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All public access play sessions and bookings at Sycamore Adventure require a lead member of staff to be present and responsible for the smooth running of play sessions. This role will generally be taken on by the Play Service Manager (Ella Blewitt) and the senior play worker (Will Ganniclifft). Sycamore Adventure also has a service level agreement with Free 2 Play for experienced staff to be provided at play sessions (these staff should have in-depth understanding of the adventure playground and level 3 qualifications in playwork / equivalent). We have developed a lead staff service level agreement to enable staff from Free 2 Play to take a lead of play sessions, booking and parties on site. This enables upskilling of our workforce, increased health and safety, enhances safeguarding and improved play opportunities for children and young people. Our aim is to increase the amount of responsible playworkers present at the adventure playground at any one time to ensure the safety and enjoyment of all person’s present. 
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Role & Responsibility:
Lead staff members will be responsible for the overall direction and management of play sessions and bookings. The lead staff member will as such need to be responsible for:
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Security of the building; including opening and closing procedures, ensuring doors and windows are opened / closed as necessary during play sessions, monitoring of centre resources and ensuring that the building is safe and secure before setting the alarms and leaving the building.
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Planning and preparation of all play sessions; conducting safety checks to ensure that the building and grounds are fit for use, ensuring that suitable activity is provided for those in attendance (where bookings are concerned, following the play menu option selected), ensuring that a wide range of toys, resources and loose parts have been provided for children’s play and ensuring that the needs of children attending have been planned for. 
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Provision of resources and equipment; ensuring that all staff have been provided with Walkie Talkies, the register & donations tins have been put out, keys for the care room / lift are kept handy and any other equipment required for the session is working appropriately.
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Leading the staff team: holding the pre session staff meeting, agreeing where staff are to be places (by use of the weekly session sheet), agreeing activity & any cleaning tasks for the session, discussing how the previous play session had gone and discussing any issues that may have arisen. Ensuring that staff members stick to their roles during the play session. Ensure that staff close down to a high standard after the play session. Ensuring that safety checks, cleaning tasks, sessions recording takes place using the appropriate documentation. During bookings, you may be a lone staff member, but effective communication with school teachers / group leaders will be essential to agree what they would like providing at what time.
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Ensuring the safety of all present during session; to communicate throughout with your staff team, to ensure that good supervision is kept, to ensure that the children are enjoying themselves and have access to a wide and varied play menu, keeping an eye out for any potential health and safety issues or potential incidents and aiming to prevent these, ensuring staff are following centre procedures. 
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Safe Holding of Cash: to ensure that the till’s initial float is correct and that it is locked at the end of the play session (the Z reading and cashing up will be left until senior staff are back on site). To empty donations into the lockable donations tin unit and return this to the office, ensuring that the office is locked by key code. 
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Following all centre guidance; lead staff will need to have a good understanding of the centre policies and procedures and follow the centre’s risk benefit assessments for the safety and benefit of all present. 

· [image: image15.png]2EIR-

policy  risks



Ensuring good close down procedures; communicate with staff about how to close down (EG reset or clear away for cleaners). Spot check each area to ensure close down is suitable. Ensure all electrical devices are switched off (especially so in the kitchen), all doors and windows are locked and all equipment has been returned to its correct storage place. Cleaning complete and recorded as appropriate. 
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Reporting any incidents, accidents, issues, or concerns appropriately; recording any accidents in the accident book, any other concerns which are not essential to follow up that day should be recorded on the communication whiteboard in the office (unless confidential), matters of a confidential nature should be emailed to Ella or Will following the shift (ensure that people included in the email need to know). Where an incident requires immediate attention (EG child protection issue / serious complaint made) then Ella Blewitt should be contacted. In Ella’s absence Amanda Grove, the lead for youth and community should be contacted, (if she is not available, then Scott Jones – head of family solutions should be contacted). For safeguarding concerns, contact Single Point Access on 03005550050. Health and Safety issues contact Mike Morton on 01384817877.   
Requirements of Lead Staff Member:
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Lead staff members have been selected by Free 2 Play Director based on qualified / working towards qualifications at level 3 in Playwork or equivalent / extensive knowledge of Sycamore Adventure policy and procedure / lead staff member training / first aid qualified / food hygiene training / personal specifications. These playworkers will have received an induction for leading sessions which covers all roles, responsibilities and reporting procedures. They have read and will understand all policies and procedures and will follow all risk benefit assessments at the centre. [image: image18.png]


Suitably qualified staff includes:
· Ella Blewitt (DMBC – manager)

· Will Ganniclifft (DMBC – senior play ranger)

· Glen Flurry (Free to Play)

· Ashley Sadlier (Free to Play)

· Joe Waterfield (Free 2 Play)

Procedure for covering sessions:
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Where senior play workers are unable to attend a session, they should inform Ella Blewitt immediately (or Will Ganniclifft if Ella is uncontactable). DMBC personnel can then make arrangements for covering bookings and public access play sessions that day:
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Ella will make contact with Kate Rafferty (free 2 Play director) who will look for potential lead staff members and find appropriate cover for the play sessions.
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Upon arrival, the lead staff member can assume their duties as described in role and responsibilities.
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The lead member of staff will complete the cover sessions and leave a report for senior staff. Where they have sufficient concerns, these will be communicated with DMBC personnel immediately. 

4. The lead member of staff can claim hours worked with children, plus any planning, setting up and close down time spent. This should be sent via invoice entitled “covering lead staff member”. 

5. If the situation arises where cover cannot be found in time for bookings, the hirer should be contacted at the first opportunity and informed that senior staff are not present. They should be offered a free return session for inconvenience caused. 

6. Where suitable cover cannot be found for public access sessions, the session should be cancelled. Sessional workers should be contacted and the answer machine, website, facebook page should publicise the closure. 
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