
  

Abbeydale Playgroup 

JOB DESCRIPTION/PERSON SPECIFICATION 

 

Job Title:    Deputy/Key Person 

Employed by:       Abbeydale Playgroup 

Accountable to:    Committee 

Line Manager:   Playgroup Manager 

 

Responsibilities and duties 

The deputy is expected to be able to perform any of the duties required of the other staff, 
alongside the role of keyperson the deputy assists the manger with overall responsibility for the 
safety and welfare of the children, and for the efficient day to day operation of the playgroup.  
The deputy covers for the manager in their absence.  Confidentiality and professionalism are 
expected at all times. 

 
Administrative duties 

 To use Tapestry as a tool to produce observations and summative assessments of 
playgroup children 

 To ensure relevant records are properly maintained including registration and accident 
book details and ensuring that all legal and statutory requirements are implemented  

 To implement in the moment planning, assessment and record-keeping procedures 

 Ensure children’s developmental records are up to date 

 Complete 2-year assessments and end of year assessments for school transfer records 
and parent’s information 

 
Staff duties 

 To report to and work with the manager: sign in each session to confirm attendance & 
inform manager of any absence from work in sufficient time for cover to be found 

 To demonstrate loyalty to the playgroup by way of professionalism and confidentiality 
at all times 

 To attend staff and committee meetings as requested - contributing towards creating 
an effective and united team 

 To attend relevant training and maintain a staff training folder 

 To keep up to date with the latest ideas in childcare through PATA courses and relevant 
publications 

 To attend update training for First Aid and Child Protection - To attend in-house training 
sessions as required 

 To keep up to date with early years specific government guidelines (i.e Covid 19) 

 To check equipment and premises are kept in good order and report any concerns to 
the manager and to help with risk assessments 

 
 



  

 
Duties towards the children 

 To ensure that the care of the children meets the Early Years Foundation Stage 
requirements for all children: all your interactions with the children should reflect your 
understanding of the EYFS framework 

 To input on planning based on individuals needs and interests which arises from in the 
moment play 

 To challenge all forms of discrimination 

 To help supervise the children, ensuring a correct adult to child ratio 

 To be aware of the differing needs of a wide range of children and to be able to 
meet those needs 

 To ensure that unacceptable behavior is dealt with in accordance with the procedures 
and rules of the setting 

 To encourage positive behavior in the children  

 Engage in interactive play with the children 
 
Other Duties 

 To arrive in time to help set up the day's activities before opening and stay to help clear 
up after the session 

 To check equipment and premises are kept in good order and report any concerns to 
the Manager and to help with risk assessments 

 To welcome visitors and help support students as directed by the Manager 
 To communicate with parents and carer’s in a positive manner and encourage parental 

involvement in the session. 
 
Person Specification 

 Early years specific level 3 qualification as a minimum 

 Strong working knowledge and delivery of the Early Years Foundation stage and 
requirements of Ofsted within an early years environment 

 Preferable experience in leading and managing a team and the day to day running of a 
early years setting 

 A satisfactory enhanced DBS check confirming suitability to work with children. 

 Sound understanding of the differing needs of children and how to meet those needs 

 Sound understanding and ability to implement in the moment planning, assessment and 
record keeping procedures. 

 Ability to work with parents and to encourage their involvement 

 Commitment to and understanding of diversity and equality 

 Ability to prioritize, manage own workload and work without supervision 

 Ability to strongly communicate effectively with a range of people  

 Demonstrate confidentiality and professionalism at all times 
 


