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WHITGIFT

Job Descrip‘cion

Senior GrouP Leader

Function & Accountabilitg

The Senior Group Leader will assist the Project Coordinator and Scheme Officer in
clevcloping and organising an activitg programme for the disabled children and young
Pcoplc Tlﬁeg will work with the young Pcople and volunteers on the Project on the
organised activities. The Post~l'xolcler will be accountable to the Project Coordinator and
Scheme Officer and in their absence, to an identified member of the Management

Committee.

Tl'lisjob clcscription does not form Part of the contract of emplogment‘

Hours and rate of pay

This is a fixed term Pos’c. The hours are variable cluring the Periocl of emplogment, but may
include some weekends and evening work. The l'xourlg rate of pay for the 2012 Project is

available on aPPlication‘

Pre Project Training:
J Availabilitg from 9.30am to 4-<§OPm Monclay to Sunclag cluring the week Prececling
the sclﬁeme, for cornpulsorg training, Planning and set-up clags‘

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

Daily attendance on the Project is comPulsorg and non-negotiable.

Outside the Projcct the Senior GrouP leaderis requirecl to attend all of the Fo”owing:
. Projcct Planning meeting with the Aclvisorg Committee, Projec’c Coordinators,
Scheme Officer and Group Leaders
. cx’cerna“g~run one~clag first aid course if a current first aid certificate is not held
. two~clag training course on the management of cha”enging behaviour

o half clag moving and hanc”ing training course
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staff training dag (approx 4 hours) and all volunteer training clags
set~up clag

A30minute break is givcn for lunch each clag.

Post Prcy'ect:

Projcct Review Mecting (usua“y held in ScPtcmber)

Duties

to adhere to all relevant Publishccl Policics and Proceclures of Whitgiﬁ: SNAP

to assist the Group Leaders and Volunteers in implementing Behaviour Management
Care Plans

to maintain the comciclentialitg of all Personal data inc[ucling medical information of
children and young People, and volunteers where aPProPriate

to assist the Scheme Officer in the training of staff and volunteers

to assist the Group Leaders in Planning in advance aPProPriate Pairings of
volunteers and young People (basecl on Prior knowleclge/clocumcntation of both tl’xc
young Pcrson’s needs/behaviour and volunteer’s level of exPericnce/Ski”s) .

to suppor’c and assist the GrouP Leaders in the supervision of volunteers cluring the
scheme cnsuring that a ratio of one volunteer to one disabled clﬂilc]/young person is
maintained wherever Possible

to assist the Scheme Officer with the management of the c]ﬁa“cnging behaviour of
young Peoplc, as required, with the support of the Group Leaders where necessary,
ensuring that actions taken are in accordance with relevant Policic&

to allocate GrouP Leaders to outings and on-site activities

to ensure that activities during the scheme on-site are ProPerlg supcrvised bg
allocated Group Leaders and Provicle assistance and suPPort where necessary

to prepare outings Packs ensuring that these include all relevant information,
admission tickets, monies required and risk assessments

to ensure that Group Leaders have collected outings Packs, first aid and personal
care kits, and liaised with the Care Coordinator to collect requirecl medication before
leaving on trips

to ensure that triP regjsters are delivered to the SNAP office Promptlg and that
GrouP Leaders have appointecl a suitable 21C before leaving

ensuring total awareness and observation of all health and samcctg Policics

to ensure that all recluirec{ ec]uipmcnt is out for activity sessions and assist with and
supcrvise ticly up at the end of each c]ag

PrePare a ‘Ticlg UP’ rota assigning each group to a different room/area

to ensure loan ccluipment is used aPProPriatclg at all times and that all items are
saFch stored at the end of each dag and identified for return at the end of the
Projcct

to organise and supcrvise drink and lunch breaks
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+ toattend end of Clag meetings with GrouP Leaders and their volunteers

* toattend end of c]a9 staff meeting with the Scheme Officer, Group Leaders, Prcject
Coordinator and Management Committee members

* to Proviclc administrative support in maintaining lists, regjsters and schedules C]uring
the Project

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

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

e to advise the Care Coordinator if a young Person/voluntcer is in need of medical
attention and rePort all accic]cnts/inciclents in accordance with Procedures

* to report any suspicious Finclings, eg. signs of suspected child abuse to the child
Protection Officer or their authorised clcPutg, in accordance with the SaFeguarcling
Children Policg

* toassistin the scheme set-up and dismantling

* such other duties as may be reasonablg requirecl to ensure a safe and successful

Projcct

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.

Criteria

Qualifications Current Medic First Aid Certificate *
Current certificate for moving/hanc”ing froma recognisec{
training boclg *
Rcsponding to c]ﬂa”cnging behaviour training (sPCCiFic course
to be Proviclecl by Wlﬂitghct SNAP)

ExPericnce Work in a Paicl or unPaicl capacitg with disabled Pcople
Work in a Paicl or unPaicl capacitg with volunteers in a

supcrvisorg role
Knowleclge & skills Knowleclge of Phgsical 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 Fo”owing would be hc!PFul but are not
essential :
* artand craft activities
. sPort/incloor games

* clrama
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APtitucie & ciisposition Active Promo’cion Oicgooci ccluai oPPor‘tunities Policg
Practices
Commitment to Whitgi?t SNAP’s health and saFety Po[icics
inciuciing gooci liicting Practice
A Positivc aPProaci'i to working with disabled children and
young Pcoplc
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 Project in
Juig/ August and the Prececiing compulsorg training weck, cluring which all training must be

successFu”g comp[ctccl.

All staff must hold a valid First Aid Certificate. If a valid certificate is not held, Wi‘litgiﬁi SNAP
will Proviclc staff with the opportunit9 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 recluire Enhanced
Police Disclosure from the Criminal Records Bureau. All offers of cmplogment are also
subject to written references as detailed in the Staff Selection Poiic&

All Paici staff and volunteers Participating in Wi’xitgiict SNAP are expcctccl to suPPort and

work within the Poiicg and Practice guicielines laid down by the Management Committee,
inciuciing Equai Opportunitics.
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