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Job Description for the post of Head of Reception
Job details:
Job title: Head of Early Years 
Salary: UPS
Hours: 32.5 hours per week
Contract type: Permanent
Reporting to: Headteacher


Main Purpose:

To provide high-quality, visionary leadership for the Early Years Foundation Stage, ensuring excellent
outcomes, well-being, and development for all children. As a member of the Extended Leadership Team, you
will drive the strategic direction of the phase, model exemplary teaching practice, and foster a collaborative,
nurturing environment that reflects the school’s core values.

Duties and responsibilities:
[bookmark: _heading=h.bl550wcupxt5]1. Strategic & Phase Leadership
· Lead the strategic development of the EYFS phase, creating a clear action plan aligned with the overall School Improvement Plan.
· Lead, manage, and motivate all staff within the phase, fostering a collaborative team culture focused on continuous professional improvement.
· Stay at the forefront of early childhood education developments, national policy updates, and statutory frameworks, ensuring compliance across the team.
· Chair regular phase meetings to share good practice, discuss pupil progress, and manage daily operations.
· Manage the EYFS budget effectively to ensure resources are maximized and have a direct impact on learning.
[bookmark: _heading=h.eqp0wph19cxb]2. Curriculum, Teaching & Learning
· Maintain a classroom teaching commitment, serving as a model of outstanding EYFS practice for colleagues.
· Design and oversee a rich, inspiring, and balanced indoor and outdoor curriculum that promotes child-initiated learning, play, and curiosity.
· Ensure that teaching and learning across the phase meets the needs of all pupils, including those with Special Educational Needs and Disabilities (SEND), English as an Additional Language (EAL), and disadvantaged pupils.
· Lead the moderation of assessments within the phase, ensuring data entry is accurate, timely, and compliant with statutory requirements (including the EYFS Profile).
[bookmark: _heading=h.g3apen3ibhx6]3. Monitoring, Evaluation & Pupil Progress
· Systematically monitor the quality of teaching, learning, and planning across the phase through learning walks, book/journal looks, and lesson observations.
· Analyze phase tracking data to identify trends, areas of underachievement, and gaps in learning.
· Plan, implement, and review targeted interventions in collaboration with class teachers and the SENDCo to accelerate pupil progress.
[bookmark: _heading=h.655b6y61wtyb]4. Community & Parent Partnerships
· Establish strong, welcoming, and trusting relationships with parents and carers, ensuring they are actively involved in their child’s learning journey.
· Oversee a robust and supportive transition process for children entering the school from home or nursery settings.
· Coordinate phase-wide parental engagement events, workshops, and communication channels (e.g., online learning journals).
[bookmark: _heading=h.2hnf3wn3csb2]5. Safeguarding & Well-being
· Promote a safe, inclusive, and positive environment where children’s emotional well-being and physical safety are paramount.
· Ensure all staff within the phase strictly adhere to the school’s safeguarding policies and procedures.
Knowledge and Understanding
· Share responsibility for ensuring that their own knowledge and understanding is relevant and up to date by reflecting on their own practice, liaising with school leaders and identifying relevant professional development to improve personal effectiveness
· Take opportunities to acquire the appropriate skills, qualifications and/or experience required for the Teaching Assistant role, with support from the school
· Demonstrate expertise and skills in understanding the needs of all pupils (including specialist expertise as appropriate) and know how to contribute effectively to the adaptation and delivery of support to meet individual needs
· Demonstrate a level of subject and curriculum knowledge relevant to their role and apply this effectively in supporting teachers and pupils
· Understand their roles and responsibilities within the classroom and whole school context recognising that these may extend beyond a direct support role

Personal and professional conduct
· Proper and professional regard for the ethos, policies and practices of the school
· Demonstrates positive attitudes, values and behaviours to develop and sustain effective relationships with the school community
· Have high regard for the need to safeguard pupils’ well-being by following relevant statutory guidance along with school policies and practices
· Uphold values consistent with those required from teachers by respecting individual differences and cultural diversity
· Commitment to improving practice through self-evaluation and awareness
· Follow school policies and the staff code of conduct

Whole- school organisation, strategy and development
· Contribute to the development, implementation and evaluation of the school’s policies, practices and procedures, so as to support the school’s values and vision
· Make a positive contribution to the wider life and ethos of the school

Health and safety
· Promote the safety and wellbeing of pupils, and help to safeguard pupils’ well-being by following the requirements of Keeping Children Safe in Education and our school’s child protection policy 
· To maintain the highest standards of confidentiality at all times

Other areas of responsibility
· Any other task – as requested by the Headteacher and which shall be deemed to fall within the general boundaries of the post

Please note that this is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the Head of Year will carry out. The postholder may be required to do other duties appropriate to the level of the role, as directed by the headteacher or line manager and may be amended from time to time, without changing the level of responsibility associated with the post or grade.
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  Person Specification
	Criteria
	Essential
	Desirable

	Qualifications
	* Qualified Teacher Status (QTS).
* Evidence of continuous professional development.
	* Leadership qualification (e.g., NPQML, NPQEYL).

	Experience
	* Extensive, successful teaching experience within EYFS.
* Proven track record of delivering outstanding pupil outcomes.
* Experience of mentoring, coaching, or leading other staff members.
	* Experience leading EYFS in a multi-form entry school.
[bookmark: _heading=h.g883v5yno4e]* Experience managing a phase budget.

	Knowledge
	* Deep understanding of the EYFS Statutory Framework and child development.
* Strong knowledge of early phonics and early mathematics mastery.
* Understanding of how to use data to drive phase improvement.
	* Familiarity with local authority moderation processes.

	Skills & Traits
	* Excellent communication and interpersonal skills.
* Ability to inspire, challenge, and support a team.
* High emotional intelligence, resilience, and a positive "can-do" mindset.
	[bookmark: _heading=h.4gqwkpx1pmn3]* A great sense of humor and adaptability under pressure.
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