Job Description

Pre-School Assistant

Strathmore Pre-School

Grade: H1

PURPOSE OF JOB

To work as part of the Pre-school team, under the direction of the Pre-school Leader, to provide safe, high quality education and care for young children.

DUTIES

1. To assist with the planning of the curriculum.

2. To help to set up the environment for the daily programme and to help tidy away at the end of the session, ensuring that all toys & equipment are clean & safe at all times.

3. To act as keyworker to a group of children, liaising closely with parents/carers and ensuring each child’s needs are recognised and met.

4. To advise the Pre-school leader of any concerns, e.g. over children, parents or the safety of equipment, preserving confidentiality as necessary.

5. To be aware of any special needs a child may have and to familiarise oneself with relevant play and learning plans.

6. To teach children, offering an appropriate level of support and stimulation.

7. To keep up-to-date records of children's progress, using the pre-school Tapestry On-Line Learning Journal System.
8. To attend staff meetings.

9. To attend in-service training courses and meetings as required.

10. To keep completely confidential any information regarding the children, their families or other staff which is acquired as part of the job.

11. To keep up-to-date with current good practice.

12. To undertake any other reasonable duties as directed by the Pre-school leader, in accordance with the Pre-school improvement plan and objectives.

HEALTH AND SAFETY

Be aware and comply with policies and procedures relating to child protection, health and safety, security, confidentiality and data protection, reporting all concerns to an appropriate person.

Disclosure and Barring Service
This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974.  Enhanced disclosures will be sought through the Disclosure and Barring Service, both as part of pre-employment checks and also in compliance with Ofsted registration requirements.  

ADDITIONAL INFORMATION

The jobholder is required to contribute to and support the overall aims and ethos of Strathmore Pre-school.

All staff are required to participate in training and other learning activities, and in performance management and development, as required by the Pre-school’s policies and practices.

The duties and responsibilities listed above describe the post as it is at present.  The post holder is expected to accept any reasonable alterations that may from time to time be necessary.

SUPERVISION

The post holder is line-managed by the Pre-school Leader.  The frequency of meetings is determined by the Pre-school’s performance management policies and practice.

JOB CONTEXT

The post holder is responsible to the Pre-school leader and the management committee of the Pre-school.  

CONTACTS

The jobholder works directly with children and Pre-school staff and has routine and regular contact with parents and carers and with external agencies. 

ESSENTIAL KNOWLEDGE, EXPERIENCE AND TRAINING

Willingness to learn.

CACHE Level 2/3 Certificate in Pre-School Practice, NVQ Level 2/3 or equivalent.

A satisfactory enhanced DBS check which confirms suitability to work with children.

Previous experience of working with young children.

Commitment to diversity and equal opportunities.

Commitment to young children and families.

Friendly, flexible approach.

Health clearance for the role.

Ability to work as part of a team and on own initiative.

Good  awareness of the needs of those who use the Pre-school.

DESIRABLE KNOWLEDGE, EXPERIENCE AND TRAINING

Diploma in Pre-school practice or NVQ Level 3.

Experience of working with children with special needs.

Working knowledge of SEN Code of Practice and support agencies

Paediatric First Aid qualifications

WORKING ENVIRONMENT

The job may involve lifting children and may involve nappy changing, and clearing up bodily fluids of children after accident or sudden illness. 

ENTITLEMENTS

Annual performance review.

Training and development within the Pre-school’s training programme.

To be consulted before any change is made to this job description.
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