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JOB TITLE – OUT OF SCHOOLS CLUB LEADER  

Job Title:
Out of Schools Club Leader
Department: 
 Limavady Family Centre @ LCDI
Reports to: 
 Children and Family Services Manager 
Location:
 LCDI Limavady 
Hours:

 25 hours per week term time (additional hours available July and August)
Rate:

 £13.30p 

This post is temporary for 9 months with potential extension to 12 months (Maternity Cover)
The Organisation
Limavady Community Development Initiative (LCDI) is a charity, focused on serving the community of the Borough of Limavady.  The organisation was founded in 1987, by a group of local people concerned at the high levels of unemployment in the area.  Some of those founder members are still with us today.  The emphasis in those early days was on creating job opportunities.

We currently employ 30 people, delivering an innovative range of community projects throughout the borough and beyond.  We are one of the largest community groups in NI, and our success is testament to the commitment and passions that we have for our work.

LCDI is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.  The Organisation also expects all staff and volunteers to share the Organisation’s commitment to Equal Opportunities within the workplace.

Job overview

LCDI operate an Out of Schools Club at our purpose-built facility, Limavady Family Centre, at Rathbeg Drive.  We are registered with the Western Health and Social Care Trust and are inspected annually.  The Leader will effectively manage the service provision and a small staff team.  Out of Schools Club operates Monday to Friday, collecting children at 2pm and 3pm from local primary schools in Limavady.  We also provide full day childcare during school holiday periods, and a full time summer scheme, so hours may increase during these times.
Job Description 

The following section outlines a more detailed, but not exhaustive, description of the duties pertinent to this post. 

Key Responsibilities 
Main Responsibilities:

· Provide safe, creative, and age-appropriate play activities for the children aged 4-11 years, both indoors and outdoors
· Supervise and support staff to always ensure the provision of high quality care indoors, outdoors and during trips/outings
· Organise and participate in collecting children from school by bus/walking and safely bring to LCDI Out of Schools Club

· With the support of the Out of Schools Deputy Leader plan and prepare a wide range of risk assessed activities for children aged 4-11 years.
· Plan and participate in providing a nutritious snack for the children adhering to our healthy eating policy, all food preparation requirements, and the dietary and cultural requirements of the children in our care
· To plan and complete all display boards to a high standard

· Monitor compliance with the Minimum Standards for Childminding and Day-care for children under age 12 and report any identified concerns to the Children and Family Services Manager
· Regular communication (verbal/written) with parents through face to face feedback, email and a monthly newsletter
· Invite close liaison with local primary schools and play related agencies

· Maintain all records/observations on the children in our care in accordance with the Minimum Standards
· In liaison with the Children and Family Services Manager, be responsible for ongoing PR for the project including the use of social media
· Organise and manage the staff team rota 
· Complete weekly timesheet for all Out of Schools Club staff 

· To provide all new parents/children a full induction to the Out of Schools Club 
· Have a commitment to continuous training as directed by management/ statutory agency
· Attend internal and external meetings as appropriate
· Administer First Aid as appropriate and record all details
· To familiarise oneself with all company policies and work within their guidelines.
· To liaise and communicate with agents and external authorities as appropriate
· To manage and take part in a daily cleaning rota to ensure the highest standard of cleanliness within the setting
Staff Management
· To lead and manage the team (including volunteers and students) to ensure the successful implementation of all policies and procedures/Minimum Standards 
· To complete staff support and supervision 

· To complete annual staff appraisals
· To carry out and record weekly staff team meetings

· To meet with all new staff and oversee their induction

· To manage staff sickness and annual leave ensuring appropriate cover is in place as required within the Minimum Standards for Childminding and Day Care for children under age 12
· To assist the Children and Family Services Manager with recruitment and selection 

Administration
· To carry out the day-to-day administration, including, record keeping, ordering, purchasing materials etc 

· To be familiar with and work in accordance with the latest versions of statutory regulation.
· To investigate complaints and concerns raised by parents, visitors and staff, recording and reporting all findings to the Children and Family Services Manager 
Health & Safety

· To comply with all health and safety procedures as required by the organisation.
· To be responsible for opening and closing the building securely 

· To report all identified health and safety concerns directly to the Children and Family Services Manager 

Safeguarding
· All employees have a duty for safeguarding.  Staff must be aware of the organisation’s procedures for raising concerns and must report any concerns to the Designated Child Protection Officer/Gateway team immediately.   Staff must complete the appropriate level of training for their job role
· Fulfil the role of Designated Child Protection Officer
The post holder will also: 

· Work within the guidelines and policy and procedure requirements laid down by organisational policies in such matters as Safeguarding, Health and Safety, Risk Management and Equality and Diversity.
· Be required to carry out such reasonable additional duties as may from time to time be determined by the Board of Director’s or Children and Family Services Manager.
· To promote the good name of the organisation through conduct towards visitors, agencies, and other parties, and in attendance at LCDI events.
· To always adhere to LCDI standards. 

The post holder must be 18 years and over and is subject to all pre-employment checks required when working with children including an Access NI Enhanced Disclosure Certificate and Pre-employment health assessment.

Person Specification

	CRITERIA


	ESSENTIAL
	DESIRABLE
	Assessed

From:

	QUALIFICATIONS AND EXPERIENCE, INCLUDING DETAILS OF SPECIALISED KNOWLEDGE AND SKILLS REQUIRED TRAINING AND DEVELOPMENT


	QCF Level 5 Diploma in Play work; or a QCF Level 5 Diploma Child Care, Learning and

Development; or a relevant occupational qualification in early years’ education,

social work, nursing, teaching, or health visiting and 2 years’ experience working in a play, education, youth or daycare setting. 
A minimum of 18 months paid experience in a supervisory or management role within a formal setting with children aged 4-11years.
6 months experience in fulfilling the role of DCPO
In depth understanding of the Minimum Standards for Childminding and day-care for children under age 12
IT literate
Ability to be pro-active and display initiative.
Willingness to learn and acquire new skills.
Excellent Organisational skills
	Basic Food Hygiene Certificate 
Paediatric First Aid

Child Protection/Safeguarding Training

Designated Officer Child Protection Training 

Experience working with children with additional needs.
6 months experience of working with children with Special Educational Needs

	Application

Certificates

	SPECIAL SKILLS/ABILITIES
	Demonstrates understanding and commitment to supporting LCDI to meet its targets for success.
Good interpersonal skills, both verbal and written

Evidence of problem-solving and decision-making skills
Confidentiality
Flexible
A professional and supportive team player who enjoys effective collaboration with colleagues.
Ability to work using own initiative
Willingness to accept additional responsibilities
	
	Application Interview

References

	PHYSICAL MAKE-UP, PRESENTATION AND APPEARANCE
	Neat and well-presented

Excellent communication skills
Punctual timekeeper
	Positive role model
	Application

Interview

References

	ADDITIONAL REQUIREMENTS
	Ability to work core hours of the organisation. 
Flexibility for cover

Willing to play a part in the wider life of the LCDI community
	
	Application

Interview

References
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