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JOB DESCRIPTION and PERSON SPECIFICATION

	SCHOOL:

	Thanet Primary School
	GRADE: 3

	JOB TITLE: 

	Play Co-ordinator
	DATE PREPARED:  June 2026

	EVALUATION DATE:

	25 June 2026
	JE NUMBER: HAT127 

	DIGNITY AT WORK: To show, at all times, a personal commitment to treating all stakeholders and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Equal Opportunities in Employment Policy adopted by the school/Trust.

	PURPOSE:
To assist the management team in providing a fun, caring, and secure environment through individual attention and a series of well-planned, resourced, and supervised play activities. To lead, motivate, and direct an effective play team to ensure the club operates to its full potential in accordance with the OPAL Play policy. To undertake observations, assessments, staff leadership, and key administration duties as required to support a safe, welcoming space for all children and young people.



	PRINCIPAL ACCOUNTABILITIES:


	1.
	To promote and safeguard the welfare of children and young people.

	2.
	Oversee the day to day running of OPAL, participating in all aspects from setting up activities and mealtimes, to clearing away at the end of each session.

	3.
	Lead the play team in ensuring they are completing their main duties to a high standard and that all staff are facilitating play development, by establishing clear expectations, modelling practice and behaviours, and provide consistent feedback.

	4.
	Ensure that the play team consistently observes and adheres to the OPAL Play policy, by observing and providing appropriate feedback.

	5.
	Ensure the safety, welfare and general conduct of pupils through appropriate application of the school’s policies and procedures.

	6.
	Establish safe and appropriate behaviour, by necessary intervention in line with school/Trust policy or referral to senior staff, as appropriate.

	7.
	Identify and report any unauthorised visitors on school premises.

	8.
	Complete relevant documentation required by the school in relation to incidents occurring during the lunchtime break period.

	9.
	Participate in OPAL/team around the pupil (TAC)/medical meetings, as required, by sharing information and contributing to planning.

	10.
	Ensure that the play team are aware of pupil’s special medical conditions and the relevant precautions and treatments required.

	11.
	Take any immediate action to attend to sickness or accidents by carrying out minor first aid and summoning relevant assistance.

	12.
	Report any major accidents or bumped heads to parents/carers and record in the accident book.

	13.
	Ensure a diverse range of playable resources are provided for, and are accessible to all pupils and ensure there are sufficient resources to promote each of the ‘play types’, as listed in the OPAL Play policy.

	15.
	Routinely check the quality and condition of resources and move to the repair or remove areas, for any that are not of a suitable/safe condition.

	16.
	Ensure resources are stored appropriately.

	17.
	Discuss resources with the children (school council) and use their views to create development plans.

	18.
	Organise and carry out the replenishment of resources through securing funding from internal/external sources and purchasing as required, co-ordinating appeals within school and local communities and/or collecting resources from sources such as the Scrapstore.

	19.
	Provide support and training for other school staff or pupils as required, including building play team members’ expertise and practice.

	20.
	Organise and support pupil playground leaders with their role.

	21.
	Ensure enriching play events or opportunities are created by discussing and planning with pupils/staff and school council, implementing planned activities which promote play development and reviewing activities to promote self-evaluation and play development.

	22.
	Create opportunities for play to support the social and behavioural development of pupils by ensuring a rich and varied set of play opportunities is available to all children.

	23.
	Provide engaging play work interventions for pupils who find positive behaviour choices challenging.

	24.
	The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on the Trust, as your employer and you as an employee. In addition to the Trust’s overall duties, the post holder has personal responsibility for their own health and safety and that of other employees; additional and more specific responsibilities are identified in the Health and Safety policy.

	GENERAL:
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The postholder must be flexible to ensure the operational needs of the school are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various workplaces in the Trust/school.



	
DIMENSIONS:  

	1.	Responsibility for Staff:
· Responsible for the day to day management of the play team.

2.	Responsibility for Customers/Clients:
· Contributing to the safeguarding and well-being of all members of the club.
· To ensure pupils are supervised and that the areas are kept safe and tidy for pupils and staff.
· Provide safe, creative and appropriate play opportunities for a range of age groups.

3.	Responsibility for Budgets:
· Involved in securing funds through internal/external sources

4.	Responsibility for Physical Resources:
· To assist with the preparation and maintenance of materials and equipment, ensuring these are stored appropriately
· Responsible for checking the quality and condition of resources and move to the repair or remove areas, for any that are not of a suitable/safe condition
· Complete Accident Book as necessary


	WORKING RELATIONSHIPS:

	1.	Within Service Area/Section:
Teaching and support staff; pupils and parents/carers.

2.	With Any Other School Areas
Interaction with catering team, pupils, parents/carers and other staff from    
         the school and members of the Trust.

