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Brighton Unemployed Centre Families Project

Job Description 

	JOB TITLE 
	Early Years Lead

	RESPONSIBLE TO


	Early Years and Parent Support Co-ordinator


	LOCATION  
	6 Tilbury Place, Brighton, BN2 0GY  

	RESPONSIBLE FOR: 


	Early Years Practitioners / Volunteer Workers  


	SALARY SCALE 
Min-max 
	£10.07 per hour , £19,430 per annum pro rata


	MAIN PURPOSE OF THE JOB  

	· To provide direct support to the children attending the early years Playroom to ensure that they receive a service that is welcoming, fun and friendly, of high quality and that focusses on their individual learning and care needs.
· To support the Early Years and Parent Support Co-ordinator in the management of the staff in the setting and work towards a culture of continuous improvement. 
· To support the team with the implementation of the Early Years Foundation Stage curriculum, Ofsted welfare requirements and to manage the day to day delivery and operation of this.   


	KEY AREAS OF WORK 

Management and Administration 

· To manage the day to day delivery of the service and ensure a well organised, welcoming and safe learning environment.  

· To be responsible for collating and inputting the data of new children and keeping existing children’s records up to date.
· To be responsible for ensuring health and safety risk assessments are carried out
· To complete essential documents and write reports relating to the responsibilities of the post and as requested by your line manager.  

· To attend team meetings and training sessions deemed as necessary.  
· To deputise and manage the setting in the absence of the Early Years and Parent Support Co-ordinator (your Line Manager)
Care and Education 
· To be responsible for ensuring the implementation of the Early Years Foundation Stage (EYFS) framework, Ofsted welfare requirements and other statutory policies and procedures. 

· To be responsible for ensuring that activities and experiences are planned for the individual needs and strengths and interests of the children.
· To ensure a high quality system for observing, recording, monitoring and evaluating individual children’s learning and to ensure that all staff are involved in the process of planning and evaluating.  

· To ensure good observational practice
· To implement the setting’s safeguarding, equalities and health and safety policies and procedures to ensure the welfare and safety of the children are paramount and deal with any concerns appropriately. 

COMMUNICATION AND RELATIONSHIPS

· To promote good relationships with parents and work in partnership with parents to ensure learning and development plans are in place for their children.

· To actively encourage, facilitate and model positive relationships between the team of staff and the children. 

· To support the development of the children’s communication and social skills and maximize the children’s opportunities for choice and independence.
· To foster good relationships with our wider organisation and other professionals using and visiting our services. 
· To work with a range of other early years professionals to ensure that the needs of children and their families are supported in the most effective way.

EQUAL OPPORTUNITIES

· To support the provision of activities and opportunities, which promote equality, giving consideration to the children’s, and their families, cultural and ethnic background, religious beliefs, gender and abilities.

· To provide learning opportunities that enables all children to participate and to promote local community resources.

· To work within the Equal Opportunities framework as set out in our policy.



	Additional relevant Information 

· It is in the nature of the work that tasks and responsibilities are in many circumstances unpredictable and varied. All staff are therefore expected to work in a flexible way when the occasion arises that tasks which are not specifically covered in their job description have to be undertaken. These additional duties will normally be to cover unforeseen circumstances or changes in work and they will normally be compatible with the regular type of work. If the additional responsibility or task becomes a regular or frequent part of the staff member’s job, it will be included in the job description in consultation with the member of staff. The post holder will be expected to continually develop in her/his job role.
· DBS: This post is subject to a criminal record check by the Disclosure and Barring Service. The level required is enhanced.
· Probationary period: This post is subject to a three month probationary period. 

· This post is exempt from the Rehabilitation of Offenders Act (1974).  Applicants must be prepared to disclose any convictions they may have and any orders, which have been made against them. Our organisation is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.
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