HONEYCROFT JOB DESCRIPTION


JOB TITLE 


EYPS/ QTS - Learning & Development Manager 
PLACE OF WORK 

St. Barnabas Hall, Sackville Road, Hove

HOURS OF WORK

TBC
DAYS OF WORK

TBC
RATE OF PAY


£10.50 per hour 
HOLIDAY ENTITLEMENT 
4 weeks of the year and bank holidays
ACCOUNTABLE TO

Operation Manager
Main Purpose of the Role 

1. To ensure that all nursery children have access to high quality activities and resources that meet their individual learning needs.

2. To oversee the delivery of an engaging and stimulating learning environment, short, medium and long term planning, ongoing assessment and over all moderation.
3. To lead and support the team to further enhance their knowledge and understanding of children’s learning and development.

4. To deputise in the Operation Manager’s absence and during agreed times.
All Managers
1. To be committed to the aims and objectives, vision and values of Honeycroft.
2. To deal with all enquiries in an effective and professional manner and being a positive role model when representing Honeycroft at external meetings.
3. To raise the standards of provision across the centre by contributing to the agreed self-evaluation process.

4. To contribute to the successful delivery of a range of bespoke services for local families as set out under the original charitable aims. 
5. To be familiar with and committed to the implementation of Honeycroft’s Equal Opportunities policy and all other policies, ensuring all procedures are reinforced and correctly adhered to.

6. To attend and contribute to regular operational and strategy meetings, in addition, liaise with the Operation Manager on a regular basis providing updates and progress reports and liaise with and contribute to trustee meetings as required.
Key responsibilities and accountabilities: 
1. Curriculum development and good childcare practice 

a) Ensure that the planning and organisation of a quality learning provision is in place to meet the Early Year Foundation Framework.
b) Monitor and evaluate the effectiveness of the curriculum and identify any gaps in provision and areas for development.
c) Develop and implement initiatives that meet the individual needs of the children based on the data gathered.
d) Develop a range of resources to support the delivery of activities as necessary.
e) Oversee the implementation of the Special Educational Needs Code of Practice in liaison with the SENCO in all matters relating to children with special educational needs.
f) Lead regular staff training, planning and reflection sessions to ensure best practise is shared and staff are well equipped to extend children’s learning and play.

g) Develop and improve the quality and effectiveness of the setting by leading the centre’s chosen Quality Assurance initiative.

2. Staff management and development 

a) Lead a team, motivating them with a shared sense of direction, pride and energy. 

b) Lead regular keyworker meetings allowing time for staff to highlight any areas of concerns around a child’s development, behaviour or safeguarding issues and take action as appropriate.

c) Contribute to the recruitment of staff, including any inductions, ongoing supervision and completion of the appraisal process.

d) Oversee student placements and volunteers, to ensure the effectiveness of service delivery in line with the centre’s policies, procedures and core values. 

e) Identify staff training and developmental needs, and put planning and resources in place to meet them. 
f) Contribute to the supervision and appraisal of the staff team as part of the centre’s supervision policy.
3. Operational delivery
a) Deputise in the Operation Manager’s absence and during agreed times leading a team of paid and voluntary workers in the implementation of the daily programme. 
b) Contribute to the basic care needs of all children, including help with feeding, changing / toileting, teeth brushing, provision of snacks and keeping a good standard of general hygiene.

c) Contribute to the general cleanliness of all nursery equipment and play areas.

4. Record keeping and reports 
a) Oversee the collation of material tracking the development of each child attending the centre ensuring all keyworker record keeping is up to date and accurate.
b) Oversee the completion of any transfer documents, assessments or transition reports for school starters.

c) Monitor the progress of each child and oversee the implementation of activities to close gaps and stretch children to reach their potential.

d) Ensure safe storage and appropriate access for all information, to guarantee compliance with data protection legislation.

5. Parental involvement: managing relationships and sharing information 
a) Encourage the involvement of parent/carers at all levels in the work of the centre.

b) Lead a range of special parent / carer events including biannual / termly reviews of children’s progress and information sharing activities.
6. Liaison with outside agencies and other parties 
a) Develop links with Brighton and Hove Council’s Early Years Team to ensure that the centre receives all information and support available. 
b) Work closely with other professional agencies including health visitors, inclusions team, EMAS etc. 

c) Develop ‘learning partnerships’ with other settings and organisations, to ensure that provision of learning and development is high quality and as innovative as possible. 
d) Develop a good collaborative relationship with schools in the local area and members of the local community. 
7. General 

a) Ensure confidentiality and discretion is maintained at all times.

b) Undertake any such training and duties associated with this post for the effective running of the centre.

