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JOB DESCRIPTION – EMPLOYERS STAFF
Appointment Title:

Pouako Pīpī (Ngā tamariki raro i te rua tau)

Responsible to:

1.

Te Whānau o Te Uru Karaka Kōhanga Reo

2.

Te Pouako Matua and the Kaitiaki o Te Uru Karaka
Kōhanga Reo

1.

All guests of Te Uru Karaka Kōhanga Reo

Responsible for:

2.
3.

All Tamariki on the roll at Te Uru Karaka Kōhanga Reo

The proper effective and efficient operations of Te Uru
Karaka Kōhanga Reo, in conjunction with the Pouako and
Whānau

Co-ordinates with:

Other Pouako, The Ohu Whakahaere and Whānau o Te Uru
Karaka Kōhanga Reo

Any Delegations:

1.

Brief Statement of
Role:

Nil

1.

Undertake the planning processes, implementation of learning
experiences and overall nurturing and care of the tamariki.

2.

Strive to and uphold the kōhanga values and whānau beliefs, as
stated within the vision statements and Charter.

Responsibilities/tasks: The employee shall be responsible for the following:

Administration:
1.

Correct completion of their personal time sheet, information to be recorded on a daily basis;

2.

Have a knowledge and understanding of the contents of: The Charter and Te Korowai and
Te Whāriki curriculum documents;
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3.

Understand, uphold and fulfil the administrative procedures of the Kōhanga;

4.

Participate and contribute to staff meetings.

5.
6.

Other duties as requested or negotiated by the Ohu Whakahaere.

Tamariki:
1.

Ensure that Tamariki are dealt with in a positive and guiding manner and any emotional or
physical situations are dealt with using appropriate behavioural management strategies.

2.

Ensure that the policies relating to Health & Safety are adhered to at all times and
information is given through the correct channels to ensure support to maintain these
standards. .

3.

Ensure that all Tamariki are treated with courtesy and respect.

4.

Ensure that Tamariki are not left without supervision under any circumstances and that
Tamariki are always in view of a staff or whānau member.

5.

Ensure that Tamariki are regularly and correctly checked on by staff member during their
sleep time.

6.

Ensure that Tamariki food and drink needs are met, consistently throughout the day.

7.

Ensure that Tamariki nappy and toileting needs are met.

8.

Ensure that Tamariki have acurate records of observation, assessment, and development.

9.

Develop and contribute to the curriculum, including providing a variety of materials and
resources, according to the needs of the Tamariki.

Staff:
To ensure all areas of concern regarding the work environment are dealt with immediately,
effectively, and sensitively.
10.

To participate fully and provide input into any performance appraisal of you, in the position
of Pouako.
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11.

To attend, participate fully and provide input at Kaiako call back days, for planning and
organisation purposes.

Training:
12.

Each individual must be attested by the whānau in accordance with Te Kōhanga Reo
National Trust Board procedures.

13.

Each individual must participate in an induction programme, which will provide them with
the understanding of the aims and objectives of Te Uru Karaka Kōhanga Reo Kaupapa and
Philosophy.

14.

Pouako are encouraged to attend relevant in-service courses in accordance with National
Trust requirements, and any other courses or Hui, which enhance the Kaupapa of the
Kōhanga Reo.

15.

Undertake a behavioural management induction - in accordance with Behavioural
management policy.

16.

Pouako must attend Behavioural Management and First Aid courses on an annual basis to
ensure these skills are kept current.

17.

Pouako must keep up to date with teaching and learning pedagogy appropriate for under two
year olds.

Health:
18.

Ensure that Tamariki are actively supervised by kaimahi when eating, sleeping and toileting.

19.

Ensure that the correct medical procedures are followed in emergency situations;

20.

Ensure that the Pouako Matua or Kaitiaki are notified of any emergency situations requiring
medical attention;

21.

Ensure that medicines are administered correctly when requested to do so;

22.

Ensure that all injuries are correctly recorded in the incident report book and parents are
contacted/ spoken to in regards to the situation.

23.

Ensure that all hazards and safety issues are brought to the attention of the Pouako Matua or
Kaitiaki and are recorded in the Maintenance Log & Hazard Identification Register.
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Conduct:
24.

The conduct of the Pouako shall be appropriate to the Kaupapa and the mauri of the
Kōhanga.

25.

The conduct of the Pouako shall be such that the Kōhanga is in no way brought into
disrepute.

26.

The dress standard and overall presentation of the Pouako shall be such that is appropriate
and suitable for working with and around Tamariki.

Whanau:
27.

Encourage and uphold open communication with all Whānau.

28.

Ensure that all issues are dealt with sensitively and efficiently.

29.

Observe confidentiality and professionalism at all times.

30.

Ensure that all practices within the Kōhanga are in accordance with Te Korowai and The
Charter of Te Uru Karaka Kōhanga Reo.
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Personal Specifications
Essential:
Desirable:

