Brindishe Schools

Job Description 
Extended Services Play Leader 39 Weeks per annum
Tea Club 15 hours per week
Pay Scale: Scale 2, Spine Point 3 – 4

Main Purpose of the job

We would like to appoint a confident and creative person to assist in our  Tea Club provision. The ideal person would have some experience of working within a school environment.

The role includes supervising the children, always ensuring their safety, engaging with them in aspects of play and conversation, setting up activities for children to optionally take part in, meet and greet parents and provide them with feedback on their child's time at the club. Having  a  fun time in a safe environment!

Summary of Responsibilities and Duties

Purpose of the job

Reporting to the Extended Services Manager / Leadership Team, The Extended services Play Leaders will work together as a team sharing responsibility for effective supervision of children during the  Tea Club Service hours.

Wherever possible the team will agree to the necessary duties and rotas required to ensure adequate supervision.
Where issues arise, which cannot be resolved or agreed by the team, the matter shall be brought to the attention of the senior leadership team who will decide and act accordingly.

Hours
Tea Club 3:00 – 6:00pm

 Job Description 

1. To assist in the organisation and the smooth running of  Tea Club within the school building.

2. Supervising children in the Tea Club on the school premises. 

3. To help children get their Tea, find a place to sit and eat their food in a comfortable, clean and friendly environment

4. To engage children in appropriate and purposeful activities in the allocated areas across school.

5. To provide support and to assist with supervision of games and activities.

6. To report any concerns about a child or any aspect of Tea Club to the Extended Services Manager / Leadership team on Duty.

7. To undertake appropriate training and development activities.

8. To be proactive in engaging with our children to create a happy, stimulating environment.

9. Any other duty requested by the Extended Services Manager / Leadership team.

10. To foster a stimulating environment for the children.

11. To welcome children to a warm friendly environment.

12. To be equally and jointly responsible for the behavior of children during the  Tea Club hours including dealing with incidents of unruly or anti-social behavior and to the Extended Services Manager if there are concerns or to enlist support.

13. To record any incidents which may give rise to further concern or complaint.

14. To report to the Extended Services Manager / Senior leadership team when the behavior of an individual or group of children causes particular or frequent concern or where an incident cannot be happily and fairly resolved

15. To report to the Extended Services Manager any incident or concerns around promoting good relationships. Reporting involves collecting as much information as possible about the incident and reporting it as fully as possible for investigation and action. 

16. To ensure that Health and Safety procedures are followed including 

(a) reporting any hazards to the Premises team 

(b) attending to sick or injured children 

(c) referring accidents or injuries to children to the designated First Aiders and / or the school secretary

17.  Adhere to the Keeping Children Safe in Education policy and the school's Safeguarding policy, including presence of adults in the school and grounds and ensure that persons on the premises, without permission or appointments are attended to, and asked to leave, if necessary, in consultation with the senior leadership team and Premises Officer.

18. To understand about the special dietary requirements for individuals or groups of children and to respect and support these requirements.

19. To receive information about the special needs of individual children and to offer appropriate and sensitive support as advised by the senior leadership team.

General responsibilities 

•	Be aware of and support diversity and ensure equal opportunities for all
•	Contribute to the overall ethos/work/aims of the school
•	Appreciate and support the role of other professionals
·     Establish constructive relationships and communicate with other agencies/professionals
•	Attend and participate in relevant meetings as required
•	Participate in training and other learning activities and performance development as required
·     Recognize own strengths and areas of expertise and use these to advise and support others



Extended Services Play leader: person specifications

Be able to 
· communicate clearly with children and adults
· be able to write legibly
· work flexibly and to recognise the specific demands of a school environment
· work as part of a team and independently
· take initiative, identify and solve problems
· deal sensitively and effectively with people
· respond appropriately to children in a school environment
· Understand, abide by, contribute to and promote all Lee Manor school policies
· engage young children in fun, safe, cooperative play activities

Have had experience of
· working with primary aged children in an education setting
· working with a diverse range client/ customer
· taking responsibility and having responsibility

Have knowledge of
· how equality of opportunity can be supported and promoted through this post
· how to promote good behavior in school 
· games and play activities which are safe and suitable for young children to engage in at school

Circumstances
· be able to attend meetings between 3.45 and 4.45pm if required
· be able to attend training off site if required

Physical
· mobile to move quickly and easily around school including using main building stairs, playground steps and negotiating small furniture and fast- moving small children
· candidates must meet Lewisham requirements for the post
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