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London Borough of Tower Hamlets
Job Description
	JOB TITLE:
	School-Aged Childcare Coordinator

	GRADE:
	Grade I

	POST NUMBER:
	

	DIRECTORATE:
	Chief Executive’s

	SERVICE:
	Tackling Poverty

	RESPONSIBLE TO:
	Household Resilience Manager

	RESPONSIBLE FOR:
	n/a

	

	DBS Basic check required 
This post is not politically restricted 
Hybrid working arrangement
[bookmark: _Int_tY1w4XiH]Is a Travel Allowance Payable?  No
Does this post attract an Essential Car User Allowance? No
The post holder will be required to work some evenings and weekends to meet service requirements and to ensure appropriate representation of the Council, the Mayor and elected members with external bodies. 

	JOB SUMMARY:
	To lead, coordinate and deliver a high-quality, responsive and professional School-Aged Childcare Programme, ensuring the Local Authority meets its statutory duties and fulfils the expectations set out in the Department for Education’s School-Age Childcare Local Authority Capacity Funding Guidance.

The postholder will design and implement local delivery plans for paid-for and free childcare provision for children from reception onwards across term time and holiday periods, working collaboratively with schools, families, childcare providers, community organisations and internal council teams.

The role will ensure sufficient, sustainable, inclusive and high-quality school-age childcare provision, including for children with SEND, and will support the long-term development of a thriving childcare market.

	ROLE REQUIREMENTS:
	

	1. 
	Lead on the council’s strategy to ensure sufficient, accessible and inclusive school-age childcare across term time and holiday periods, through the Wraparound and Universal Breakfast Club programmes, co-ordinating closely with existing provisions. 

	2. 

	Lead on the implementation and delivery of the DfE-funded School-Age Childcare Capacity Programme, including forecasting, delivery plans, KPIs and reporting requirements.

	3. 
	Communicate the school-aged childcare offer through existing channels to the public, providers and other internal and external stakeholders and key agencies. 

	4. 
	Work collaboratively with the Holiday Activities and Food (HAF) programme, Holiday Childcare Scheme and the Early Education and Childcare Service to ensure alignment between term‑time provision and holiday childcare support, enabling a coherent and continuous offer for families.

	5. 
	[bookmark: _Int_9wTe7mrJ]Work in close partnership with the Family Information Service, schools, parents/carers, providers and other stakeholders to ensure the programme fulfils local need. 

	6. 
	Develop monitoring and data systems to allow accurate reporting and compliance and work with the DfE to monitor and evaluate the programme. 

	7. 
	Work with schools and partners to maximise take up of benefits-related free schools meals to ensure maximum access to means-tested programmes

	8. 
	[bookmark: _Int_zMP2hBNC]Work collaboratively within the local authority and with key external agencies to ensure joined up partnership working to meet individual needs of children and families. This will involve forming relationships across the local authority, schools, local job centres, providers, parents/carers, the voluntary sector and community representatives. 

	9. 
	[bookmark: _Int_adOLnFU1]Support the sector by identifying and disseminating models of best practice and delivery models, relevant information, updates on local and nation regulations, good practice and research. 

	10. 
	Work closely with the SEND and inclusion services to ensure children with additional needs can access high quality inclusive provision. 

	11. 
	Implement a quality assurance framework to ensure compliance with grant terms

	12. 
	Safeguard the welfare of children in any provision, supporting providers to ensure that children are appropriately safeguarded and protected. To report any causes for concern relating to the welfare and safety of children in any childcare provision.

	13. 
	Contribute to the design and delivery of a comprehensive sector-led continuous workforce training and development programme for professional growth.

	CORPORATE RESPONSIBILITIES
	

	14. 
	Actively contribute to the council’s priorities and outcomes in a way that promotes a ‘one organisation’ approach.

	15. 
	Develop and maintain positive relationships with colleagues, stakeholders, and communities to ensure the council and the directorate strategic priorities are effectively implemented.

