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                ST STEPHEN’S INFANT SCHOOL
   Job Description
   Name
   ====
   Position Early Years Manager
   Management Point TLR 2
   ======================
   Responsible to Head Teacher
   General Duties
   --------------
   The education and welfare of a designated class in accordance with the
   requirements of the latest Pay & Conditions of Employment of School
   Teachers, having due regard to the requirements of the National
   Curriculum, the school’s aims, objectives and schemes of work and any
   policies of the Governing Body. To share corporate responsibility for
   the wellbeing, discipline and Safeguarding of all pupils.
   Main Responsibilities for EARLY YEARS
   -------------------------------------
     1. 
       To manage a team of teachers and teaching assistants and act as a
       reviewer for performance management.
     2. 
       To model outstanding practice in Teaching and Learning.
     3. 
       To support and advise colleagues in Year Group, including
       challenging underperformance.
     4. 
       To observe lessons, undertake work sampling and feedback to
       teachers.
     5. 
       To be involved in target setting through monitoring ensuring
       challenge and high expectations for all groups.
     6. 
       To organise and lead weekly Year Group meetings.
     7. 
       To develop a creative and innovative curriculum that takes account
       of the needs of all groups of learners.
     8. 
       To advise and support team members in the implementation of the
       Foundation Stage Curriculum.
     9. 
       To assist the Head teacher in the monitoring and evaluating of the
       Foundation Stage Curriculum.
     10. 
       To provide Curriculum Maps for parents and other stakeholders.
     11. 
       To coordinate Foundation Stage pupil tracking systems and the
       Foundation Stage Profile, including the inputting of data.
     12. 
       To analyse data and report 3 x a year on the standards achieved
       within the year group.
     13. 
       To respond strategically to data in order to raise outcomes for
       all groups.
     14. 
       To promote and ensure up to date Early Years training for all
       staff.
     15. 
       To report to head teacher on progress within the year group,
       including strategies to improve underperformance for any group.
     16. 
       To be a member of the Senior Management Team involved in
       management decisions with the head teacher.
     17. 
       To report events and achievement to Governors on request.
     18. 
       To manage the budget for the Foundation Stage.
     19. 
       To coordinate the induction of the new pupils, including; all
       letters, the parents’ meeting, pack and preschool sessions. To
       deliver the new entrants parents’ meeting with the Head teacher.
   This Job Description may be amended at any time after discussion with
   you, but in any case will be reviewed annually.
   SIGNED:
   Teacher ……………………………………………… Date ………………………………
   Head Teacher ……………………………………….. Date ……………………………….
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