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Granard Primary School
JOB DESCRIPTION

Early Years Leader with responsibility for the Children’s Centre
Salary: Main Scale + TLR2.2
Responsible to: The Headteacher and SLT

Job Purpose:  

You are required to:

· carry out the duties of a school teacher as set out in the School Teacher’s Pay and Conditions

· make strategic evaluations of teaching, learning and personnel issues as a supportive and well-motivated team member

· support the school in securing effective education for all pupils, the continuous improvement of teaching and learning and ongoing self-evaluation and school improvement

· The post holder will share the school’s commitment to safeguard, and promote the welfare of, the children in our care. 

· To be fully aware of and understand the duties and responsibilities arising from the Children’s Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation.

· To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role.

· To ensure that the worker’s line manager is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection.

· support and strengthen the Children’s Centre leadership and management to ensure that the provision meets local need

Specific Responsibilities:

You are required to:

· be a partner in the middle management of the school

Management:

Work closely with the Headteacher in managing the Early Years and Children’s Centre teams including all aspects of education, resources and pupil behaviour.

Middle Leadership

1. Work with the Headteacher in aspects of strategic planning, target setting and school improvement with focus on the Early Years and Children’s Centre.

2. Work with the Headteacher and Assessment co-ordinator in analysing Early Years and Children’s Centre data and creating systems and tools for self-evaluation and using this information to help develop the School Improvement Plan priorities.

3. Identify areas for development and improvement linked to the School Improvement Plan and National and Local initiatives. 

4. Support the aims and ethos of the school.

5. Attend SLT meetings and report back to the SLT about Early Years and Children’s Centre issues. 
6. Attend MLT meetings.

7. Establish good relationships, encourage good working practices and support and lead staff in Early Years and Children’s Centre.

8. Plan, organise and lead Early Years and Children’s Centre meetings.

9. Present information to the SLT and Headteacher and other members of the school community in a well-planned, clear and concise manner.

10. Uphold and support the school’s behaviour code and uniform regulations.

11. Support the Headteacher with the recruitment process of Early Years and Children’s Centre staff. 

Professionalism

1. Ensure arrival at school by 8 a.m., to be prepared to start the school day in an organised manner.

2. Ensure prompt arrival at briefings, meetings and lessons to give credibility and to set a good example to other staff.

3. Ensure personal appointments are taken outside of school hours.

4. Ensure all school communication, including emails, is acknowledged, read and dealt with promptly. 

5. Plan and manage time effectively so that maximum output of work is achieved and deadlines are met.

6. Attend relevant training to support the development of this role. 

Relationships

1. Treat all staff equally and with respect, ensuring that communication is open, clear and concise. 

2. Interact with others in an honest, transparent and principled manner.

3. Sustain effective, positive relationships with all staff, pupils, parents, governors and the local community.

4. Support staff within the context of school policies, in relation to working practices and relationships to be fostered with pupils, including those relating to behaviour, discipline and attitude.

5. Encourage moral and spiritual growth and social responsibility amongst pupils.

6. Manage innovation and embrace change.

7. Work collaboratively and maintain effective working relationships with the Headteacher, SLT, MLT and other staff in school. 

8. Work collaboratively with the Children’s Centre staff to ensure there are good channels of communication between the Children’s Centre and Early Years to support the children and families in our care and to make the most of information available and shared resources. 
Teaching and Learning

1. Lead teaching and learning in Early Years, including the introduction of new initiatives to support and extend children’s learning.

2. Monitor and evaluate pupil achievement and attainment in Early Years.

3. Monitor and evaluate Early Years classroom and outdoor environments to ensure they effectively support children’s learning and are consistent across classes. 

4. Lead by example as a teacher and as a manager, achieving high standards of pupil attainment, behaviour and motivation through effective teaching.

5. Monitor the quality of teaching and learning in Early Years in line with the school policy.  This includes undertaking lesson observations, monitoring short and medium term planning and scrutiny of pupils’ work.

6. Review long term planning in Early Years to ensure coverage, progression and a range of learning experiences across the age and ability range.

7. Monitor the standards of behaviour and achievement in Early Years.
8. Set appropriate expectations for staff and pupils in relation to standards of pupil’s achievements and the quality of teaching, establishing clear targets for improving and sustaining pupil’s achievement, supporting the process of teaching and learning in accordance with agreed policies and guidelines.

9. Ensure Early Years staff share the aims of the school in promoting a high quality of learning in the classroom.

10. Lead weekly Early Years assemblies. 

Specific Responsibilities as Early Years Leader
1. Monitor and evaluate Nursery and Reception children’s progress and attainment on a half termly basis in Reading, Writing, PSED, Number, Communication and Language, Moving and Handling.

2. Monitor Early Years planning and provide feedback to staff to ensure good quality provision that meets the needs of the children in all Early Years classes. 

3. Ensure all staff are aware of the DfE reporting and assessment requirements in Early Years and that clear practices are established for assessing, recording and reporting on pupil progress and achievement. 

4. Support and mentor new staff in Early Years.
5. Support new NQTs in Early Years.
6. Line manage all Early Years staff i.e. teachers, Nursery Nurses, TAs and LSAs.
7. Support Early Years staff with behaviour management issues, including meeting with parents to address behavioural issues or other concerns as required.

8. Plan and carry out weekly meetings with Early Years staff to support planning, advise on assessment issues, monitor provision and staff wellbeing.

9. Support Early Years staff in meeting their Performance Management targets, ensuring that their individual development needs, as identified through PM or other monitoring activities, are met. 

10. To have an overview of, and contribute to, the planning and delivery of CPD and training related to Early Years. 

11. In conjunction with the Headteacher, carry out progress meetings with all Early Years staff on a half termly basis and support staff in planning strategies to address underperforming groups and individual children. 

12. Lead workshops for parents of children in Early Years to support them with understanding of the Early Years curriculum and how they can support their children with their learning. 

13. Manage new Nursery and Reception admissions, home visits, coffee mornings and stay and plays. 
Specific Responsibilities for Children’s Centre School 

1. Support the Children’s Centre Manager in the strategic leadership of the Children’s Centre.

2. Ensure that Children’s Centre policies are in line with agreed school policies and there is a cycle for regular review. 

3. Support the Children’s Centre Manager with the self-review process in preparation for OFSTED, ensuring that the Children’s Centre action plan prioritises the areas for development and is reviewed and up-dated on a termly basis. 

4. Carry out the Performance Management of the Children’s Centre Manager, ensuring that appropriate and challenging targets are set and relevant development needs are met, and report back to the Headteacher. 

5. Support the Children’s Centre Manager with the Performance Management of the Children’s Centre staff.

6. Ensure that the Children’s Centre provision meets the needs of the local area.

7. Attend Children’s Centre Advisory Board meetings.

8. Attend and lead, where required, Children’s Centre team meetings and briefings. 

Other Duties and Responsibilities

· Attend CFC Committee Meetings.
· Perform all other duties that the Headteacher may from time to time ask the post holder to perform.
Signed: ………………………………………………………………..    
Name: …………………………………………………………………

Date: ………………………………………………………………….
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