3.     With External Bodies to the School
Possible interaction with external agencies and visitors.



	
ORGANISATION CHART: 

	Headteacher
I
SLT            
I
ESBM
I
Play Co-ordinator

	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	




Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	
	
	√
	
	
	
	Requirement to set up and pack away resources. Standing, walking about for working period, bending to speak with pupils/wipe tables.

	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	
	

√
	
	
	
	
	The role involves regular contact with staff, pupils and parents and there may be some occasions of conflict in the conduct of pupils.

Attending to children’s welfare needs including sickness and toilet accidents.

	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day-to-day office environment.
	
	√
	
	
	
	
	Responsibility for supervising other staff and co-ordinating, planning and leading on activities.  Liaising with other staff, pupils and parents/carers, and there may be some occasions of conflict.  It is anticipated however that this would be minimal, and that the postholder would seek assistance.



	
PERSON SPECIFICATION
	Tick relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	1.1
	The post-holder must have a Basic Food Hygiene & Safety Certificate prior to taking up post or willingness to undertake and complete within an agreed period of time
	√
	
	AF, CQ

	1.2
	Childcare/playworker qualification (NVQ2 in childcare or playwork)
	
	√
	AF, CQ

	1.3
	Safeguarding Level 1 training or must be completed as part of induction programme
	√
	
	AF, CQ

	1.4
	First Aid training
	√
	
	AF, CQ

	2.
	Relevant Experience:

	2.1
	Experience of working with 3-11 year olds
	√
	
	AF, R

	2.2
	Previous experience of leading, managing or supervising a team, including assigning tasks
	
	√
	AF, R

	2.3
	Experience organising, managing, or maintaining equipment and resources
	√
	
	AF, R

	2.4
	Experience or working specifically within an OPAL school or a similar environment 
	
	√
	AF, R

	2.5
	Experience of conducting basic safety checks or risk assessments on equipment
	
	√
	AF, R

	2.6
	Previous experience of managing pupil behaviour in a workplace setting
	
	√
	AF, R

	2.7
	Experience of undertaking administrative duties
	
	√
	AF, R

	3.
	Skills (including thinking challenge/mental demands):

	3.1
	Motivation to work with children and young people
	√
	
	I

	3.2
	Ability to form and maintain appropriate relationships and personal boundaries with children and young people
	√
	
	I

	3.3
	Good level of self-motivation, flexibility and organisational skills
	√
	
	I, R

	3.4
	Ability to work independently and as part of a team
	√
	
	AF, I, R

	3.5
	Ability to complete records in a detailed manner
	√
	
	AF, R

	3.6
	Competent in using IT to support play-based learning
	
	√
	AF, I, R

	3.7
	Ability to set up and tidy away play equipment
	√
	
	AF, I

	3.8
	Ability to spot hazards, assess whether an item is safe and know when a piece of equipment needs to be repaired or removed
	√
	
	AF, I

	3.9
	Ability to promote positive play
	√
	
	AF, I

	4.
	Knowledge:

	4.1
	A knowledge and commitment to safeguarding and promoting the welfare of children and young people
	√
	
	I

	4.2
	The postholder will have basic knowledge of Food Hygiene, Health and Safety, First Aid, Lifting and Handling and Fire Prevention for which appropriate training will be provided
	√
	
	AF, I

	4.3
	A good understanding of healthy eating and good dining habits
	√
	
	AF, I

	4.4
	An understanding of the issues of equal opportunities and inclusion
	√
	
	AF, I

	5.
	Interpersonal/Communication Skills:
Verbal Skills

	5.1
	Ability to establish professional, effective working relationships with a range of partners/colleagues and children and young people
	√
	
	I

	5.2
	Ability to relate well to children and parents/carers
	√
	
	R

	5.3
	Demonstrate good communication skills
	√
	
	I, R

	5.4
	Speaks clearly and accurately using grammatically correct spoken English
	√
	
	I

	
	Written Skills

	5.5
	Good written/email correspondence appropriate to respondents, accurate report writing and record keeping appropriate to requirements
	√
	
	AF

	6.
	Other:

	
	None
	
	
	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	Additional Requirements:

	Maintains high levels of confidentiality at all times
	√
	
	R/I

	Makes a commitment to the wider life of the school including ‘going the extra mile’
	√
	
	R/I

	Ability to present a smart professional image in line with the Dress Code of the Trust
	√
	
	R/I

	Engage in additional training and development including being proactive in identifying own development needs
	√
	
	AF

	Self-motivation and personal drive to complete tasks to the required time scales and quality standards
	√
	
	AF

	Strives for excellence and ways to improve their own performance and the performance of the Trust
	√
	
	AF

	

	7. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the school obtaining a satisfactory Enhanced and Barring List Disclosure from the Disclosure and Barring Service and Children’s Barred List check.
	√
	 
	DBS Disclosure
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