JOB DESCRIPTION FOR CO-ORDINATOR IN
OUT OF SCHOOL CARE PROVISION

Main areas of responsibility

1. To act in loco parentis in all pertinent matters in order to ensure at all times that the corporate and individual safety and well-being of children attending the extended day care provision are met taking account of social, recreational and educational needs of the children concerned.

2. To work within the policies recommended by WPPA with regard to out of school care service.


3. To work within the policies recommended by WPPA for the promotion of equal opportunities.


4. To be responsible for the day to day management and administration of the extended day care provision.


5. To be managed by the Management Committee.

Specific duties
The Co-ordinator is responsible for the day to day running of out of school care provision. In addition the Co-ordinator will:

1. Devise and implement a programme of social, educational and caring activities and experiences which is age appropriate and which offers opportunities for new experiences and the development of new skills and abilities.


2. Supervise, support and appropriately direct the work of the assistant staff in order to ensure the effective delivery of nurturing/recreational activities over a period.


3. Ensure that all activities are appropriately supervised, mindful of the underlying responsibility for the safety and welfare of children at all times.


4. Ensure that a warm and caring environment relevant to the individual children's needs is provided.


5. Liase with parents and other outside agencies as may be necessary in the interests of the welfare of children.


6. Liase with other staff members to provide the children with nutritious and satisfying meals.


7. To escort children, or direct playwork staff to escort children to and from the neighbouring schools to the Centre as and when necessary.


8. Undertake managerial and administrative duties commensurate with the efficient running of the provision.
These duties include:

a) Development and maintenance of appropriate staff and children's personal records and the provision of information returns and reports as necessary.
b) Ensuring that all transactions whether financial or paperwork are undertaken and recorded according to WPPA recommendations.
c) Liase on a regular basis with the Head-teacher and schoolkeeper on matters relating to the use of facilities and equipment if applicable.
d) Organise and attend regular liaison meetings with the Head or the Head's representative, WPPA and Under fives Officers (Wandsworth Education Department) as may be necessary.
e) Arrange for the purchase of appropriate materials/equipment.
f) Responsibility for the reporting of hazards and accidents to staff and children and for acting as Safety Officer for the institution during its time of opening.

