Sir John Cass’s Foundation
Primary School

JOB DESCRIPTION

Early Years Practitioner (Grade C)
Position

Break
(mins
per
day)

Early Years Practitioner

Headteacher: Mr T Wilson

No
Posts

Grade

Proposed
Start - Finish Times

2

C

7:45am to 4:30 or 9:15am
to 6:00pm

60

Hours
per
Week

Weeks
per Year

38.75

52

Sir John Cass’s Foundation Primary School
Reports to the Headteacher / Deputy Headteacher / Child and Family Services Manager
Responsible to Child and Family Services Manager and Early Years Lead Practitioner for
day to day operational matters.
Responsible for day to day supervision of Early Years Assistants in conjunction with Early
Years Lead Practitioner and Class Teacher.
COL Grade: C
Key responsibilities
 To provide a high standard of physical, emotional, social and intellectual care for children place
in the setting. This will include working as part of a team in order to provide an enabling
environment in which all individual children can play, develop and learn.
 Build and maintain strong partnership working with parents to enable children’s needs to be
met.
 To work as part of the multi-disciplinary team within the Children’s Centre and across the Sir
John Cass’s Foundation Primary School site to ensure exceptional care and education.
 Be responsible for key children and will be the main link between home and school. EYPS will
need a good level of written and spoken English so they can effectively plan, support
communication and maintain early learning journals which document achievements and form a
vital part of the assessment and learning process.
 Provide leadership in an area of the early year’s curriculum demonstrating best practice to less
experienced practitioners.
 Contribute to the school and Children’s Centre family services including delivery of sessions in
The Space.
 To take a lead role, including managing a room in the EYFS e.g. Explorers to ensure high
quality provision is delivered throughout the day.
Sir John Cass's Foundation Primary School
St James's Passage, Duke's Place, London, EC3A 5DE
0207 283 1147
www.sirjohncassprimary.org
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To take a lead role in ensuring high quality provision and support for children at lunchtime and
the provision of high quality lunchtime activities.
Be responsible for the management and development of a specialist area within the school
and/or supervision/management of the Early Years Assistants including allocation and
monitoring of work, appraisal and training.
Please note, this role will require flexibility, including the willingness to work and undertake
training on Saturdays throughout the year.
Support and enhance the Christian ethos of the school, its aims and policies.

Key duties
1. Working with the Child and Family Services Manager and other staff to establish an
appropriate enabling and purposeful learning environment.
2. To ensure all children have access to a high quality Early Years Foundation Curriculum (Birth to
Three Matters and Foundation Stage Guidance) through well planned play, talk and first hand
experiences.
3. Monitoring and evaluating children’s responses to learning activities through observation and
planned recording of achievement against pre-determined learning objectives.
4. Maintain learning journeys on each child capturing key milestones and achievements over
time.
5. Work in partnership with parents to providing objective and accurate feedback and reports as
required, to the teacher or manager on each child’s achievement, progress and other matters,
ensuring the availability of appropriate evidence.
6. Having responsibility for keeping and updating records e.g. learning journeys, contributing to
the reviews of systems /records as requested.
7. Promoting positive values, attitudes and good behaviour, dealing promptly with conflict and
incidents in line with established policy.
8. Develop highly effective relationships with parents/carers within your role/responsibility and
participating in feedback sessions/meetings with parents as directed.
9. Undertake home visits and home support as required.
10. Undertake development checks and assessments as appropriate.
11. Organise and lead the supervision of children’s out of lesson times, including before and after
school and at lunchtimes as required.
12. Plan and set-up of productive outdoor and indoor environments which children can use
purposefully.
Other duties
13. Using specialist curricular/learning skills/training/experience to help children to access learning.
14. Assisting with the development and implementation of IEPs working purposefully to identify
and intervene early where problems might be apparent.
15. Enable highly supportive transition arrangements to the next phase of education by passing on
detailed information to other colleagues.
16. Promoting the inclusion of all children within the classroom
17. Developing emotionally secure relationships reflecting the individual needs of children
particularly during transition times from home to centre, room to room and on into the main
school.
18. Implementing agreed learning activities/teaching programmes, adjusting activities according to
children’s responses/needs
19. Supporting the use of ICT in learning activities and developing children’s competence and
independence in its use
20. Providing clerical/administrative support to the Class Teacher and Early Years Lead
Practitioner e.g. photocopying, typing, filing, collecting money
21. To assist the development of the extended day curriculum including ordering, accessing and
maintaining resources and planning activities which will enrich the curriculum delivery

