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Job Description
Post Title: Head of Early Education
Pay Scale: Grade 8 
Reports To: Executive Headteacher
Responsible For: Early Years Practitioners, students and volunteers 
Location: Collyhurst Nursery School with a Manchester Early Foundations Federation contract

Core Purpose of the Role
To lead and manage the day-to-day operation and quality of early education and childcare provision, ensuring consistently high standards of care, teaching, learning and safeguarding for children aged 0–5 years.
The Head of Early Education will provide professional leadership for under 2 and 2-year-old provision, oversee wraparound and all-year-round services, ensure compliance with statutory requirements and promote excellence in inclusive practice, parental engagement and community partnership working.
The post holder will actively contribute to the federation's vision, values and strategic priorities while ensuring that children receive the highest quality early education and care within safe, stimulating and nurturing environments.

Key Responsibilities
Safeguarding and Child Protection
· Act as the Designated Safeguarding Lead (DSL) for the setting.
· Ensure robust safeguarding policies, procedures and practices are implemented and monitored.
· Lead on child protection referrals and multi-agency working.




· Ensure all staff understand and fulfil their safeguarding responsibilities.
· Maintain accurate safeguarding records and ensure compliance with statutory guidance.

Leadership and Management
· Provide operational leadership for the Early Education provision.
· Support the implementation of the federation's vision, values and strategic objectives.
· Deputise for senior leaders where appropriate.
· Contribute to self-evaluation, improvement planning and monitoring activities.
· Prepare reports and information as required by the Executive Headteacher, Governors and external agencies.
· Report directly to the Executive Headteacher on all aspects of provision.

Line Management and Staff Development
· Line manage the Under 2 and 2-Year-Old provision.
· Lead, support and motivate staff to deliver outstanding practice.
· Conduct staff appraisal and performance management processes.
· Identify training needs and support professional development.
· Monitor staff performance, attendance and wellbeing in line with organisational procedures.
· Support the recruitment, induction and retention of staff.

Quality of Education and Provision
· Lead the development of outstanding early years practice across the provision.
· Ensure high-quality learning experiences that meet the requirements of the Early Years Foundation Stage (EYFS).
· Monitor the quality of teaching, learning and assessment.
· Support continuous improvement through coaching, mentoring and quality assurance activities.
· Promote child-centred approaches that support positive outcomes for all children.





Inclusion and SEND
· Lead inclusive practice across the setting.
· Promote equality, diversity and inclusion in all aspects of provision.
· Work collaboratively with families and external professionals to support children with additional needs.
· Ensure vulnerable children receive appropriate interventions and support.
· Monitor children's access, participation and progress to ensure equitable outcomes.

Wraparound Care and All-Year-Round Provision
· Lead the development, organisation and management of wraparound care services including before and after school club and holiday provision.
· Ensure provision meets the needs of working families and the local community.
· Oversee the effective operation of all-year-round childcare provision.
· Monitor occupancy, staffing and service quality to ensure sustainability and high standards.

Routines, Organisation and Operational Management
· Ensure effective daily routines and organisational systems are in place.
· Monitor staffing ratios, deployment and operational effectiveness.
· Ensure resources are used efficiently and effectively.
· Maintain high standards of health, safety and risk management.
· Support business continuity and operational planning.

High-Quality Learning Environments
· Lead the creation and maintenance of inspiring, inclusive and enabling environments.
· Ensure indoor and outdoor learning spaces support children's development across all areas of learning.
· Monitor the quality, accessibility and safety of resources.
· Promote environments that reflect children's interests, cultures and developmental needs.






Parental Engagement
· Develop positive partnerships with parents and carers.
· Promote meaningful parental involvement in children's learning and development.
· Ensure communication with families is effective, inclusive and accessible.
· Lead initiatives that strengthen family engagement and participation.
· Address parental concerns professionally and effectively.

Compliance and Ofsted Requirements
· Ensure full compliance with the EYFS Statutory Framework and all relevant legislation.
· Maintain readiness for Ofsted inspections and quality assurance reviews.
· Lead actions arising from inspections, audits and monitoring visits.
· Ensure policies, procedures and records meet statutory requirements.
· Monitor compliance relating to safeguarding, health and safety, inclusion and childcare regulations.

Community Engagement
· Build effective partnerships with community organisations, schools, health professionals and local services.
· Promote the setting positively within the local community.
· Represent the organisation at meetings, networks and events as required.
· Develop opportunities that enhance outcomes for children and families through partnership working.

Students, Apprentices and Volunteers
· Lead arrangements for students, apprentices and volunteers.
· Ensure high-quality placements that support professional learning.
· Work collaboratively with training providers and educational institutions.
· Monitor and evaluate the effectiveness of placements.
· Ensure students comply with safeguarding and organisational requirements.




General Responsibilities
The post holder will:
· Uphold and actively promote the values and ethos of the federation.
· Demonstrate a commitment to safeguarding and promoting the welfare of children.
· Support equality, diversity and inclusion in all aspects of work.
· Comply with all organisational policies and procedures.
· Undertake other duties appropriate to the grade and nature of the post as reasonably required by the Executive Headteacher.

Person Specification Summary 
(Grade 8)
Essential
· Relevant Level 6 qualification in Early Years, Childcare or Education.
· Significant leadership experience within an early years or childcare setting.
· Experience of leading safeguarding practice as a DSL.
· Experience of staff management, supervision and appraisal.
· Strong knowledge of the EYFS Statutory Framework and Ofsted requirements.
· Experience of leading inclusive practice and supporting children with SEND.
· Excellent communication, leadership and organisational skills.
· Ability to build effective relationships with families, staff and external agencies.
Desirable
· Leadership qualification or willingness to complete leadership qualification.
· Safeguarding Lead qualification.
· Experience of managing all-year-round childcare provision.
· Experience working across multiple sites or large early years settings.
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