St Augustine’s Under 5s
Job Description for Deputy Team Leader
Job title: Deputy Team Leader
Responsible to: Team Leader
Responsible for: Supervision of staff on a day to day basis, and in the absence of the team leader.
Purpose of job: To work as part of the Under 5s team, provide safe, high quality education and care for young children.
1. To assist the team leader in the day to day running of the Under 5s.
2. To support and assist the team leader with administrative and other tasks outlined in the team leaders job description. (*see below)
3. To record and type minutes of staff meetings and forward to the team leader.
4. To ensure the requirements outlined in the role of the early year’s practitioner role description are adhered to at all times.
5. To assist in the organisation and co-ordinate the preparation of themes and topics as required.
6. To help, out at Toddler and Baby sessions as required.
7. To ensure all children and their families are treated with equal respect in accordance with the Equality and Diversity policy.
*Tracking
 30 hours, funding, fees
Finance and banking
Curriculum planning
Contacting parents / carers to offer a child place
Registration of new children, checking forms and deposit payment, completing registration cards, allocate key persons...........
Keep an up to date record of contact email addresses and phone numbers.
Send emails to parents and write reports 
Point of contact for staff
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