Phase Lead Job Description
	Job Title

	EYFS Phase Lead
	Team
	Abbey School

	Salary

	MPS / UPS + TLR
	Reporting to
	Assistant Principal

	Working Hours
	35 hours per week 
(Maternity Cover)
	Line Manages
	Teachers in phase



Role Purpose
· Contribute to the overall leadership and day-to-day operational management of Abbey School with specific responsibilities identified and agreed with the Assistant Principal.
· Further the aims of the school and support the SLT in ensuring that the vision and ethos of the school is communicated and upheld.
· Share with the SLT a responsibility for providing quality assurance in all the school’s activities.
· Provide the SLT with an overview of major school issues through ranging awareness and contact with staff and pupils.

Responsibilities and Role
Leadership and Management
· Directly manage class teachers within the phase and conduct annual appraisals, discussing the individual progress of staff, setting targets, and ensuring that professional standards remain high.
· Maintain regular informal contact with staff, e.g. monthly one-to-ones, to ensure any issues are addressed, situations de-escalated and timely support put in place where necessary.
· Contribute to establishing the core values of the school and assist with making management decisions on all aspects of policy, development and organisation by playing a significant role in the preparation, implementation and monitoring of the SDP.
· Oversee all aspects of the phase’s leadership team to ensure that school policies and practices are being delivered and implemented consistently.
· Assist with planning timetables and rotas for pupils and ensure staff are deployed effectively and proportionately across the phase.
· Contribute to the management of key school events.
· Support, lead, motivate and liaise with staff within the phase to ensure that provision is effective and adjustments are made as necessary to help staff meet their personal and professional targets.
· Advise and support class teachers with the leadership and management of support staff within the phase, acting as a role model to ensure the highest standards are delivered at all times.
· Work with the SLT to ensure that individual staff accountabilities are clearly defined, understood and agreed and are subject to review and evaluation.
· Acknowledge, share and promote excellence and develop effective team working.
· Assist line managers to identify and support staff requiring a Performance Improvement Plan (PIP) and liaise with SLT and HR regarding staff on PIPs. 

Staffing, Recruitment and Retention
· Support the recruitment manager in recruiting and inducting staff in the phase, ensuring safeguarding procedures are adhered to during the recruitment process.
· Work with the Training Lead to ensure that all staff access effective induction and opportunities for continuing professional development which are linked to staff appraisal.
· Support the staffing coordinator with matters relating to whole school staffing needs.
· Support with the implementation of the school’s sickness absence management plan for staff within the phase.
· Manage requests from staff within the phase for absence and leave according to the school’s Absence and Leave Policy.

Monitoring and Evaluation
· Work with the SLT to ensure that the aims, values and objectives of the school are achieved through an effective School Development Plan.
· Support the SLT in the monitoring and evaluation of the School Development Plan.
· Assist the SLT in identifying school needs by a process of school self-evaluation.
· Monitor the quality of teaching and learning, including conducting lesson observations and monitoring of planning and scrutiny of pupils’ work, ensuring that the appropriate action plans are in place when issues are identified.
· Develop a clear knowledge of the administrative and financial matters related to Abbey School and to work with the Deputy Principal and School Business Manager to manage aspects of the budget under the Phase Lead’s responsibility.
· Meet with the SLT on a regular basis to discuss matters of policy, organisation and development.
· Work with the SLT in analysing performance, progress and attainment data for the school resulting in school wide targets for improvement.
· Support in the evaluation of the Abbey School curriculum, enrichment and opportunities for pupils.
· Quality assure key documentation including annual review paperwork, lesson planning, curriculum assessments, PLPs / TLPs, daily communications with families and end of year reports to parents, to ensure appropriate breadth and balance of curriculum based on the individual needs of pupils in phase.

Curriculum Planning
· Support the development of policies, procedures, systems and processes to monitor, evaluate and review teaching and learning at Abbey School.
· Liaise with the curriculum lead and subject leaders concerning subject choices and implementing a broad and balanced curriculum.
· Ensure the curriculum is engaging and accessible for all, in line with the Equality Act 2010.
· Ensure the school curriculum, timetable and staffing model supports personalised curricula and equality of opportunities for all pupils in the phase.
· Provide clear and effective leadership of the Abbey School Model in collaboration with the SLT.
· Work collaboratively with the SLT to ensure that robust Assessment for Learning and the Abbey School Model underpins and informs teaching and learning across the school. 
· [bookmark: _Hlk149643225]Oversee the planning and coordination of whole school events within the phase as part of the global learning calendar.

