EARLY YEARS TEACHING ASSISTANT – JOB DESCRIPTION
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Job Purpose: 
· To ensure that all agreed quality and safety standards are maintained at all times, supporting the Early Years Teacher to safeguard the children.
·     To support the Early Years Teacher in securing excellent progress and well-being of the children. 

· To actively support the wider school team.
·   To promote and act in accordance with the ethos of Sevenoaks Prep’s ‘Way of Life’.
Responsible to:
The Head of Pre-Prep, Early Years Co-ordinator and Early Years Class Teacher, with whom you will meet to discuss provision for the Early Years, including the wellbeing and safeguarding of the children. 
Key tasks and responsibilities:
· Have an understanding of the Statutory Guidelines within the EYFS and support the Early Years Teacher to facilitate the EYFS framework, ensuring the learning and development needs of every child are catered for. 
· Support the Early Years Teacher in planning and preparing activities with clear objectives; and to help implement a programme of activities suitable for the age range of children in your care, in conjunction with other staff. 
· Assist the Early Years Teacher with observations, assessments and recording of children’s progress as routine good practice, including online learning journals where required. 
· Help with the organisation of the classroom, including learning resources and displays, to ensure a positive, tidy and orderly learning environment. 
· Encourage and motivate children at all times, in a whole group setting, small groups or as individuals.
· To guide and support all children to enable them to develop a good understanding of positive and acceptable behaviour. 
· Encourage children’s self-confidence and independence in a caring, secure and safe environment.
· To foster a good relationship with parents, encouraging their involvement in all aspects of the children’s care.
· Assist and contribute at parent consultation and presentation evenings, alongside the Early Years Teacher as required. 

· Support the Early Years Teacher to implement school policies, including safeguarding, health and safety in both inside and outside learning environments, and personal care.
· To be flexible with the working practices within the Early Years and be prepared to participate in staff meetings, duties (as per the school rota), assist with pupils at break, lunch and after school, school outings, and provide cover for staff where necessary and appropriate. 
· Support wider school events, plays, recitals, trips and fund-raising activities that benefit the wider school community.

· Attend training courses where appropriate and play an active role in furthering personal and professional development.
· Liaise with colleagues positively, working together to create a flexible and supportive working environment.
· To keep completely confidential any information regarding the children, their families or other staff, that is acquired as part of the job.
Person Specification:
· An enthusiastic and versatile team player.
· Have good organisational skills and be able to use ICT effectively. 
· Have a confident, warm and welcoming manner.

· Have a smart and professional appearance.

· Be able to take an active role in the promotion of the School and its aims and ethos.

· Be able to respond sensitively to pastoral issues with confidentiality and integrity.
The Head of Pre Prep and Governors may modify the duties outlined in this job description (in a way that is commensurate with the salary and job title) so as to reflect or anticipate changes in the school’s requirements from this role. 
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