MARTOCK PRIMARY SCHOOL

JOB DESCRIPTION

PRE-SCHOOL ASSISTANT

	Job title 
	Pre-School Assistant
	Job Ref:
	N/A

	

	Directorate
	Children’s Services

	

	School/Pre-School
	Martock  Pre-School
	Grade:
	Somerset Grade 15

	

	Reports to
	Pre-School leader/Head of EYFS - Teacher


	Main job purpose


To work as a Key Worker and as a member of the EYFS team, in partnership with staff and parents/carers, to provide safe, high quality education and care for children aged 2 – 5 years. To provide inclusive play and learning opportunities through fully integrated provision for all children attending Martock Pre-School. To adopt a flexible approach in promoting the development, welfare and potential of all children.
	Main responsibilities and duties


	To get this job an applicant would need to have:

· GCSE (or equivalent) Maths and English and
· Level 3 Early Years 


	Job Description



	1. Working within established childcare standards and local policies to ensure that individual children’s daily needs are met at all times by: 

a) Providing high quality childcare for under-fives, which includes a wide range of playing and learning activities and opportunities to enable children to achieve their full potential. 

b) Assisting in the provision of a warm, caring environment that enables children and their families to settle easily; that is accessible to all and seeks to integrate children and parents with disabilities sensitively and positively into the Pre-School, promoting participation in a range of quality activities. 

c) Performing a Key Worker role for a group of children, ensuring those children’s interests and needs are reflected in the planning of routines and activities, and liaising closely with parents/carers to inform them of their child’s progress and encourage their involvement in their child’s learning. 

d) Being aware of children’s special educational needs and disabilities, and work with other staff and other professionals to support these children effectively. 

e) Recording observations to inform future planned activities/enhancements 

f) Keeping informative and up-to-date records and assessments. 

g) Working collaboratively with the staff team to ensure provision links to the EYFS framework, requiring knowledge and application of this. 

h) Assisting in the provision of a high quality Early Years Curriculum that adheres to OFSTED requirements. 

i) Liaising and working in partnership with external agencies, both statutory and voluntary, where appropriate 

j) Taking care of children’s personal needs and encouraging self-help and social skills, and supporting children’s raising of self-awareness, by displays etc. 

k) Preparing food, laying up for meals, supervision of meals, clearing and cleaning away after meals.
2. To assist in the maintenance of adequate standards of cleanliness, hygiene and safety within the setting, following prescribed standards, which includes recording and administering basic First Aid

3. To have an overall knowledge of and provide a service which values and respects the race, religion, language, culture and needs of all the children and families using Martock Pre-School. 

4. To comply with Safeguarding policies and procedures and advise the Pre-School Lead of any concerns with children and families in a timely manner. 

5. To maintain standards of confidentiality 

6. To be aware and work within the Health and Safety framework, policies, procedures, guidelines and legislation, including fire drills. 

7. To promote positivity in values, mindset and behaviour, leading by example so as to be a strong role model for children 

8. To participate in performance management, CPD (Continuing Professional Development) and staff meetings, as well as community or parent events. 

9. To provide flexibility in covering at short notice in the event of unforeseen circumstances.
10. To support the vision and values of Martock Pre-School at all times, promoting these to parents/carers, and to colleagues, visitors and other professionals and in the wider community.




	Facts and Figures

	Martock Pre-School provides early years’ education for children aged from two to school age. It is fundamental that it does so on the basis of affordability, quality and inclusion. Currently, the provision operates for 6 hours a day, 5 days a week, 38 weeks per annum. 

Up to 24 children at any one time could attend the provision, with consequent staffing numbers set by OFSTED legislative standards. 

Standards of care and practice are mandated by OFSTED




	 SUPPORTING PROCESSES

	Problem Solving and Creativity

	The post holder will work within guidelines laid down by the EYFS Lead and Pre-School Lead to support the provision of play-based learning opportunities for all children in the setting, as well as intervention programmes tailored to identified needs for specific children.

	Decision Making

	The post holder needs to notify the Pre-School Lead when equipment needs repair or replacement, and when stocks are running low. The post holder needs to be aware of when to intervene in children’s activities, on the grounds of safety or of behaviour. The post holder is involved in decisions about individual children and the curriculum; these must be underpinned by the principles of the EYFS.

	Physical Effort and Working Conditions

	The Pre-School environment is a hive of energy, activity and noise. It operates on a free-flow basis therefore a large proportion of the day may be spent outdoors. 

The post holder will spend much of the day walking and standing, and from time to time will be required to: 

          1. Carry heavy play equipment 

          2. Exercise manual handling skills with children 

The post holder is likely to come into contact with both parents and children who are infectious or who have personal hygiene needs or specific and/or disruptive behaviour patterns.

	Contacts and Relationships

	It is an element of the job to: 
· build and maintain a limited range of close contacts and relationships with children attending the Pre-School and their families; 
· discuss, under guidance from, or in tandem with, the Pre-School Lead, the children’s development with parents, carers and other professional staff, exchanging information about specific children. 
There are frequent/daily contacts with care professionals within the Pre-School’s staff, both via phone and face to face

	Additional Information

	The Pre-School is committed to playing a central role in improving outcomes for all young children, and in reducing the inequalities in outcomes between the most disadvantaged children and the rest.


	Safeguarding is everyone’s responsibility.

All staff must understand the role they play in keeping children safe and ensuring their own practices are safe. Be alert. Report any concerns.

Health and Safety is everyone’s responsibility.

All staff must understand the role they play in keeping children safe and ensuring their own practices are safe. Be alert. Report any concerns.



	Job description prepared by
	Sarah Lafferty-Jenkins (Headteacher)
Donna Carter (School Business Manager)

	Date prepared
	September 2021


	Name of 

Pre-School Assistant
	

	Signed by 

 Pre-School Assistant
	

	Date
	


