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WHITGIFT

Job Description

GrouP Leader

Function & Accountabilitg

The Group Leader will work with the young People and volunteers on the Project on the organisecl
activities. The Post~holc]cr will be accountable to the Prcject Coordinator, Scheme Officer and
Senior GrouP Leader, and in their absence, to an identified member of the Management

Committee.

Thisjob dcscription does not form Par’c of the contract of emplogment‘

Hours and rate of pay

This is a fixed term Post‘ The lﬁourlg rate of pay for the 2012 Projcct is available on aPPIication

Pre Project Training:
J Availabilitg from 9.30am to 4‘.§Opm Monclag to 5unc]ag cluring the week Prececling the

schcmc) for compulsorg training, Planning and set~up clags
A 30minute break is givcn forlunch each clag.

During, the duration of the Project n Julg/August:
*  8.00am to 5.00pm Monday
e 830amto 5.00Pm Tuesclag to l:ric]ag

Duties

+ toadhere to all relevant Publishccl Po[icics and Proceclures of WhitgiFt SNAP

* to support and assist in the supervision of volunteers during the scheme ensuring that a
ratio of one volunteer to one disabled cl’uilcl/goung person is maintained wherever Possib[e

*  to maintain the comciclcntia!itg of all Personal data inclucling, medical information, of
children and young Pcoplc, and volunteers where aPProPriate

* under supcrvision of the Scheme Officer and Senior GrouP Leader, to Plan in advance
aPProPriate Pairings of volunteers and young People (basecl on Prior
knowlcdge/clocumentation of botlﬂ the young Pcrson’s neccls/behaviour and volunteer’s

level of cxpcriencc/ski”s) .



e to register volunteers and record issue of ID passes and young Peopte Protilcs at the start
of each clag

* to suPervisc activities cluring the Project on-site, and suPcrvise clag triPs off-site, ensuring
total awareness and observation of all health and satctg Policies

* togetout cquipment for activity sessions and assist with and suPervisc ticlg~up at the end
of cach ctag ensuring all c{amagcd items are taken to the office and reportecl to the
Scheme Officer

* toensureall activity areas are cht clean cluring the c]a9

* to ensure loan cquipment is used aPPropriatclg at all times and that all items are satc|9
stored at the end of ecach c]a9 and identified for return at the end of the Projcct

* toorganise and supcrvise drink and lunch breaks

* to attend end of clag mcetings with voluntcers, ensuring that all ID passes and young
Pcople Protilcs are returnecl, and to rePort the loss of any Protiles to the Scheme Officer
or Project Coordinator

* toattend end of clag staff meeting with the Scheme Officer, Senior Group Leader, Project
Coordinator and Management Committee members

* to Proviclc administrative support in maintaining lists, registers and schedules cluring the
scheme and carry out snopping as recluired

* toensure records of Pairings of volunteers and young PcoPle are kept up to date

* to advise the Prcject Coordinator and Scheme Officer of any issues arising with
volunteers or young Pcoplc and to nc!P resolve these issues

e toadvise the Care Coordinator if a young Person/voluntcer is in need of medical attention
and report all accidents/incidents in accordance with Proceclures

*  when going on outings, to advise the Care Coordinator of ctxilctren/young Pcople
Participating and to collect all rec]uirecl medication and instructions on their administration

* to report any suspicious tinclings, eg. signs of suspcctec] child abuse to the child
Protection Officer or their authorised cleputg, in accordance with the Satcguarcting
Children Policg

* toassistin the scheme set-up and dismantling

* SUCh Ot]"lCr ClUtiCS as mag }DC reasonablg requirecl to ensure a satc ancl SUCCCSS‘FUI SCI’]CI’HC

The above list of duties is not intended to be exclusive and may be amended bg mutual agreement

at any time, and reallocated as necessary.

Critera
Qualifications Current Medic First Aid Certificate *
Current certificate for moving/t'ianc”ing froma recognisect
training t)oclg *
Rcsponding to ctia”enging behaviour training (spccitic course to be
Proviclect t)g Whitgitt SNAP)
ExPericnce Work in a Paicl or unPaicl capacitg with People with

disabilities



Knowlecige & skills Knowlecige of Pi‘igsical and lcarning disabilities
Communication and leaclership skills
Self-motivated and an abili’cg to motivate others
Initiative
Teamwork skills
Administrative skills
Skills in any of the i:o”owing would be i‘iciPFui but are not
essential :
* artand craft activities

. sPort/incioor games

e drama
Aptitude & disposition Active promotion of good equal opportunities polic
P P P g 9 PP policy
Practices

Commitment to Wi’iitgiict SNAP’s health and saicctg Policies
inciuciing gooci liicting practice

A Positivc aPProaci'i to working with disabled children and
young Pcople

APPreciation of the imPortance of volunteer contributions
Awareness of different cultures and baci(grouncls
Patience is essential

Encrgetic
* Ap/oropr/atc tra/h/hg courses will be offered to the successtul aP/D//Cant' it rcqu/rcd.

The successful aPPiicant must have full time availabilitg for the duration of the Projec’c in Juig/
August and the Prececling compuisorg training week, Ciuring which all training must be succcssmcu”g
comPleteci.

All staff must hold a valid First Aid Certificate. If a valid certificate is not held, Whitgiict SNAP will
Provicie staff with the oPPortunitg to attend a subsidised First Aid course, but will not pay staff

for their hours of attendance on the course.
ExPenses will be re-imbursed in accordance with the Staff Expcnscs Policg.

All Paici staff must supplg ProoF of entitlement to work in the UK and require Enhanced Police
Disclosure From ti'ie Criminai Rccorc]s Bureau. A” 01C1Ccrs oF emplogment are also subject to written

references as detailed in the Staff Selection PoiiCQ‘

All Paici staff and volunteers Participating in Wi"litgi]ct SNAP are cxpccteci to suPPort and work
within the Poiicg and Practice guiclelines laid down by the Management Committee, inciuciing Equai
OPPortunitics.



