Nursery Bank Staff - Job Description

POST: Nursery Nurse —temporary position —agency work
SALARY: Varies depending on the assignment

HOURS OF WORK: Varies depending on the assignment

RESPONSIBLE TO: Nursery Manager and/or Room Lead

LOCATION: Based at various locations within the Walsall borough

Purpose of the Role;

Bank staff are required by nurseries to cover for or supplement their permanent or part time staff.
Typically bank staff cover for sickness, absence, holidays and periods of temporary fluctuation in
child numbers.

Bank staff should understand and apply the settings policies and procedures. Bank staff will be
expected to assist in ensuring all children attending receive high quality care, are kept safe and are
provided with planned and stimulating play experiences which meet their individual needs.

Employment is on a casual zero hours basis and you will be contacted directly by Charlies SOS if and
when work is available, sometimes at very short notice — early in the morning. Please note that we
are unable to guarantee hours of work.

ROLES AND RESPONSIBILITY CHECKLIST;

Detailed below are the principle tasks and activities associated with your role. Activities and tasks
are carried out on a daily, weekly or as required basis. Nursery management will be responsible for
working with you to establish, maintain and monitor that the activities and tasks are being
performed to the settings standards.

Your role will be as set out in this job description but please note that the manager reserves the right
to update your roles and responsibilities, from time to time, to reflect changes in, or to, your job.
The list of duties in the job description should not be regarded as exclusive or exhaustive.

The schedule of responsibilities may well change in accordance with your experience and
qualifications, so the following list of duties should be taken as the minimum requirement.

Personal Responsibilities;

* Provide high quality care and activities for the children and to recognise both individual and group
requirements in a secure, safe and stimulating environment.

¢ Ensure you are familiar with the key policies and procedures, especially safeguarding children,
equal opportunities, behaviour management and health and safety. You will be provided with a copy
of the nursery’s guide to policies and procedures.

¢ Within reason to be able to respond to requests to work at a setting, sometimes at short notice.

¢ Ensure parent issues and concerns are dealt with promptly and accurately. Keeping management
informed.
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Role Description — Bank Staff

¢ Undertake other duties appropriate to the grade and character of the work as may reasonably be
required by the setting

¢ To uphold the confidentiality of the setting at all times.

* Never leave the room / nursery / childcare location and put your colleagues at risk of being out of
ratio — unless in case of emergency.

¢ To promote at all times good relations between staff members, parents and children, and promote
the quality ethos of the setting.

Childcare and Curriculum Responsibilities;

¢ Assist in the implementation of the typical day within the setting.

e Assist with child routines such as sleeping, feeding and general supervision.

¢ Assist with the care, maintenance and security of all equipment and toys within the setting.

¢ Ensure that you help to maintain an attractive, stimulating and reassuring environment for
children.

¢ Be aware of child protection issues and accidents to ensure that any remedial action is taken
immediately.

¢ Help to maintain accurate records for all children including attendance registers.

¢ Help to communicate with and provide feedback to parents.

 Ensure that no child is ever left on their own in the room / nursery / outing.

¢ Support the children in serving their own food, milk, drinks and snacks and encourage good
nutrition and sociable eating.

¢ Assist children with personal care, including changing nappies, assisting with toileting and other
associated welfare duties. Ensure you consult the up to date care plan for each child in your care.
¢ Action and monitor all child safeguarding / protection issues / accidents to ensure that any action
is taken immediately. Following the settings policies and procedures, ensuring
management/safeguarding lead are informed of any concerns.

 Assist with health and safety checks as required to the setting is tidy, safe, clean and secure for
children, staff, parents/carers and visitors

» Cover for other staff as appropriate and as directed by your manager, especially given that
unforeseen situation can occur when caring for children and recognising that the child’s welfare is
paramount.

Parent and Carer Responsibilities;

e Work in partnership with parents/carers, recognising that parents are their children’s first
educators, and encourage parental involvement in the setting.

¢ Ensure parents are familiar with the security and procedures surrounding drop off and collection.
(passwords etc.). Ensure the parent and carer signs the register when dropping off or collecting their
child.

¢ Be vigilant and diplomatic if you feel that there is a safeguarding or protection issue pertinent to
the child. Inform management if in doubt.
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¢ Understand the cultural, religious, ethical or personal preference issues that some parents may
have in relation to their child.

Room and Premises Responsibilities;

¢ Ensure the room is kept tidy and organised to allow for the efficient use of time and to maintain
the high quality standards that we have set as our on-going objective.

¢ Ensure resources, toys and equipment are organised, stored correctly, cleaned regularly and any
breakages reported to the office.

* Clean obvious marks or spillages (doors, floors, walls etc) as soon as they happen, within reason.
¢ Ensure any signs pictures or displays that are fixed to the wall are tidy, appropriate and in keeping
with nursery standards.

¢ Ensure rooms, toilets and corridors are left tidy and cleared away at the end of the day to include
children’s clothes and shoes, resources, cups, plates, utensils, food, drink etc.

* Answer the phone or entry-phone system as appropriate and / or directed by the management.

Health and Safety Responsibilities;

¢ Help Maintain the safety and security of all children, employees and visitors to the setting.

¢ Be familiar with the settings Health and Safety policy.

¢ Ensure the cleanliness of the children at all times.

* Ensure that all information relating to the setting, its operation, children, staff and parents / carers
is treated with the utmost sensitivity and confidentiality.

Paperwork Responsibilities;

You will not be required to be responsible for paperwork but may be asked to complete documents
that relate to the duties you are covering such as:

* Nappy charts and changing procedures

¢ Accident and incident books

¢ Signing in and out

e Allergy forms

¢ Consent forms

¢ Sun cream forms

¢ Bottle charts

e Sleep charts

¢ Cot checks

¢ Toilet checks

Please ensure paperwork is up to date, neat and tidy, correctly spelt and well written. If you have
any reservations about your abilities with paperwork (such as dyslexia) then please have your work
checked by a suitable team member.

SAFEGUARDING STATEMENT “We are committed to safeguarding
and promoting the welfare of children and young people and
expect all staff to share this commitment”.
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