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	TITLE: Childcare Supervisor  
	GRADE:    

	REGION: Bromley & London  
	SECTION: Childcare 

	JOB REF: 
	REPORTS TO: Childcare Area Supervisor 


	MAIN PURPOSE

To plan, organise and manage the operations of Mytime Active’s childcare settings, ensuring the children are provided with a caring, safe and secure environment in which to learn, develop and improve well-being through a variety of play and physical activities.


	SUMMARY OF RESPONSIBILITIES AND DUTIES
1. Accountable for all children and employees within the setting, ensuring that agreed child: staff ratios are always met.  This includes facilitating support from additional sites, bank or agency staff in the event of employee absences 

2. To assist with recruitment of employees for your designated setting, including interviewing, appointing and inducting

3. To effectively line manage and develop all staff ensuring regular meetings are held, key company messages are delivered and training opportunities are provided.  

4. To ensure all employees receive regular supervisions and 1-2-1s including given appropriate corrective feedback and conduct disciplinary investigations and/or hearings when required 

5. To be the Designated Safeguarding Officer and ensure suitable child protection training is sourced and delivered to staff.  This includes ensuring there is always a suitably trained safeguarding officer on site at all times throughout service delivery

6. Effectively communicating with key people involved in the delivery of the service and the children’s well being, this includes parents, teachers, head teacher, Ofsted, SENCO, LADO etc. 

7. To develop and maintain relationships with parents providing them with information where appropriate.

8. To be accountable for the safe delivery and collection of children between school and the childcare setting 

9. Organisation and evaluation of play and sports programmes that provide participants with opportunities to increase health, physical activity and well-being 

10. Ensure children are provided with a range of pre-planned, age appropriate; adult led and varied activities on a daily basis, which reflect fully children’s diverse and individual needs.
11. To maintain the safety and security of the setting environment, responsible for the efficient implementation of the relevant emergency procedures including First Aid.
12. To ensure all children have a designated key worker and a personal file to securely record personal information

13. Ensure the children receive a choice of healthy refreshments whilst maintaining hygiene, health and safety standards at all times. This includes sourcing relevant training for the team

14. Administering first aid when necessary and being responsible for ensuring all records of accidents and incidents are correctly logged, stored and monitored. 
15. To monitor performance against agreed KPIs including financial, participation and satisfaction targets.  Ensuring data is correctly logged and targets achieved 

16. Accountable for all administration tasks required including record keeping, staff and child records, data logs, ordering and purchasing etc. 
17. Adhering to and working within the agreed financial budget at all times 

18. To support additional settings when required 
19. To promote equality of opportunity and anti-discriminatory practice through both the programming of activities and by acting as a positive role model to the children

20. Undertake appropriate training and adhere to company policy and procedures, assisting with the updating and developing of relevant policies and procedures
21. To carry out other appropriate duties as directed.


	SKILLS & ABILITIES
· Ability to effectively communicate and inspire confidence and motivate participants of all ages and abilities;

· Ability to demonstrate perseverance, patience and flexibility;

· Ability to react calmly, quickly and effectively in emergency situations;

· Ability to demonstrate excellent planning and time management;
· Ability to effectively communicate with parents, teachers and other agency professionals 

· Ability to lead, coach and develop a team#

· Basic IT and Administration skills.
· Ability to work on own initiative with minimal supervision.


	KNOWLEDGE
Essential:

· Knowledge of equal opportunities, health and safety and child protection;

· Knowledge of emergency First Aid procedures
· Knowledge of Early Years Foundation Stage

· Knowledge of issues relevant to education and child development
· Knowledge of Ofsted standards and legislation
· Knowledge of Designated Safeguarding Officer role 

· Knowledge of Managers essential workshop 

Desirable:

· Knowledge of behaviour management and special educational needs


	EXPERIENCE

· Experience of working with children within a childcare setting 
· Experience of supervising and/or managing staff

· Experience of communicating with parents, teachers or other professionals


	QUALIFICATIONS

Essential:

· Level 3 childcare relevant Qualification 
· Level 3 / DSO child protection qualification 

Desirable:

· NVQ Level 3 in leadership and management
· Food Hygiene certificate 

· An up to date paediatric first-aid qualification;


	CONDITIONS OF EMPLOYMENT

· MTA is committed to safeguarding and promoting the welfare of children.  Childcare employees are subject to the rehabilitations of offenders act and will be required to undergo child protection screening including checks with past employers, qualifications, enhanced disclosure and barring service check, and disqualification by association check. 
· All employees are subject to health clearance check and to undergo a medical examination, if required. 

· To maintain any professional registration, licences or qualifications, which are essential to the post held.


	SPECIAL REQUIREMENTS

· To demonstrate high level of honesty and integrity and to be approachable, welcoming, friendly positive, self-motivated, flexible and punctual;

· To creates an enjoyable environment for participants;

· Able to evidence of a personal commitment to continuing professional development and maintaining an up-to-date professional knowledge;

· To wear suitable clothing for working in a childcare setting;
· To efficiently and effectively meet the needs of the service and be able to work across a variety of MTA childcare sites.
Please note: 
You will take reasonable care for your health and safety and have regard to other persons who may be affected by the performance of your duties in accordance with the provisions of Health and Safety legislation, MTA’s Health and Safety Policy Statement, associated protocols and health and safety management systems.


	CERTIFICATION


	Employee Signature:
……………………………………………………………………………

Date……………………………………………………………………

I certify that I have read and understand the responsibilities assigned to this position.
	Managers Signature :
……………………………………………………………………………

Date……………………………………………………………………

I certify that this job description is an accurate description of the responsibilities assigned to the position.


The above content is intended to describe the general nature and level of work being performed by the post holder. They do not form part of the contract of employment and are not intended to be an exhaustive list. The post holder may be reasonably required to perform duties other than those given in the job description. 
	DATE OF LAST REVIEW:  V3/010818 
	PREPARED BY:  Childcare Manager 