22. Being aware of and complying with policies and procedures relating to child protection, health,
safety and security, confidentiality and data protection, and reporting all concerns to an
appropriate person
23. Establishing constructive relationships and communicating with other agencies/professionals to
support development of children.
24. Attending and participating in regular meetings
25. Providing appropriate guidance and general supervision to less experienced staff (Early Years
Assistants) who may be undertaking duties/tasks as part of their personal development.
26. Take responsibility for visits, trips and out of school activities as required.
27. To achieve agreed service outcomes and outputs, and personal appraisal targets, as agreed
by the Early Years Lead Practitioner in conjunction with the class teacher and the Deputy
Headteacher (Cass Child and Family Centre).
28. To work as part of a multi professional team providing ongoing services to families in the
community particularly those identified as children in need. Attending meetings and providing
written reports and feedback to support the services
29. Undertake regular Child Protection training at a level commensurate with the role.
Please note: duties and responsibilities may be varied by the head teacher according to the needs
and priorities of the school at any time. Key roles and responsibilities are reviewed annually.
This job description was agreed by the post holder and the Head teacher on behalf of Sir John
Cass’s Foundation Primary School governing body on: _______________

Post Holder: ______________________

Headteacher: ______________________

PERSON SPECIFICATION
Early Years Practitioner (Grade C)
Sir John Cass’s Foundation Primary School
COL Grade: C
Essential/
Category

Requirements

Education/Training CACHE Level 3 Diploma in Child Care and Education/BTEC

Desirable
Essential

National Diploma in Early Years/ NVQ Level 3 in Children’s Care,
Learning and Development / NNEB certificate

Experience

Knowledge

Early years degree or willingness to work towards this
qualification
First aid (12-hour paediatric training

Desirable

GCSE in English and Maths Grade C or above

Desirable

Training in the relevant strategies e.g. literacy and/or in
particular curriculum or learning areas e.g. bi-lingual,
sign language, dyslexia, ICT, maths, English etc

Essential

Proven track record of working effectively with children
of relevant age in a learning environment

Essential

Experience of working with the national/foundation
stage curriculum and other relevant learning
programmes/strategies

Essential

Full working knowledge of relevant policies/codes of
practice and awareness of relevant legislation

Essential

Working knowledge of the national curriculum and
relevant learning and special educational needs
programmes

Essential

Understanding of principles of child development and
learning processes, and in particular, barriers to
learning

Essential

Desirable

Safeguarding
Skills/Abilities

An understanding of the needs of children from
culturally diverse communities, including children who
are bi or multi lingual

Essential

Demonstrable working knowledge of applying child
protection and safeguarding procedures.
Ability to plan, under appropriate supervision and
guidance, or in collaboration, effective learning
programmes

Essential

Ability to effectively use ICT to support learning, or to
undertake training to do so

Essential

Ability to use other technology to support learning - e.g.
video, photocopier etc.

Essential

Ability to self-evaluate learning needs and actively seek
learning opportunities

Essential

Ability to relate well to children and adults, including
other professionals/carers

Essential

Ability to demonstrate and promote good practice in
line with the ethos of the school/organisation

Essential

To work constructively as part of a team, to understand
classroom roles and responsibilities and own position
within these

Essential

Able to work all year round and to a shift pattern between the hours of
7.45 - 6.00 pm.

Essential

Essential

