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	Post Title
	Nursery Assistant

	Hours
	 44 hours per week

	Base
	The Marmalade Cat Day Nursery, Tring

	Rate of Pay 
	TBC

	Line Manager
	Room Leader

	Professional Accountability
	Nursery Manager




Our vision and values
At The Marmalade Cat Day Nursery we aim to promote children’s well being, encouraging them to:
· Learn through play
· Develop their confidence
· Fulfil their potential

We pride ourselves in recruiting staff who display our values and the right behaviours and work hard to create a culture which respects all staff for the unique contribution they make to ensuring high quality care is delivered.
Safeguarding
We are committed to safeguarding and promoting the welfare of children and expect all staff and volunteers to share this commitment. By creating a culture of openness and vigilance we believe the children in our care are protected from maltreatment. We work with children, parents, external agencies and the community to ensure the welfare and safety of the children to give them the very best start in life. Children have the right to be treated with respect, be helped to thrive and stay safe from all forms of abuse. 
A transparent approach with clear channels of reporting is detailed in our comprehensive safeguarding policy. Our extensive list of useful contacts including a dedicated whistle blowing hotline ensures children’s well being is paramount.
We have robust procedures in place to prevent the impairment of children’s health and development. In our setting we strive to protect children from the risk of radicalisation and we promote the acceptance and tolerance of other beliefs and cultures.


Purpose of Post
To provide a high standard of care and education that meets children’s physical and emotional needs.
Duties and Responsibilities
To know and understand all nursery policies
To safeguard children in line with procedures
To write children’s daily diaries and keep up to date records of daily care routines and children’s attendance as directed
To ensure children’s physical needs are met through age appropriate care routines
To keep up to date records of children’s development and act as a key worker to a group of children with the room leaders support
To be involved in out of working hours activities ie attend monthly staff meetings, Summer fayre, Christmas party
To attend compulsory workshops as directed by the manager
To create an enabling environment for the children as directed
Under the room leader’s supervision plan, observe, assess and engage children in correlation with the EYFS curriculum supporting them to display the characteristics of effective learning
To be flexible within working practices of the nursery. Be prepared to help where needed including to undertake certain domestic jobs eg preparation of snack, sterilising of equipment etc

Communication Skills
To develop good relations with parents and encourage parental interest and participation in the life of the nursery. 
Be a key worker carrying out all related responsibilities in building relationships with a small group of children and their families. 
 To develop and maintain respectful and professional relationships internally and work as part of a team
 To contribute to effective and positive open communication between all members of staff and parents. 
 Work with Early Years and other professional teams to continuously improve the quality of childcare and education and to learn about current developments in childcare practice and policy.

Policy and service responsibility
It is the responsibility of the individual to ensure that their actions meet the standards and guidelines set out by OFSTED and the EYFS at all times.
 To participate fully in the daily routine of the individual rooms and to follow the guidance and instructions of the senior staff in the team. 
The post holder must demonstrate flexibility at all times. 
 To demonstrate professional accountability at all times. 
 To attend meetings/training sessions required by the setting and/or Ofsted. 
 A requirement to complete an Enhanced Disclosure and Barring Service (DBS) check and health clearance. 
 To monitor and develop your own professional and personal learning needs. This will include Level 1 Safeguarding within three months of employment. 
 To guarantee confidentiality to the children, parents and organisation according to the policies laid down by the organisation.
Data Protection
All staff must be aware of the Data Protection Act 1998 and the Human Rights Act 1998. The protection of data about individuals is a requirement of the law and if any employee is found to have permitted unauthorised disclosure, the organisation and the individual may be prosecuted. Disciplinary action will be taken for any breach.
No smoking policy
The organisation operates a smoke free policy which means that smoking is not allowed anywhere in organisation sites including buildings and entrances.
Confidentiality
The post holder will maintain confidentiality when dealing with sensitive material and information but will encourage people to be open and raise concerns.
Health and Safety
You are reminded that, in accordance with the Management of Health and Safety at Work Regulations 1992 (as amended) and other relevant Health and Safety legislation, you have a duty to take responsible care to avoid injury to yourself and to others by your work activities and to co operate with the organisation and others in meeting statutory requirements.



Equal Opportunities
The setting is committed to eliminate racism, sexism and forms of discrimination. The organisation will not discriminate on the grounds of age, colour, disability, ethnic origin, gender, gender reassignment, culture, health status, marital status, social or economic status, nationality or national origins, race, religious beliefs, or non beliefs, responsibility for dependants, sexuality, trade union membership or hours of work. It is required of all employees to uphold this policy in the course of their employment with the organisation and whilst undertaking their duties.
Flexibility
The setting reserves the right to amend your job description and/or your duties from time to time. You also agree that you will work with the organisation to deliver services, including without limitation, by complying with lawful and reasonable instructions from the organisation by adapting to new ways of working and attending training courses determined by the organisation from time to time.


Employee Signature_______________________________________________________________

Manager Signature________________________________________________________________
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