	ACCOUNTABILITIES AND TASKS
Nursery Assistant 

	Policy: Under supervision/guidance use and implement, all school policies and procedures.

	· Keep up to date with the content of all school policy relevant to the role and participate in review formulation (as appropriate).
· To be discreet and supportive in all areas of school policy and recognise the need for the confidentiality of children and colleagues.

· To ensure effective time management in order to meet responsibilities.

	Management of Pupils: Manage and work with groups and individual pupils.

	· Contribute to partnership working with Nursery staff to ensure that the children have access to appropriate activities to support their physical, emotional, social and intellectual development, whilst being aware of families’ ethnic, cultural and linguistic development.
· To work with other staff and children in the EYFS and KS1 as required.

· To establish and maintain a positive regard towards children and to remain calm and consistent in approach.

· To contribute to the management of children’s behaviour by providing a positive role model for the standards of behaviour expected of children and adults within the school in line with the school Behaviour Policy, responding promptly in line with your role and level of responsibility.

· To raise children’s self-esteem.

· To plan to manage children’s behaviour taking into account the personal, social and emotional needs of children under the guidance of the class teacher.
· To supervise, interact with, engage and interest children in a range of outdoor activities.

· Monitor and take care to allocate attention in a way that balances the needs of individuals and the group as a whole.

	Management of People: Work collaboratively with colleagues, external agencies and other adults as appropriate.

	· Interact with other adults in ways which provide a positive and consistent example of effective working relationships.

· To work as a flexible member of a team, planning co-operatively, sharing information, ideas and expertise.

· To help develop a team approach where individuals’ efforts are valued.

· To consult with and support other colleagues as appropriate.

· To maintain good relationships with parents and external agencies, as appropriate, to promote children’s learning and development.


	Management of Teaching and Learning: To provide for quality learning experiences for all children.

	· Have a working knowledge of the relevant statutory requirements for the age range being taught (EYFS).

· Assist in preparing and maintaining the indoor and outdoor learning environment for all children.

· To undertake child observations, both indoor and outdoor, and feedback under the direction of the class teacher.

· Support children during learning using resources as appropriate for the learning objective and the children’s development levels.

· Become familiar with class/school routines and procedures, teaching methods used and the standard of work expected for each individual.

· Play, interact and talk with children to improve their language and social skills during child-initiated activities.

· Lead individual or small group sessions in an identified learning activity.

· To model high standards of spoken and written English at all times.


	Management of Physical Resources: Develop, monitor and maintain physical resources in the classroom and school.

	· Under the direction of the class teacher, organise and maintain a stimulating working environment appropriate for the range of indoor and outdoor learning opportunities taking place.

· Teach children to take responsibility for resources and the environment.
· Ensure that resources are organised and maintained as appropriate (e.g. prepare activities, make games, identify damaged resources, clean and put away). 

· Ensure all resources are returned safely and correctly to their storage locations.

· Support the use of technology in the indoor and outdoor classroom, operating equipment safely and correctly.

	Management of Pupil Welfare and Well-being: Support the class teacher in ensuring the highest quality well being and care of all pupils.

	· Be aware of and comply with policies relating to safeguarding pupils (e.g. Health and Safety, Child Protection, Online Safety, Confidentiality etc.) reporting all concerns to the class teacher/DSL as appropriate.

· Be aware of and support differences to ensure all children are included and have equal access to opportunities to learn and develop.

· Tend to hygiene and personal care needs of children as appropriate.
· Support children in respecting their own and others’ needs relating to health and hygiene matters.

	Administration: Ensure that administrative requirements are fulfilled.

	· Provide administrative support (e.g. photocopying, display, filing etc.) and basic record keeping in respect of pupil learning, behaviour and welfare.

	Personal Development: Take responsibility for ones own professional development in line with school policy and the School Plan.

	· Participate in the Performance Management (Appraisal) process.
· Make good use of development opportunities available to enhance children’s learning.

· Attend relevant meetings required to ensure own continuing professional development.

· Show a commitment to continued professional development by seeking a variety of learning opportunities.




CALLIS GRANGE NURSERY & INFANT SCHOOL
STAFF COMPETENCY DEFINITIONS

	EMOTIONAL INTELLIGENCE

	PERSONAL COMPETENCE

HOW STAFF MANAGE THEMSELVES
	SOCIAL COMPETENCE

HOW STAFF MANAGE RELATIONSHIPS

	SELF-AWARENESS

· Emotional Self-Awareness: Read their own emotions and recognises their impact.
· Accurate and Honest Self-Assessment: Knows their own strengths and limits and works on improving their areas of weakness.
· Self Confidence: Has a clear sense of self-worth and their own capabilities.
	SOCIAL AWARENESS

· Empathy: Senses the emotions of others; understanding their perspective.
· Organisational Awareness: Reads situations, understanding groups and staff dynamics.
· Service: Recognises, understands the needs of those they work with and parents.

	SELF MANAGEMENT

· Emotional Self-Control: Keeps disruptive emotions and impulses under control.
· Transparency: Displays honesty and integrity and trustworthiness.
· Adaptability: Shows flexibility in adapting to changing situations or overcoming obstacles – is learning to be comfortable outside their comfort zone.
· Achievement: Possesses the drive to improve and to meet inner standards of excellence and performance targets.
· Initiative: Shows a readiness and willingness to seize opportunities.
· Optimism: Focuses on the positive.
	RELATIONSHIPS
· Influence: Uses their skills to assist others.
· Building Bonds: Cultivates and maintains a network of positive relationships.
· Teamwork and Collaboration: Works successfully in a variety of groups or teams.
· Response: Responds to others in a positive and professional manner.

· Advice: Actively seeks advice to improve performance, discussing concerns or difficulties promptly with senior staff so they can deal with situations in an appropriate way.

	OPERATIONAL EXCELLENCE

	· Takes an active part in the life of our school.

· Develops self to improve performance.
· Is willing to offer ideas and contribute to discussion.
· Gains respect by operating in a professional and credible manner.
· Applies knowledge and experience, yet is open to exploring new ideas.