	16. 
	Promote equality among all staff and ensure that services are delivered in a non-discriminatory way, that is inclusive of all disadvantaged groups.

	17. 
	[bookmark: _Int_S8dUq5Pz][bookmark: _Int_QCk9aidi]Support organisational change and learning, following and implementing appropriate systems of self-development, communication and engagement, quality measures, monitoring and review in delivering the functions of the role.

	18. 
	Promote sustainability, including encouraging a culture of innovation and accountability amongst all council staff.

	PEOPLE
	

	19. 
	Work collaboratively across the Parent and Family Support, Early Education and Childcare and Tackling Poverty Services and other internal and external stakeholders to meet statutory duties and deliver the service strategy to improve outcomes for children. 

	20. 
	[bookmark: _Int_UR2LEWUC]Engage with providers through quality improvement visits, advice and training with the aim of developing and maintaining high quality services that meet the needs of families and their children. 

	21. 
	[bookmark: _Int_sWuFznUk]Support providers to share good practice and innovated ideas across the sector through peer visits, network meetings and publicity.

	22. 
	Identify with the Childcare sector issues, sector needs and concerns and raise these with relevant bodies/agencies. 

	SERVICE
	

	23. 
	Work as a supportive and proactive team member with a focus on wellbeing and collaboration.

	24. 
	[bookmark: _Int_3W7mC1WQ]Work collaboratively with the Tackling Poverty, Parent and Family Support and Early Education and Childcare services and colleagues using a service delivery improvement cycle. This includes reflecting on practice, gaining information, analysing available data and identifying areas for improvement to plan and implement developments in service delivery. 

	25. 
	[bookmark: _Int_bGYJmUeO]Work within the councils' safeguarding policies and practices to identify safeguarding concerns, make a judgement, act and escalate accordingly.

	26. 
	[bookmark: _Int_7rhkoCKf][bookmark: _Int_ZfCNN4EN][bookmark: _Int_1DcEoYOc]Ensure that duties are undertaken with due regard and compliance with the Children and Families Act (2014), Childcare Acts (2006 & 2016), Special Educational Needs and Disability code of practice: 0-25 (2015), School-age childcare local authority capacity funding guidance Wraparound childcare: guidance for local authorities, Ofsted, DfE Guidance, EYFS, GDPR, Data Protection Act and other legislation deemed relevant.

	27. 
	Carry out duties and responsibilities in accordance with the Council’s Health and Safety Policy and other relevant Health and Safety legislation.

	PERFORMANCE
	

	28. 
	Maintain personal and professional development to meet the changing demands of the job by actively participating in meetings, ‘My Annual Review’ scheme and service improvement transformation cycle.

	29. 
	Ensure own professional development by actively seeking new learning opportunities and attend identified training with the aim of improving the service. This will include cascading training to colleagues and stakeholders. Undertake any mandatory training as required to contribute to corporate priorities.

	30. 
	Ensure that all duties and responsibilities are discharged in accordance with the Council’s policies and procedures, Code of Conduct and relevant regulations and legislation.

	31. 
	Comply with the council’s equal opportunities and diversity policies ensuring anti-discriminatory practice within the service area.



OTHER CONDITIONS: 

To maintain personal and professional development to meet the changing demands of the job and participate in appropriate training/development activities including the council’s ‘My Annual Review’ scheme. 

Ensure that all duties and responsibilities are discharged in accordance with the council’s policies and procedures, Code of Conduct and relevant regulations and legislation. 


To comply with the council’s equal opportunities and diversity policies ensuring anti-discriminatory practice within the service area.

To undertake additional duties that may arise from time to time commensurate with the grade of the post.

Person Specification
	Person Specification for the Post of the School-Aged Childcare Coordinator
	Essential (E)
or
Desirable (D) 

	Method of Assessment
A= Application Form
T= Test
I= Interview

	Knowledge


	Demonstrable knowledge and understanding of DfE ‘School-Age Childcare Capacity Funding Guidance’, DfE ‘Wraparound childcare: guidance for local authorities’, and national expectations for school-aged childcare provision.

