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JOB DESCRIPTION FOR EARLY YEARS SUPPORT WORKER

Band 4
JOB TITLE:  Early Years Support Worker
RESPONSIBLE TO: Children’s Centre Cluster Manager/Children’s Centre Cluster Deputy Manager/Headteacher

SALARY SCALE: Band 4
PRIME OBJECTIVES OF THE POST:
To work as a member of a multi-disciplinary children’s centre cluster team in supporting children and their families in all areas relating to Early Years provision
SUPERVISORY/MANAGERIAL RESPONSIBILITIES:
To supervise children in play/early learning sessions with other adults
Assist as a member of the team in the supervision and guidance of students on work placement trainees and voluntary helpers. 
To signpost parents/carers to other professional and voluntary services both within the Airedale & Wharfedale Children’s Centre Cluster and in the wider community.

SUPERVISION AND GUIDANCE:
To work within the cluster policies under the direction and guidance of senior staff.
RANGE OF DECISION MAKING:
To make decisions within established working practices and procedures of the cluster. The Early Year’s Support Worker will be expected to use creativity and initiative to:

· Help the children and their families take full advantage of the opportunities provided by the  cluster
· Support children and their families in the best use of the materials and equipment available

· Ensure the safety, mobility, care and well being of the children and adults.

RESPONSIBILITY FOR ASSETS, MATERIALS ETC:
Maintain the confidential nature of information relating to the cluster, its children and their families.

Share in the responsibility for the equipment and materials across the cluster
CONTACTS:

Internal at all levels, Parents / Carers, Governors, Community Groups, Health, Social Services, Police, Local  Authority, Contractors, External Agencies.

RANGE OF DUTIES:
SUPPORT FOR CHILDREN AND FAMILIES

· Help and support children ensuring their safety, and that they have every opportunity to take full advantage of the learning opportunities provided by the cluster.  Ensure that their personal, social, physical, health and welfare needs are met.

· Establish good relationships with the children and their families and act as a role model in responding to their needs in an appropriate manner.

· Promote the inclusion and acceptance of all children and their families

· Help  children and their families to build good relationships and take advantage of the opportunities available
· Help children to develop independence and interdependence as appropriate.

SUPPORT FOR CENTRE STAFF
· Help to prepare rooms and the outdoor play areas and assist with the display of children’s work
· Be aware of individual children’s needs, progress and achievements and communicate this appropriately 
· Undertake child observations and record keeping as requested.

· Gather/report information from/to parents/carers as requested by other staff

· Provide clerical/admin support e.g. photocopying, producing teaching and learning materials etc.
SUPPORT FOR THE CURRICULUM

· As a member of the Early Years team contribute to planning activities and sessions relating to the Early Years Foundation Stage.
· Support  children and families in the learning activities which have been planned, both child initiated and adult led.

· Prepare and maintain equipment and resources as requested and help children and families with their use.

SUPPORT FOR THE CLUSTER
· Be aware of and comply with the cluster policy and procedures relating to child protection and report any concerns to the child protection coordinator.
· Be aware of and comply with policies and procedures relating to health, safety and security, confidentiality and data protection, reporting and concerns to the appropriate member of staff.

· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop.

· Contribute to the overall ethos and work of the cluster
· Appreciate and support the role of other professionals within the multidisciplinary team of the  cluster and visiting professional colleagues.

· Attend and contribute to relevant meetings.

· Participate in training and other learning activities to keep up to date with local and national initiatives and performance development as required.

· Accompany other staff, children and family members on visits
· To support, uphold and contribute to the development of the Council’s Equal Rights policies and  practices in respect of both employment issues and the delivery of services to the community.
· Work across all age groups in the cluster as requested.
Team Development

It is mandatory that everyone will contribute to the development of a flexible and multi-disciplinary team, which will work collaboratively in the genuine spirit of co-operation and partnership in order to meet agreed goals.

All members of the team will be committed to the development of a customer friendly environment, providing high quality, practical support for service users.

Each member of the team will be responsible for actively participating in the appraisal process and fully contributing to the formulation and implementation of personal and organisational development plans. 

Strong Close Nursery School & Children’s Centre is committed to staff development and support. Any training needs identified by appraisal process will be prioritised.

Confidentiality

Information held within the programme is confidential and all individuals within the team are expected to act accordingly.  Staff are required to work towards locally agreed policies and procedures.
Equal Opportunities

Strong Close Nursery School & Children’s Centre is striving towards being an equal opportunities employer that values diversity.  In working towards this aim no employee or job applicant will receive less favourable treatment on the grounds of their gender, age, disability, race, colour, sexual orientation, domestic circumstances, social and employment status, gender reassignment or political affiliation or trade union membership, or disadvantaged by conditions or requirements which cannot be shown to be justifiable.

Strong Close Nursery School & Children’s Centre is committed to ensure all employees have fair and non-discriminatory systems for recruiting or accessing training to enhance the development or promotion of staff.

Health, Safety & Environment (HSE)

Everyone should familiarise themselves and be fully compliant with statutory and local HSE legislation, policies and procedures to ensure a healthy and safe working environment.  Everyone should co-operate in HSE issues, making sure that any unsafe condition and/or practice is immediately rectified or highlighted with the appropriate person.

PERSON SPECIFICATION

JOB TITLE:
Early Years Support Worker
	Criteria
	Essential 
	Desirable

	Experience
	
	

	· Experience of working with children of relevant age, assisting in their development or
· Other relevant experience such as working with voluntary organisations , parental caring responsibility
	X
x
	

	Qualifications
	
	

	NVQ  2 or equivalent qualification or experience
	X
	

	GCSE English and Maths or equivalent eg. Adult Literacy/Numeracy at level 1. 


	
	X

	Qualifications relating to post eg health, children, practical skills, first aid.
	
	X

	Training
	
	

	Willingness to participate in development and training opportunities. 
	X
	

	Special Knowledge
	
	

	Knowledge of childcare
	X
	

	Awareness of child development
	X
	

	An understanding of the needs of a multicultural society
	
	

	An understanding of the issues relating to children who have additional learning needs, more able and special educational needs. 
	
	X

	Understanding of principles of child development and learning processes as appropriate.   
	
	X

	Disposition and attitudes
	
	

	Ability to relate well to children and adults.
	X
	

	Ability to work constructively as part of a team.
	X
	

	Ability to remain calm under pressure. 
	X
	

	Demonstrate good co-operative, interpersonal and listening skills.
	X
	

	Demonstrate a commitment to working with children of the relevant age.
	X
	

	Flexibility and willingness to accept change.
	X
	

	Approachable, courteous and able to present a positive image of the school/centre to callers and visitors.
	X
	

	Maintain confidentiality in matters relating to the school/centre, its pupils, parents and carers.
	X
	

	Ability to understand classroom roles and responsibilities and your own position within these
	
	X

	Skills
	
	

	Good numeracy/literacy skills. 
	
	

	Ability to use other relevant equipment / technology, after training  if required


	X
	

	Other
	
	

	Willingness to undertake training as necessary.
	X
	

	Commitment to own personal development.
	X
	

	Able to work flexibly including some evenings and weekends.
	X
	

	Ability to travel efficiently and independently across the cluster
	X
	

	Personal circumstances
	
	

	Must be legally entitled to work in the UK
	X
	

	No contra-indications in personal background or criminal record indicating unsuitability to work with children/young people vulnerable clients (DBS check required)
	X
	

	
	
	

	
	
	



