HAMPSHIRE COUNTY COUNCIL

ROLE PROFILE FORM
Data Protection Act 1998. The information you provide on this form is to
enable Hampshire County Council to evaluate the role. The information
may also be used, in full or part, to support other processes such as
performance development review, induction, recruitment and training
and development. The information will be stored electronically and in
hard copy format and made available to only to Hampshire County
Council staff and trade union representatives involved in these

processes. Any data required for statistical/research purposes will be
depersonalised.

Role Profile Form Number: 02314

1. DEPARTMENT: Children’s Services

2. SECTION: Schools/Early Education & Childcare Unit

3. GROUP/SPECIALISM:  Children’s Centres/Nursery

4, ROLE TITLE IN FULL: Early Years Assistant (Nursery Setting)
5. SAP ROLE TITLE: Early Years Assistant (Nursery Setting)

6. NEW ROLE PROFILE:

DATE OF COMPLETION: Revised and retitled April 2007

7. REPORTS TO: Senior Early Years Practitioner / Deputy Nursery
Manager / Class Teacher

8. ROLE PURPOSE: To assist in the provision of a high standard of
childcare within a stimulating and friendly environment that is physically
and emotionally secure, in accordance with County Council policies
and practice and meeting national standards.
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9. ORGANISATION

Headteacher/School Leadership OR
Team

Nursery Manager
Deputy Nursery Manager
(where in post)

Senior Early Years Practitioner (where
in post) / Early Years Practitioner

Early Years Assistant (Nursery Setting)

Headteacher

Deputy Head

Year Group Leader

Class teacher

Senior Early Years Practitioner /
Early Years Practitioner
(where in post)

Early Years Assistant (Nursery Setting)

or

Senior Early Years Practitioner/Deputy Manager

Early Years Practitioner
Early Years Assistant (Nursery Setting)

10. Accountabilities

Service delivery:

e To assist in the reception of children and settling them into nursery as well
as the preparation of children for collection by their parent or carer.

e In a developing role and under guidance of senior staff, to take limited key
worker responsibility for a group of children, observing, monitoring,
reviewing and recording the development of each child.

e To attend to the physical needs of children in the age range including
feeding and nappy changing; to foster their development, independence
and self reliance; PE, toilet training/supervising.

e Report any concerns about a child who is not thinking or raises any
physical, social or emotional concerns to a senior member of staff.

e To participate in taking children out of the nursery on activity visits eg
shopping, park, library and act in loco parentis, in the absence of parents

e To assist in the implementation of a curriculum of activities to ensure that
the physical intellectual, emotional and social needs of each child are met

e To encourage children to explore and investigate structured play activities
and games, developing social and motor skills.

e To encourage interaction between adults and children.

e To report to senior staff any child they observe is not thriving.
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Liaison with parents

e To assist in maintaining good working relationships with parents and as
required participating in meetings with parents and carers.

e Where undertaking a key worker role, to liaise with parents on the care,
progress and well-being of their child.

Resources

e Under the supervision of senior staff, to assist in the preparation of
materials and equipment at the start of each session.

e To clear equipment away after use and help ensure all toys, equipment,
rooms and play areas are kept safe and hygienic at all times and as clean
and tidy as is practicable.

e To help maintain the safety of equipment and premises and to report any
defects to senior staff.
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Teamwork

e To work co-operatively as part of and where necessary to provide cover
for other nursery staff
e To attend and participate in staff meetings

Administration and Finance
e Where undertaking a key worker responsibility, to maintain appropriate
records for particular children under the guidance of senior staff.
e To record data to support nursery procedures under guidance as
necessary.

Health, Safety and Welfare

e To maintain high standards of cleanliness and hygiene for children
(including changing children’s clothes as required), equipment and
environment

e To ensure that accidents are attended to by a trained first aider
immediately and provide comfort to sick or injured children

Corporate and statutory initiatives - equalities/health and safety/e-
government/ sustainability

e To ensure the health. safety and welfare of all users of the nursery

e To act in accordance with national policy and current legislation relating to
nurseries and those issued by HCC

11. Key Decision Making Areas in the Role

Development of individual pupils

e How to interact with children (eg to assist in children’s play or dispel
upsets)

e To discuss and give input to the assessment of progress and refer any
concerns to a senior member of staff

Resources / equipment

e Identify and report defects to a senior member of staff
¢ |dentify and withdraw potentially dangerous toys and equipment and report
to a senior member of staff

First Aid

e To ensure any accidents are attended to by the trained first aider
immediately
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12. Role Dimensions — financial (e.g. budgets) and non-financial units
(e.g. workload, customers/staff)

e No financial responsibilities
e Ratio of children per member of staff follows Ofsted guidelines and is
managed by Nursery Manager or Deputy.

13. Main Contacts — external/internal customer contacts and purpose

e Children — daily

e Parents — where appropriate (i.e. if in developing key worker role) to liaise
over the progress/development/needs of their child

e Nursery staff/Nursery Manager — daily to receive/share information on
individual pupils

14.  Working Conditions — environmental and physical factors,
physical effort or strain and frequency of occurrence.

e Exposure to bodily fluids — nappy changing, vomit etc
e Bending. stretching and working at low levels eg on the floor
e Lifting and carrying children and equipment

15. Rolerequirements for operational effectiveness.

e Have a genuine interest and some experience of working with the age
range of children

e Have an understanding of the needs of children in the age range

e To hold education equivalent to at least GCSE English at Grade D or
above and demonstrate a commitment to working towards a suitable
vocational qualification in child care (minimum requirement NVQ Level 2)

e Able to use own initiative and work as part of a team

16. Context/Additional Information

Working with very young children — emotionally and physically challenging
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