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JOB DESCRIPTION

Carr Manor Through School (4-18)

Title:


Early Years Phase Leader (Reception and Key Stage One)  

Salary Range: 
MPS / UPS + TLR 2b 

Responsible for:  
Teaching staff and support staff EYFS

Purpose of the role:

To develop, lead and deliver the Early Years provision (Reception and Key Stage One).

To provide professional leadership and management for the EYFS of our new primary phase to secure high quality teaching, effective use of resources and improved standards of learning and achievement by pupils. 

The post holder will:

· make a significant contribution to the development of school policy and practice and to the management of the school;

· ensure that EYFS is managed and organised to meet the aims and objectives of the school;

· establish effective curriculum and assessment procedures in the area of learning to meet the needs and aspirations of all pupils and raise standards of achievement at the school;

· ensure that all pupils achieve the best possible attainment and progress within EYFS;

· secure high standards of teaching and learning in EYFS;

· lead a team of teachers and support staff, guide and motivate EYFS teachers and other support; 

· monitor and evaluate the effectiveness of learning and teaching, the EYFS framework and progress towards targets for pupils and staff, to inform future priorities and targets; 

· be responsible for the quality of resources for learning and the learning environment, including good classroom management;

· liaise and work closely with other staff to promote the continual development of literacy, numeracy at all levels in the EYFS.
· provide expertise and advice to the Senior Leadership Team on best practice in EYFS in order that the development of the primary phase of the All-Through school meets statutory guidance and builds on best primary practice.

Strategic direction and development

In the context of the School’s aims and policies, the EYFS Phase Leader will provide leadership, which is strong but consultative, and will support the development and implementation of EYFS policies, plans, targets and practices.

The post holder will:

· develop and implement policies and practices for EYFS which reflect the school’s ethos and commitment to high achievement, effective learning and teaching and good learner behaviour;

· establish, with the involvement of EYFS staff, short, medium and long term plans for the development and resourcing of EYFS which are clear about action to be taken, timescales and criteria for success;

· set realistic and challenging targets for improvement in EYFS which are agreed and understood by all those involved in putting the plans into practice;

· monitor the progress made in achieving development plans and targets and use this to inform future planning and development and undertake an annual review of the phase's work and progress;

· work with colleagues across the school to develop a cohesive learning strategy throughout the primary and key transition phases;

· develop effective partnerships with colleagues from other services / schools and parents/carers;

· contribute to the school’s improvement planning processes.

Teaching and Learning

Secure and sustain effective teaching in EYFS, monitor and evaluate the quality of teaching and standards of pupils' achievements and set targets for improvement.

The post holder will:

· develop, plan and review all subject syllabi and schemes of learning to ensure curriculum coverage, continuity and progression for all pupils;

· maintain and update a comprehensive EYFS handbook including all documentation and data required for internal reviews and external inspections;

· ensure that EYFS framework for learning is effectively implemented and that colleagues teaching EYFS are clear about teaching objectives and communicate these to pupils;

· provide guidance on the choice of appropriate learning and teaching methods to meet the needs of different pupils;

· establish and implement clear policies and practices for assessing, recording and reporting pupils' achievements and use this information in setting targets for improvement;

· use assessment data and analyses of pupils performance to set expectations and targets for staff and pupils in relations to pupil achievement and to evaluate progress and achievement in EYFS;

· ensure that extended learning (homework) is set and marked regularly;

· monitor and evaluate the quality of teaching in the school and use this to identify effective practice and areas for improvement;

· liaise with subject specialists in partner primary schools and across the school;

· monitor and maintain the accuracy of lists of pupils in appropriate learning groups;

· ensure an inclusive and positive learning environment for all pupils to make good progress.

Leading and Managing Staff

Provide the support, challenge, information and development necessary to sustain motivation and secure improvement in teaching of members of EYFS.

The post holder will:

· help staff to achieve constructive working relationships with learners and support staff on discipline matters;

· establish clear expectations and constructive working relationships among staff involved in teaching EYFS;

· participate in and lead agreed performance management procedures and use the process to develop the personal and professional effectiveness of staff;

· ensure that trainee teachers and NQTs are trained, monitored, supported and assessed;

· ensure that senior colleagues are well informed about EYFS policies, plans and priorities, the success in meeting objectives and targets and subject related professional development plans;

· support the induction and development of colleagues in our primary phase;

· ensure that the school’s guidance on safeguarding is implemented across the EYFS phase.

Efficient and Effective deployment of resources

Identify appropriate resources for the EYFS phase and ensure that they are used efficiently, effectively and safely.

The post holder will:

· identify staff and resource needs for EYFS and advise senior colleagues of priorities for expenditure;

· allocate available resources with maximum efficiency to meet the objectives of the school and subject plans and to achieve value for money;

· manage EYFS budget and produce accounts for audit as required;

· ensure the efficient and effective management and organisation of learning resources within the EYFS ;

· use accommodation to create an effective and stimulating environment for the learning and teaching of EYFS.

· provide expertise on the development of resources for our primary phase;

· liaise with colleagues across the school in the use of the primary building and resources for other key stages and partners as determined by the senior leadership team.

General duties:

· To support school events and attend as required.

· To undertake ad hoc duties as may be required by the Headteacher and / or Senior Leadership Team from time to time, for example exam invigilation.

· To photocopy documentation as required maintaining confidentiality at all times.

· To adhere to school policies and procedures. 

· To fulfil the role of coach to a small group of pupils and participate fully in training as required.

Any Special Conditions of Service: 

                                  
There is a requirement to submit to an enhanced Criminal Records Bureau background check. There may be a need to occasionally work outside of school hours and off school premises, as required by the school. No smoking policy.

Signed (employee) …………………………………………..

Signed (line manager) ……………………………………….
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