Locking PreSchool
Pre School Keyworker
Job Description

Reporting to: 

You will report directly to the Pre-school Manager, or acting Manager in her absence.
Purpose of the Job:
1. To assist the team in the day to day running of the pre-school.
2. To provide a stimulating and varied programme of development and learning opportunities and experiences 
3. To ensure the safety and well-being of the children.

4. To undertake any specific learning with children as instructed.
Main Duties and Tasks:

1. To arrive in good time to set and carry out safety checks on all equipment to be used during the session and to clear away after the children have left.
2. To ensure high standards of hygiene and safety are maintained at all times. 

3. To keep completely confidential any information regarding the children, their families or staff.
4. To actively encourage children’s progress in all areas of development, types and stages of play, by interaction and extension of play activities.
5. To attend staff meetings as requested (1 per month).

6. To attend training as requested, including some in your own time.
7. To support the work and beliefs of the pre-school by helping to create an environment that promotes equal opportunities for children and adults.

8. To work as part of a team and support colleagues.

9. To encourage the participation and involvement of all parents of children attending the Pre-School.
10. To be flexible with the working practices of the pre-school.

11. To be prepared to help when other areas of the pre-school may be short staffed, or with domestic duties or other duties as specified by the pre-school leader.

12. To combat sex, class, race, and religious discrimination and to demonstrate positive attitudes by practical application.

13. To ensure all visitors to the pre-school are welcomed.
You will share responsibility to:
1. To arrange a safe, secure and stimulating environment.

2. To ensure that all equipment is in safe working order.

3. To ensure safe practice by all users and contractors.

4. To ensure a first aid box is stocked, placed in a prominent position and all relevant records are maintained.
NB: This post is exempt from the Rehabilitation of Offenders Act 1974. Applicants must be prepared to disclose any convictions they may have and any orders which have been made against them.

Person specification

Essential criteria

1. Willingness to learn.

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

3. Previous experience of working with young children.

4. Commitment to diversity and equal opportunities.

5. Commitment to young children and families.

6. Friendly, flexible approach.

7. Health clearance for the role.

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

9. Good customer awareness.
10. Smart trousers, with plain black shoes or boots. No jeans or leggings. No coloured trainers, sandals or flip flops.
11. Ipads/ Tablets must not have any other apps other than tapestry. The internet is not to be assessable other than to upload learning observations to tapestry. 

12. Tapestry must have 7 observations per child per month. 

13. When it is your planning week you must complete 2 staff observations per week.

14. Complete your individual personal folder as and when it is needed. 

2 pages covering DBS and medical information must be completed on a monthly basis. Certificates to be added as soon as training has been completed as well as a course evaluation.

15. Sign registration forms for your key children and your buddy children. Check for allergies and notify manager if there are any.
 Essential/Desirable criteria

1. CACHE Level 3 Certificate in Pre-school Practice, NVQ level 3 or equivalent.
2. DBS on the update service.

3. Paediatric First Aid. (desirable)

4. Food Hygiene.(desirable)

Signed………………………………………………….

Dated……………………………………………………
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