Pupil Progress and High Expectations
· Support in the implementation of a clear model for pupil progress reviews through conducting regular pupil progress meetings with teachers within the phase to ensure appropriate breadth, balance and access to the curriculum for all pupils and to hold teachers accountable for the progress of all pupils across the phase, ensuring that appropriate intervention is in place for pupils of concern.
· Ensure that colleagues hold consistently high expectations for all pupils and have effectively planned targeted, personalised support to ensure that pupils achieve their targets.
· Work with the SLT to identify pupils who are not making effective progress and coordinate the staff team supporting these pupils to create an action plan.
· Ensure that pupils’ success and achievement is celebrated and promoted throughout school life through various initiatives such as celebration events.
· Plan, allocate, support and evaluate the work undertaken by all departments within the phase, ensuring staff receive the support required to successfully deliver the curriculum.
· Monitor academic progress in the phase and ensure pupils receive a suitable level of support.
· Use assessment data to inform analysis of individual pupil progress and progress within the phase.
· Ensure staff within the phase can identify any pupil underperformance as soon as possible and support staff with implementing any changes to improve the pupil’s attainment.
· Identify barriers to learning and ensure these are minimised and overcome, where possible.
· Liaise with teachers and other school staff, e.g. TDT, regarding pupils’ needs and ensure any additional support required is accommodated for.

Reporting and Recording Pupil Progress
· With the SLT, to further develop policies, systems and processes for monitoring and reporting pupil progress and outcomes to all stakeholders.
· Facilitate multi-disciplinary agency working in school.
· Report on the phase’s attainment to the SLT. 


Behaviour, Safety and Wellbeing
· Direct matters relating to pupil behaviour and welfare to the appropriate member of the TDT or SLT.
· Work with the SLT to ensure that the needs of all pupils are considered at all stages of planning in the school.
· Support staff with the production of risk assessments for community visits and trips and provide approval of risk assessments at the EVC level.

Professional Development
· Commitment to developing a clear knowledge of the Abbey School Model (ASM) and the evidence-based approaches that underpin it.
· Keep abreast of current educational research and policy and ensure that it is integrated into the practice at Abbey School where appropriate and in agreement with the SLT.
· Take a full and active part in professional development activities.
· Regularly attend any relevant training and development activities both within and outside school and to attend relevant meetings.
· Keep up to date with the requirements of the Department for Education, Ofsted, the Independent Schools Standards.

Common Accountabilities and Dimensions within all Roles
· Demonstrate the vision and values of Abbey School in everyday practice, upholding the schools’ ethos at all times.
· Actively contribute to the culture of Abbey School as a learning organisation
· Be responsible for ensuring that your own practice is consistent with Abbey School policies and procedures.
· Be responsible for your own effective professional communication, orally and in writing, to the right people at the right time.
· Be responsible for ensuring that your own responsibilities and accountabilities are clearly defined and understood and for managing your work and working proactively with your line manager to that end.
· Uphold Abbey School policies to protect and safeguard pupils and vulnerable adults in order to secure their health, safety and wellbeing.
· Ensure that any personal care offered to pupils maintains their dignity, promotes their independence and account of all relevant policies.
· Be responsible for ensuring that personal use of resources is efficient and effective and actively upholds Abbey Schools’ policies.
· Assume personal responsibility for implementing the schools’ policy on Equal Opportunities and inclusion for all staff and pupils.
· Support the SLT in the day-to-day operational management of the school to ensure it meets the needs of all site users, including pupils, staff, parents and visitors and supports effective teaching, learning and support.
· Undertake any reasonable task in line with requirements of the role under the direction of the Principal / Deputy Principal.

Phase Lead Person Specification
	Qualifications and training


	Essential
	Desirable

	
· Qualified teacher status
· 2:1 degree in relevant subject
· Willing to undertake further training


	
· Post-graduate qualification
· SEND qualification
· Specialist training or further study in Early Years education.
· Middle leadership qualification e.g. NPQSL


	Skills and experience


	Essential
	Desirable

	
· Experience leading, monitoring and reviewing curriculum areas across EYFS
· Experience of evaluating and improving provision
· Work effectively with vulnerable pupils
· Liaise with a range of agencies and professionals to support pupils with complex needs
· Effective communication with parents

	
· Recent experience in a leadership role within a SEND setting
· Show how resources, including staffing resources, can be managed and developed effectively
· Experience managing a team

	Knowledge


	Essential
	Desirable

	
· Strong understanding of the needs of pupils with complex SEND
· Demonstrate a strong understanding of the EYFS curriculum and statutory framework.
· Demonstrate different teaching methods and how teaching should be adapted to cater for pupils’ varying needs
· Show a sound understanding of relevant legislation (including safeguarding legislation) and educational developments

	
· Strong understanding of school guidance and legislation
· Demonstrate knowledge of the AET Framework

	Leadership Skills


	Essential
	Desirable

	· At least 2 years in a leadership role within a school setting
· Successful leadership experience within Early Years Foundation Stage.
· Ability to lead and inspire the EYFS team, modelling high‑quality practice
· Ability to monitor and evaluate teaching, the learning environment, planning and assessment
· Ability to plan and lead EYFS meetings, briefings and professional development
· Capacity to drive improvement in curriculum, provision and outcomes
· Strong organisational skills and ability to manage day‑to‑day operations of the phase

	· Experience contributing to whole‑school improvement planning


	Personal Qualities


	The successful candidate will be…

	
· Highly organised
· A good communicator
· Able to manage performance with sensitivity and understanding
· Able to use their own initiative
· Able to work well as an individual and as part of a team
· Able to motivate themselves and those around them
· Approachable, empathetic and personable
· Calm under pressure
· Physically and emotionally resilient




