[image: image1.jpg]



Job Description

	Post: 
	Senior Early Years Practitioner / Room Leader


The following information is provided to assist staff joining Woodroyd Children’s Centre Plus to understand and appreciate the work content of their post and the role they are to play in the organisation.

1. Whilst every endeavour has been made to outline all the duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail. Broad headings may have therefore been used below, in which case all the usual associated routines are naturally included in the job description.

2. Staff should not refuse to undertake work which is not specified on this form but they should record any additional duties they are required to perform and these will be taken into account when salaries are reviewed.

3. We are committed to safeguarding our children and all endeavours are made to protect children including CRB, staff observations and training.

Prime Objectives of the Post

To provide inclusive play and learning opportunities for all children attending and to maintain a safe, stimulating and enjoyable environment. To take responsibility for the provision of care and appropriate learning opportunities for individual children aged 0 to 5 years old, working within the EYFS. To assist in the developing of activities, which meet individual needs, social, cultural and community needs of the children and which will enhance their quality of life and future development. To lead and manage staff and the room ensuring outstanding Ofsted standards are maintained 
Supervisory/Managerial Responsibilities

To manage and support staff, volunteers and trainees. Managing delegation and staff performance.
There will be the opportunity to supervise/mentor students and trainees either individually or as a shared responsibility with other workers.

To ensure planning is in place.

Supervision and Guidance

Will be supervised by the Deputy Manager through regular supervision sessions, however, will be expected to exercise considerable initiative and tact.
Range of Decision Making

Required to make day-to-day decisions as part of a team, in line with the policies, practices and objectives of the centre in all areas of the work with young children and adults, in accordance with the Childcare/Deputy Manager and the EYFS.
Responsibility for Assets, Materials etc
Responsible for confidential information on individuals and children within the childcare provision.

Key holder when necessary
Manage petty cash and income as required

Responsibility for the up keep and safe keeping of toys, books and other resources, and children’s belongings.

Responsible for maintenance of records, activities, attendance and registers.
Responsible (with other team members) for ensuring all policies and procedures regarding children are adhered to.

To keep records of staff performance and time keeping.
Range of Duties

1
To take responsibility for the planning, delivery and monitoring of care and play and learning opportunities for children aged 0 to 5 years in accordance with their social, emotional physical and intellectual needs, ensuring a pleasant, stimulating and safe environment for young children in response to the specific needs of families.
2
To supervise staff working with children aged 0 to 5 years, and to delegate duties to others ensuring high standards are maintained.
3
To assist in ensuring that the setting maintains an outstanding Ofsted judgement.
4
To work as a team member both with other childcare workers and other staff. To 

run team development and planning meetings and motivate staff.
5
To supervise the children where appropriate and to protect them from dangerous or harmful situations. To take responsibility for daily health and safety checks and termly risk assessment in his/her part of the nursery. To share any child protection / safeguarding concerns with the childcare manager and Children’s Centre Manager.
6
To respond to each child’s individual needs and provide a high level of care and education that will enhance the children’s general health and well-being.
7
To act as a key person to a small group of children and ensure their individual needs are reflected in the planning of activities and routines.
8
To be aware of children’s special educational needs and ensure staff support these children effectively.
9
To keep informative, accurate and up-to date records, including records of progress and any behavioural or development reports.

10
To liaise daily with parents/carers about their children’s needs, interests and progress and to provide parents with a daily activity record. To be sensitive to the needs of the parents.
11
To arrange and attend parents’/carers’ meeting to allow two-way discussion of their children’s development.
12
To liaise with other agencies, both statutory and voluntary where appropriate.

13
To keep up-to-date with current initiatives in the field, attending training conferences and meetings.
14
To adhere to the nursery’s policies, procedures and code of practice on confidentiality.
15
To provide appropriate tasks and duties for students and trainees with quality support, supervision and mentoring.
16
To be responsible for the collection of fees as and when required.

17
To work as a team member with the Woodroyd Children’s Centre Plus team.

18
To support other childcare facilities within the service if necessary. 

19
To contribute to his/her staff appraisal and those of staff.
20
To attend regular team meetings and contribute to the overall planning of care and learning in the nursery.
21
To attend any conferences, training events or meetings identified by the Childcare manager and to keep up to date with current good practice.

22
To adhere to the Children’s Centre Plus policies and code of practice on confidentiality.

23
To perform any other duties as deemed necessary by the Childcare Manager.

This job description is not an exhaustive list of duties and the post holder will be required to undertake any other reasonable duties discussed and directed by the line manager.
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