the registration process.

6. To liaise with Social Services and other agencies, both voluntary and statutory, regarding Crèche provision.

7. To be responsible for ensuring Health & Safety procedures and carrying out risk assessment audits within the Crèche or other childcare facility.

8. To supervise children placed in the Crèche and ensure that all activities are carried out in a safe manner, with an emphasis on accident prevention.

9. To undertake basic First Aid and comfort and follow emergency procedures where and when necessary.

10. To be responsible for the care, safe keeping and monitoring of equipment, materials and the Crèche area, complying with the council’s policy on Health and Safety and other regulation ie COSHH.

11. To line manager Crèche Assistants, including recruitment, induction, sickness absence, and appraisal.

12. To supervise and induct Crèche Assistants, Volunteers and placements, arranging crèche cover for staff absence.

13. To be responsible for developing a rota system for staff ensuring that the Crèche facility is staffed at all times and that sessional staff are booked to cover for annual leave etc.

14. To assist and support community developments relating to the Crèche such as Carer and Toddler groups and User Groups.

15. To liaise regularly with the Area Administrative Manager, informing them of equipment & material needs, maintenance, Crèche numbers etc.

16. To establish good relationships with children and their parents or carers and to develop an understanding of their various cultural backgrounds.

17. To liaise with parents/carers using the Crèche, discussing concerns and queries with them, referring them, where necessary, to other NewCEYS staff.

18. To provide a variety of activities and topics in the Crèche which will stimulate all areas of children’s development and meet the needs of children from a range of ages and cultural backgrounds.

19. To undertake and initiate general cleaning, tidying and display duties, ensuring the crèche provides a clean, hygienic and attractive environment.

20. To change nappies and/or supervise and encourage independent toileting.

21. To arrange for the provisions of snacks and drinks, with and emphasis on healthy eating and bearing in mind dietary and cultural requirements.

22. To take primary responsibility for setting up and maintaining records relevant to the Crèche and for collecting and dealing with cash.

23. To be responsible for elements of the Crèche budget, providing details of expenditure on a quarterly basis to Area Administration Manager, in line with corporate standing orders.

24. To attend appropriate training when required.

25. To represent NewCEYS at relevant meetings.

26. To promote the service positively and enthusiastically as and when required.

27. To be willing to undertake evening duties on a regular basis and occasional weekend working as and when required.

28. To work as directed by Head of Service within a range of area offices as required.

29. To carry out any other duties that are in line with the purpose and grade of the job as may be required from time to time.

LONDON BOROUGH OF NEWHAM

PERSONNEL SPECIFICATION

All requirements in this specification must be (a) essential to the post and (b) assessable within the selection process.

	FACTOR

	REQUIREMENT
	METHOD OF ASSESMENT



	Qualifications
	Minimum Qualification of NNEB, or BTEC or NVQ III in Childcare and Education
	Application Form

	Knowledge
	Experience of working with children under five in a paid or voluntary capacity

Minimum qualification of NNEB, or BTEC or NVQ III in Childcare and Education.

Ability to communicate with children of a variety of ages and backgrounds and with varying needs.

Ability to deal with and prevent accidents and incidents which may occur in the crèche area

Ability to organise a variety of children’s activities and games and a knowledge of the equipment and materials used for these purposes

Ability to communicate face to face and on the telephone with users of crèche facilities and staff from the Community Education Service and other agencies connected with the crèche.

Ability to maintain simple records and ensure effective day to day administration and maintenance of the crèche

Ability to perform basic calculations relating to crèche finances

Ability to supervise an support an establish good relationships with children

Ability to motivate and supervise Crèche Workers, volunteers and placements and to encourage teamwork.

Ability to understand and communicate policy relating to crèche provision and to assist in its development and updating

Ability to assist in the Children Act registration process and ensure the Crèche adheres to registration requirements at all times.

Knowledge of child care and child development

Knowledge of basic First Aid

Knowledge of health and safety and hygiene issues relating to Crèche provision.

Awareness of equal opportunities and its implications

Awareness of legal responsibilities and requirements relating to child care, particularly the Children Act

Willingness to undertake training related tot he job as and when required 

A flexible approach to working including willingness to relocate to meet the needs of the service
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