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LASC Childcare Service Ltd 
Job Description 
 
Post Title:  ASC Manager   
 
Responsible to: Operations Managers.  
 
Purpose of the Role  
 
To provide a high standard of experiences including, physical, social and emotional care for the children within the setting and ensure these are met by all staff and to provide support for all staff within the setting.  
Building a strong, collaborative relationship with your catchment school. 
To build and maintain strong partnership working with children and their families to enable the children’s needs to be met. The Senior Lead has the responsibility for the day to-day running of their club.  
To ensure responsibility for the effective management of the setting alongside the Management Team and to have a sound knowledge of all Care Inspectorate requirements and to ensure that these are always maintained.  
To be a role model to the staff team and demonstrate high quality practice with regards to individual and group work within the setting whilst taking responsibility alongside the Management Team for the safety, security and well-being of all children, staff and visitors always 
 
Main Duties and Responsibilities 
 
1. Act as a representative of your club and the Company, promoting a professional image at all times. Ensuring all staff are dressed in appropriate uniform, are neat and tidy, and are adhering to all policies and procedures (e.g. no smoking/ vaping/ shouting/ swearing/ eating or drinking inappropriately whilst in uniform). 
2. Make sure that appropriate/ inviting play spaces are set up and that your whole staff team know which areas of play these are supporting.  
3. Enable and encourage meaningful interactions with the children in your care, both to consult regarding play activities and to support during play.  
4. Assist the management team to ensure that Children’s files are updated and signed at least once per term, or whenever there is a significant change.  
5. Ensure that all Medication is in date, securely but accessibly stored, and that all medication forms/ flow charts are correctly completed and in date. All of the staff team should know where these are (in the child file and medication box) and that these are checked with parents and updated every 3 months/ once per term.  
6. Ensure you have understanding of and work to support the settings improvement plan. Make sure you fully understand what the improvement plan is and involve all of your team in developing and progressing with this.  Work with the Management Team to ensure that the development plan is regularly updated, relevant, and ensuring that care standards are met within the setting.  
7. Ability to calmly and effectively lead the setting – ensure that you and your team are respectful to each other, children and parents. To ensure that any issues are fully reported to the Management Team as soon as possible to allow them to be dealt with appropriately. 
8. To ensure good standards of safety, hygiene and cleanliness are maintained at all times. Check premises daily and remove or action any potential hazards. Ensure that all relevant quality documents are signed appropriately (cleaning rotas/ risk assessments/ temperature checks etc.).  
9. Assist the Management Team to ensure that all staff have read and understood all relevant policies, procedures and risk assessments and that the current versions of these are available in your setting.  
10. Deal with any parent/carer issues or concerns in a timely manner, escalating any issues to your Line Manager as necessary. Always make sure that your Line Manager is aware of any issues/ concerns even if you feel they have been fully resolved.  
11. Ensure all staff time sheets are completed for every shift for every staff member and that you check these daily to ensure they are correct.  Ensure that these are complete, legible and any deviation from contracted hours has been fully explained (e.g. off sick/ medical appointment/ covering for absence) before these are passed to the Operations Manager each month. 
12. Ensure that you and your staff team all have appropriate access to staff email, Famly, IRIS and epayslips and seed help from the Management Team to support this if needed. 
13. To have awareness of any legislation relating to your role, and comply with this legislation e.g. To keep completely confidential any information regarding the children, their families or other staff that is acquired as part of the job.  
14. To ensure that you and your staff team uphold LASC standards at all times, both in work hours and outside. This includes not posting inappropriately/ commenting inappropriately via social media. 
15. To act as a mentor to new staff to ensure a full induction and ongoing regular contact, offering any support and guidance and addressing performance concerns and raising this with the Management Team as required.  Ensure that induction programs are fully carried out and that relevant documentation is signed and dated.  
16. To promote and initiate ideas to maintain employee engagement and to encourage your staff team to do the same. Have regular team meetings to ensure that your staff team are all aware of all relevant information and that their opinions and concerns are heard.  
17. Promote equality and diversity within the club, challenging any behaviour which does not support our Inclusive Practice and Equal Opportunities Policy. Ensure that the whole staff team do the same. Reward good practice regularly. 
18. Show a willingness to undertake additional roles to meet the needs of the club, children and colleagues. To be flexible within working practices of the setting, undertaking other responsible duties where needed, such as domestic tasks, preparation of snack meals, cleansing of equipment, etc. 
Other Duties that will be required from LASC workers: 
1. Attend regular support and supervision meetings as well as constructive training and development sessions. 
2. To register and maintain registration requirements with the SSSC.   
3. Attend mandatory training both during and out with working hours.  
4. Attend regular staff meetings.  
5. provide cover in other projects associated with LASC from time to time when required. 
By Reading and Accepting this document you agree to comply with the role as laid out in the job description  
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