CHESHIRE EAST COUNCIL		 				NJC/E/1
JOB DESCRIPTION QUESTIONNAIRE 

NB Only complete this questionnaire after referring to the guidance notes.


	JOB TITLE
	Out of School Club Deputy
	JOB REF NO
	AAAD5102




1 BASIC JOB PURPOSE
[bookmark: _GoBack]To assist the supervisor in providing a high quality, inclusive play and care centred service that meets the needs of children, young people and their families.  To assist the supervisor in the day-to-day organisation and operation of the club in line with club policies and procedures, the National Standards for Out of School Care and statutory guidance for Safeguarding Children.


2 MAIN RESPONSIBILITIES
	NO
	
	APPROX %

	1
	Assist the manager, as appropriate, to ensure the smooth running of the club, promoting positive attitudes and attending meetings as appropriate.  
	10

	2
	Support a team of playworkers to provide a safe, stimulating environment for the children and young people and ensure play materials and equipment are properly used, maintained and stored, and report any worn or damaged materials to the manager.
	19

	3
	Supervise children and young people and organise and prepare creative and appropriate play opportunities for the children, ensuring the play area is left in a clean and tidy condition at the end of each session.
	50

	4
	Ensure the safety of all children in the event of a fire, fire drill or other emergency and administer first aid when necessary.
	5

	5
	Support the manager in the day-to-day administration, collection of fees, record keeping and provision of snack.
	5

	6
	Record and report any concerns relating to child protection in line with Local Safeguarding Children Board procedures
	1

	7
	Record and monitor the safe arrival and departure of children and young people. 
	5

	8
	Work closely with parents to create and develop open and inclusive working partnerships which support the development of their children.
	5

	Notwithstanding the detail in this job description, in accordance with the Council’s Flexibility Policy the job holder will undertake such work as may be determined by the Director/Corporate Council Manager from time to time, up to or at a level consistent with the Principal Responsibilities of the job and in any location within Cheshire East.





