The Slade Nursery School
Job Description for Early Years Co-ordinator (TLR2)

Post: Early Years Co-ordinator 
Permanent, Part-time (job share)  
School: Slade Nursery School
Responsible to: Head Teacher
Salary: MPR / UPR and TLR 2  (£25,714- £41,604 plus £2,873)
Introduction

This job description should be read in conjunction with the current School Teachers’ Pay and Conditions Document and the provisions of that document will apply to the post holder.

The performance of all the duties and responsibilities shown below will be under the reasonable direction of the Headteacher; and the Headteacher, or other Senior Manager if appropriate, will be mindful of his/her duty to ensure that the employee has a reasonable workload and sufficient support to carry out the duties of the post.

This job description will be reviewed at least annually and any changes will be subject to consultation. The school’s Grievance Procedure will be used to resolve any dispute arising out of the job description. Other relevant policies may be the County Council’s Stress at Work Policy and the Dignity at Work Policy.

General Duties

This teaching and learning responsibility payment (TLR2) is awarded to a classroom teacher for undertaking additional responsibility in ensuring the continued delivery of high-quality teaching and learning. 

The TLR2 post is focused on raising the standards of teaching and learning; it requires the teacher to lead, manage and develop the quality of teaching and learning and development s in the curriculum.  It is a requirement the post has an impact on the educational progress of all pupils including those with SEN. In addition to this post involves leading, developing and enhancing the teaching practice of other staff. 

You will be expected to carry out the professional duties of a teacher as outlined in the School Teachers’ Pay and Conditions Document currently in operation, or any subsequent legislation. Specifically for the year (2016):

Teaching and Curriculum Responsibilities

1. The teaching of pupils in the  Early Years Foundation  Stage

2. Provide leadership and direction for the Early Years Foundation Stage and ensure they are organised and managed to meet the educational needs of children aged 3-5 years in the Nursery School

3. Responsibility for pupils progress by assessment, planning and development 

Key Responsibilities:

· To co-ordinate planning though-out  the nursery school, organise and maintain an inclusive environment appropriate to the diverse developmental needs and interests of children aged between 3 and 5 years. 
· To take responsibility for the nursery school in the absence of the Head Teacher.
· To take responsibility for children’s records.
· To take a lead role in the ongoing development of the inclusive philosophy of the nursery school and centre.
· To develop and maintain effective communication links and partnership with parents of children in the nursery school.
· To provide a well-resourced and organised nursery environment both indoors and outdoors.
· To participate in the ordering and organisation of equipment and materials.

· To provide within the setting a balanced, structured curriculum paying due regard to current research on how children learn through first-hand experience, play and talk.

· To develop and maintain appropriate curriculum and cross-curricular documentation to underpin and support the work of the school
· To motivate children in their learning and establish a consistent, stable relationship with them. There is an expectation of the teacher to present a model of clear communication and develop an enabling and helpful style. 

· To keep clear records of curriculum planning and to co-ordinate systems to keep up to date profiles of children’s development and progress, working in partnership with parents and other members of staff. 

· To have clear commitment to inclusion and the equality of opportunity for all children. To make provision for children for whom English is an additional language.

· To be aware of and respond to relevant health and safety issues. 

· To take a lead role in whole school policy making, curriculum and development planning.

· In consultation with the headteacher and other colleagues, to organise the successful induction into and transition out of the nursery, for children and their parents, paying special attention to continuity and progression.

· To assess children’s attainment on entry and at transfer.

· To use analysis of attainment data to plan for further curriculum development.

· To manage the work of the nursery nurses and any other staff and volunteers supporting children in the class.

· To take responsibility for ones own personal professional development, and assist the development of school-based INSET. 

· In consultation with the headteacher, encourage and develop links within partnership schools, the wider community and local groups. To have an awareness of whole centre plan and provision.

· To liaise with appropriate support agencies such as health visitors, social workers.

· To take a lead role in school activities and meetings when appropriate.

· To act as supervisor/tutor for teaching students.

· Any other duties as may from time to time be required.

General Responsibilities

Taking appropriate responsibility for one’s own health, safety and welfare and the health and safety of pupils, visitors and work colleagues in accordance with the requirements of legislation and locally-adopted policies; including taking responsibility for raising concerns with an appropriate manager.

