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JOB DESCRIPTION
POST: Under 3’s Phase Leader; maternity cover, fixed for one year


GRADE:  PO1- AYR contract
SECTION: Education
RESPONSIBLE TO: Assistant Head teacher for Early Years; Head of School; Executive Head teacher
Hargrave Park School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.

Purpose of the Job:

To ensure robust implementation of all statutory welfare requirements and the smooth day to day running of the Under 3’s provision in the school.

Leading the Phase
Under the direction of the Assistant Head teacher for Early Years:
· To ensure all statutory welfare requirements are robustly met through regular monitoring.

· To ensure the smooth day to day running of the phase with regard to staffing levels; deployment of staff and organisation of agency/cover where appropriate.
· To supervise and manage staff in the Under 3’s setting.
· To foster and develop good relationships with parents/carers.

· To support and strengthen effective partnerships with outside agencies and other Early Years settings in the authority.

· To ensure effective and positive contact and liaison with other professionals and external agencies.

· To ensure that staff work in partnership with parents and that parents are aware of their rights and responsibilities as users.
· To drive effective signposting of support and services to all users of the setting.

· To provide senior leaders in the school, including governors, with information on provision and children’s progress.

· To be designated child protection officer for under 3’s during holiday periods.
Under 3’s Curriculum
Under the direction of the Assistant Head teacher for Early Years:
· To provide a planned and stimulating environment, which ensures the aims of the Early Years curriculum are met for all children in the setting, including those with special educational and other needs.
· To ensure staff establish appropriate planning and assessment and record keeping for individual children through the modelling of best practice and regular monitoring.
· To ensure monitoring of provision fits within the wider school monitoring and evaluation schedules.

· To support effective transition into the Foundation Stage.
Personal Responsibilities

· To carry out the duties and responsibilities of the post, in accordance with the school’s Health and Safety Policy and relevant Health and Safety Guidance and Legislation.
· To promote the safeguarding of children.
· To use information technology systems as required to carry out the duties of the post in the most efficient and effective manner.
· To undertake training and professional development as appropriate.
· To undertake other duties appropriate to the post that may be required from time to time.
· Any other duties and responsibilities within the range of the salary grade.
Performance Standards
· To ensure that the school’s customer care standards are met and adhered to.
· At all times to carry out the responsibilities of the post with due regard to the school’s Equal opportunities policy.
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Person Specification
POST: Under 3’s Phase Leader; maternity cover, fixed for one year



GRADE:  PO1- AYR contract

SECTION: Education

RESPONSIBLE TO: Assistant Head teacher for Early Years; Head of School; Executive Head teacher

1. Degree level childcare and/or education qualification.

2. 3 years experience of working with children aged 3 and under and their families.

3. Experience of working with and supporting parents.

4. Experience of line managing a team of Early Years Educators.

5. Knowledge and understanding of good practice including the health, educational, social, cultural, emotional, developmental and physical needs of young children.

6. Knowledge of safeguarding and child protection practice.

7. Knowledge of the statutory welfare requirements of Under 3’s provision.

8. Ability to work collaboratively with colleagues and a variety of professionals in schools and in partner agencies, including Bright Start, developing positive working relationships.
9. Ability to write reports that are clear, complete, focussed and easily understood, and organise and maintain accurate records.

10. Demonstrates well developed interpersonal skills; ability to communicate effectively both verbally and in writing.

11. Ability to use own initiative, establishing priorities and meeting agreed targets and deadlines.

12. Ability to carry out the responsibilities of the post in the context of and in compliance with the school’s Equal Opportunities and Health and Safety policies.


