EASTWOOD Nursery School & DAY NURSERY
JOB DESCRIPTION
DEPUTY HEADTEACHER L3-L7
Responsible to: Executive Headteacher and Governors
Overview

The Deputy Headteacher will work closely with the Executive Headteacher to lead the day to day
running of the nursery school 
Main Purpose

To support the Executive Headteacher to deliver the highest possible educational standards in the setting, and create an atmosphere and structure in which pupils feel valued and staff have high expectations of them.

To carry out the professional duties of a standard scale teacher in accordance with the school teacher’s pay and conditions document. 
To deputise for the Executive Headteacher when they are not on site, with responsibility for both the nursery school and day nursery as required.

To undertake the day to day operational management of the school.

Key responsibilities

To ensure the effective management of teaching and learning throughout the nursery school and day nursery.

To provide strong, clear and effective leadership and management of all staff ensuring individual roles and responsibilities are carried out fully and effectively.

To assist the Executive Headteacher in all areas of responsibility and to take full responsibility of the setting in the absence of the Executive Headteacher

To support the Executive Headteacher in maintaining the ethos, and promoting the vision, values and aims of the school and day nursery.

To work in partnership with the Executive Headteacher in the strategic development of the setting and the self-evaluation process
Set an example of professional conduct; promote effective teamwork and make positive professional relationships with all staff

To exercise leadership across all areas of learning including 0-5 year olds and those with special educational needs
To play an active part in maintaining and extending good Early Years practice throughout the setting.
To promote parental involvement and foster links with the wider community.

To support the Executive Headteacher with the management and organisation of pupils, staff and resources, including those with special educational needs.

In conjunction with the Executive Headteacher - ensure regular and effective reporting to the Governing Body on school performance and improvement. 

To chair regular senior leadership team meetings which ensure productive and effective communication, monitoring, decision making and recording. 

To communicate effectively – ensuring that relevant people know in a timely manner about any changes to policy, practice and day to day operations

To lead the organization of staff meetings and INSET
To play a key role in the performance management of staff - to ensure that the school’s appraisal procedures are implemented fairly and consistently and that concerns arising are addressed promptly. 
To keep abreast of all statutory legislation and relevant educational developments and implement changes positively, effectively and efficiently.

To ensure that children’s progress and attainment is regularly tracked and monitored, data collected and shared with staff. To work in partnership with the Executive Headteacher in analysing and evaluating data, identifying trends and patterns in school data and to formulate strategies to being about improvements.

To liaise with the Executive Headteacher, teaching and non- teaching staff, including other professionals working with the school, colleagues, advisers and officers of the Local Authority.

To ensure the school is maintained effectively and provides a safe and secure environment for pupils, staff and visitors. 

To promote the safety and well-being of all pupils and staff. 

To be the Designated Safeguarding Lead fulfilling the role as laid out in Keeping Children Safe in Education and understand the safeguarding and child protection roles and responsibilities as such. To ensure that all policies and procedures are followed according to policy
To ensure the Executive Headteacher is made aware of and kept fully informed of any concerns arising in relation to safeguarding and/or child protection

To keep up to date with Ofsted legislation and ensuring that the school and nursery is Ofsted ready.

To undertake any other duties commensurate with the post as reasonably delegated by the Executive Headteacher
Main Duties and Responsibilities:

Set an example of good early years’ classroom management and practice.

In consultation with the Executive Head, be responsible for co-ordinating teaching and learning and managing resources, for all children including 0-2 year olds and those with special educational needs. 
Be responsible for any new member of staff, including supply staff and students and ensure that they receive adequate information to enable them to carry out their role satisfactorily.

With the Executive Headteacher, take responsibility for ensuring that the methods of internal communication are running smoothly, and help to maintain effective communication with the wider community.

Take initiative and responsibility in matters of behavior management either directly or indirectly, or assisting staff with problems that may arise.

Assist the Executive Headteacher with the organisation of pupils, staff and the use of various areas of the school.

Meet regularly with the Executive Headteacher and SMT to discuss any matters that may arise during the day to day running of the school.

Encourage parents to share their knowledge and skills with the nursery team and promote continuity between home and school, and between nursery and the primary phase of education.

Lead the team in planning and record keeping and help to monitor and evaluate current practice to ensure that provision meets the learning needs of all pupils.

Familiarise oneself with the day to day administrative procedures of the school and assist the Executive Headteacher with financial planning, allocation and monitoring of resources.

Assist the Executive Headteacher is assessing staff development needs and help to provide appropriate in-service training.

Assist the Executive Headteacher in ensuring that classroom practice reflects current early years philosophy, by keeping up to date with educational issues and research. 

Assist the Executive Headteaacher in implementing the Equal Opportunities Policy throughout the school and work closely with the SENCo to ensure that all individual needs are met.
Establish and maintain effective systems of planning, assessment and record keeping and communications with parents/guardians, children and governors to ensure that individual aims and progress are achieved.

Equal Opportunities

To support the entitlement of children to a broad and balanced curriculum by ensuring equality of access to the whole curriculum for all children.
To promote and support the positive benefits of living within a culturally and ethnically diverse society. 
To promote equality of opportunity in the appointment, development and promotion of all staff.

