% Lindiay matpdest Chach JOB DESCRIPTION

Job Title Parent and Toddler Group Leader
Lindley Methodist Church, 45 East
(g i o Minister Location Street, Lindley, Huddersfield, HD3
3ND
Rate of £14.00 per hour

Church Lindley Methodist Church (LMC)

Pay

Job Purpose and Objectives

LMC has a long-standing, well-attended, weekly Parent and Toddler Group running each Monday
morning during term time between 9:30 am and 11:30 am in the Church Centre.

The main purpose of the role is to run the Parent and Toddler Group alongside two church volunteers.
Key objectives include:
e ensuring that parents and toddlers engaging with the weekly session have a positive, safe and
enjoyable experience;
e securing the continued success of the group to serve the Lindley community.

Responsibilities

Responsible to: The Lay Employee will be employed by Lindley Methodist Church Council
and will be line managed by the Minister.

Responsible for: Two Parent and Toddler Group volunteers (provided via a rota operated
by LMC.)

Main Responsibilities

e To run the weekly Parent and Toddler Group on Monday mornings, between 9:30 am and 11:30
am, during term time, (two volunteers are responsible for providing refreshments and delivering
craft activities).

e To carry out weekly shopping immediately prior to the session so that appropriate snacks are
available for Parent and Toddler Group attendees, recording the amount spent to be claimed back
from LMC.

e To set up the room where the Parent and Toddler Group meets, according to the group’s needs,
and to tidy up afterwards.

e To provide a welcoming and supportive environment, building and maintaining positive
relationships with the children and carers who attend the Parent and Toddler Group.

e To keep records of weekly Parent and Toddler Group attendees and a basic financial ledger to
include subscriptions received and funds spent on snacks plus other requirements e.g. new
equipment (subject to Church Council approval).

e To ensure that the Parent and Toddler Group operates in line with LMC's Safeguarding Policy and
Procedure and Health and Safety Policy and Procedure.

e To meetregularly with the Line Manager, attend any required meetings regarding the Parent and
Toddler Group and report any issues, concerns or other relevant matters to the Line Manager.

e Any other duties and responsibilities, identified by your Line Manager as are within your
capabilities and level of responsibility, in order to meet the needs of the Church.




Terms and Conditions

e Terms of appointment: Fixed Term for 1 year with the potential to extend, subject to review and
funding.

e The rate of pay will be £14.00 per hour.

e Normal working pattern: 3 hours per week, worked between 8:45am and 11:45am on Mondays
during term time (i.e. 39 weeks per year).

e All reasonable expenses will be reimbursed.

e Thereis a contributory pension scheme to which eligible lay employees will be auto enrolled. Lay
employees who do not meet the auto enrolment criteria are eligible to join the scheme subject to
certain provisions.

e Appointment will be subject to satisfactory references.
e Appointment will be subject to the satisfactory completion of a four month probationary period.

e 33 days annual leave entitlement (including public holidays) per year (pro-rata for part-time
employees).

e Appointment will be subject to a satisfactory enhanced Disclosure & Barring Service (DBS)
disclosure with Barred List Check.




