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WETHERBY SCHOOL
HEAD OF LITTLE WETHERBY
JOB DESCRIPTION
INTRODUCTION

The Head of Little Wetherby will be a member of the teaching staff at Wetherby School and will additionally hold responsibility for the management and day to day running of the nursery.   

The Head of Little Wetherby will report to and be responsible to the Headmaster and the Deputy Head.

The role will entitle the post holder to additional non-contact time appropriate to the duties below.
MAIN AREAS OF RESPONSIBILITY

· To oversee and take responsibility for the day to day management, organisation and smooth running of the nursery 

· To ensure that the best possible environment and day to day care and education is provided for young children to the highest possible standards
· To ensure knowledge and training is up to date and as required by legislation and best practice
· To fulfil legal and statutory requirements and lead and manage the nursery staff. Appointment of staff will be in conjunction with the headmaster. 
· To be responsible for high standards of care and education of children in accordance with statutory requirements
· To ensure the EYFS is promoted and delivered within the setting and its principles are adhered to
· To implement and monitor a key person system
· To understand policies and procedures requirements and take responsibility for their planning, monitoring and implementation
· To have an informed understanding and to keep up to date with statutory requirements and best practice in childcare 
· To be the lead person for Child Protection in the nursery, undertaking appropriate training provided by the Alpha Plus Group and ensuring that any child protection concerns are acted upon immediately and appropriately
· To work in conjunction with the other Heads of nursery with the Alpha Plus Group and in particular the schools in Notting Hill.
LEADERSHIP
· To be responsible for the appointment of staff for the nursery in conjunction with the Headmaster 
· To be responsible for the management and monitoring of the nursery staff and their performance; in line with the school’s appraisal process
· To identify training needs and facilitate training opportunities 
· To organise and lead regular staff meetings in the nursery

· To promote the well-being of the staff to maximise their professional contribution and satisfaction

EDUCATION

· Promote excellence in Early Years education

· To develop and implement an appropriate curriculum that takes into account the age, aptitudes and needs of all the children
· Review the curriculum annually and ensure it is delivered effectively

· To create an environment within the nursery that puts safety, enjoyment and achievement at the heart of all that it does

· To role model all areas of nursery school life in the teaching and learning for the children 

· To order and maintain equipment and resources in the nursery to the highest level

· To keep up to date records of all children according to the Early Years policies and best practice

· To work with a wide range of agencies and settings

· To work closely with parents and give regular and informed feedback about their child’s development and overall progress

· To ensure that the experience in the nursery is reflective of the ethos of the school working in conjunction with the Head and the Senior Management Team

COMMUNICATION
· Working in partnership with parents and families
· To ensure effective communication between the staff, parents and partner organisations
· To work to ensure relationships within other nursery schools within the Borough, promoting and representing the school as appropriate
OTHER RESPONSIBILITIES

· To manage the implementation and monitoring of the Little Wetherby development plan, ensuring that the nursery meets its strategic objectives

· To have high regard for the appearance and culture of the nursery, including behaviour, discipline and attitude of the children and staff

· To promote the ethos of the school to all stake holders

· To motivate and enable all staff to carry out their respective roles to the highest standards
· To work to ensure that constructive working relationships are maintained between staff, pupils and parents

· To work to ensure the nursery is recognised as offering education and care of the highest calibre

· To be aware of and to keep regularly updated on the ISI inspection framework and policy requirements
OTHER DUTIES
· To attend all Staff Meetings, parents’ evenings (as appropriate), INSET (internal and external as requested)
· To keep abreast of all policies of the school and to be aware of problems with individual pupils so that communication between colleagues for their general well-being is consistent and thorough
· To prepare school reports, on each boy taught, at the end of the autumn and Summer Term. Prepare reports for Educational Psychologists, other schools and for any other body/organisation as requested by the Headmaster
· To share in the responsibility for covering colleagues in their absence
· To keep parents and pupils informed of all school notices and special events
· To comply with all legal requirements such as register of attendance and Health and Safety regulations
· To attend professional development courses to further knowledge and expertise as and when appropriate
· The teacher shall devote the whole of their working time and attention to the affairs of the school and shall not undertake any extraneous activities which could in the opinion of the Headmaster, interfere with the efficient discharge of the teacher’s duties at school
· Responsibility for promoting and safeguarding the welfare of children and young people for whom you are responsible, or with whom you come into contact in the school.  It is your responsibility to adhere to and ensure compliance with the school’s Safeguarding Policy at all times.  If at any time you identify any instance that a child or young person is at risk you must report your concerns immediately to the Designated Safeguarding Lead or the Head
· Wetherby School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment
· Note: This job description is indicative of the duties and responsibilities of the post but does not form part of any contract of employment. All jobs within the school evolve over time and their features vary from year to year
PERSON SPECIFICATION 

Suitable candidates will have: 
Qualifications / Experience

· A teaching qualification or an honours degree, Early Years or equivalent, with evidence of on-going professional development
· Three years post qualifying experience
· Previous experience of manging and supervising staff

Knowledge 
· An understanding and through knowledge of the EYFS curriculum

· An understanding and practical experience in a nursery school

· A practical understanding of child development and parenting

· An understanding of current legislation and regulations

· Sound experience and understanding of the inspection process

Skills
· Ability to build, lead and develop an effective team
· To demonstrate key skills in manging effectively parental concerns
· Ability to work independently and to manage own time efficiently
· Ability to accommodate the flexible working hours that maybe required
· Ability to develop and effective team
· Experience of managing, supervision and appraisal of staff
· Ability to communicate confidently with a wide range of people
· Ability to motivate other staff
· A flexible, practical and willing to ‘get your hands dirty’ approach
· Ability to create, maintain and implement systems for recording
· Commitment to working in partnership with parents
Personal Qualities
· A warm, caring and fun personality with a good sense of humour

· The desire to be part of a team that is focused on the success of the ‘whole’ rather than the individual

· A positive and enthusiastic personality who is passionate about Early Years Education and developing a high quality provision 