Good understanding of the SEND Code of Practice, Equality Act and the Children and Families Act.

Good knowledge of current safeguarding policy and statutory guidance relevant to vulnerable children.

Demonstrable understanding of Ofsted requirements for school-age childcare and quality frameworks.

A clear understanding of Local Authority statutory duties and responsibilities in relation to childcare sufficiency. 

Knowledge and understanding of the early education and childcare education and childcare sector.
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	Qualifications
& Experience


	Experience of managing complex projects.

Experience of undertaking information gathering and research activities and producing analysis based on this research to ensure based outcomes are achieved for residents. 

Experience of working across boundaries, establishing and maintaining high personal and professional credibility with a range of individuals/stakeholders, such as external partners, colleagues across directorates, and elected members.

Substantial experience of working in partnership with a range of services, organisations and stakeholders including families.

[bookmark: _Int_4hZR4Vs3]Significant experience of developing and delivering training, coaching and mentoring in order to provide supportive challenge to external stakeholders and ensure the development of high-quality provision.

Experience and ability to plan, deliver and monitor projects and programmes of work, in line with agreed timescales and outputs; to contribute to cross-service/agency projects. 

Experience of evaluating data and provision, monitoring and improving service quality.

[bookmark: _Int_RQSYMFEZ]Strong interpersonal skills to be able to negotiate and influence others including colleagues, senior managers and providers.

Ability to make decisions and solve problems to meet operational targets, involving devising solutions and prioritising the resources available.

Ability to communicate clearly and effectively using a range of methods.

[bookmark: _Int_gxOSEeQl]Excellent IT literacy skills, knowledge and expertise of using computers on a business network running the latest Microsoft software package
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	Living the TOWER Values sets out the essential behaviours required of all staff.
	
	

	We work TOGETHER across boundaries and with partners to achieve the best outcomes for Tower Hamlets

	Building relationships:
Seeks opportunities to build positive relationships with people from other teams and partners. Builds networks with key teams they work with, to ensure they achieve the best outcomes. Shares information and engages others in a timely way to achieve the best outcome. Looks for ways to collaborate with others early on, to achieve the best outcomes.
	E
	I


	We are OPEN and transparent

	Communicating clearly: Checks understanding and that they are understood by others and explains jargon where needed. Thinks about the people they communicate with and adjusts their style accordingly. Uses effective listening and questioning techniques to understand the needs of others and act accordingly. 

Manage change:
Seeks to develop own resilience to manage change, seeking support where necessary. Approachable and actively seeks feedback from others to improve how they do things.
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	We are WILLING to challenge, innovate and be accountable

	Accountable and innovates:
Takes accountability for delivering own work, setting challenging goals for self. Looks for ways to continuously improve and develop within role. Makes suggestions for better and new ways of doing things.

	E
	I

	We empower each other to be EXCELLENT and go the extra mile

	Having purpose and personal motivation: 
Understands the organisation’s direction of travel and actively supports that in their work and interactions. Takes the initiative to improve outcomes and explain the difference they have made. 
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	We RESPECT all communities; they are the heart of everything we do

	Respecting diversity and being inclusive: 
[bookmark: _Int_Lfae0S8q]Is polite, helpful and inclusive towards people from our diverse community. Open-minded and appreciates alternative cultural perspectives, taking it into account when delivering service. Ensures that they and others value the diversity of all people they work with and takes this into account in developing the service. 
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	A, I

	Additional Requirements
	To meet exceptional business needs a willingness to work outside of contractual hours in the evenings and weekends with notice.

To be willing, and able, to work and travel around and outside the borough to meet the demands of the role.

Working unaccompanied in the public realm and open spaces throughout the borough. Ensuring compliance with the services lone working policy/procedure.

To comply with the requirement to carry out a DBS (Disclosure and Barring Service) (Disclosure and Barring Service) check on this role. 
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