[image: image1.png]




[image: image2.jpg]



Setting Manager/Lead Teacher – St. Werburghs
Willow Tree Kindergarten is an Ofsted ‘Good’ Provider
We are recruiting an experienced Steiner Kindergarten Teacher, to join our team.

Overall

The Setting Manager, St. Werburghs, is responsible for the overall running of the kindergarten setting of around 18 families and line manages their team of Afternoon Teachers and Assistants. Outside of the setting they are a key part of the Management Team working closely with the other Setting Manager. Accountable to the Trustees, the Setting Manager will join the monthly Trustee meetings and provide a detailed monthly report to be discussed there, keeping communication flowing across the different levels of the organisation. They are also expected to link with the wider Steiner Waldorf community and feed back on initiatives from the Fellowship to their team or work with other outside agencies where necessary.

On site, they will take daily responsibility for and be aware of the overall welfare of children on their register and respond to their individual and group needs. They will meet the needs as far as possible of every child, if necessary with the support of the SEN-Co, using Individual Education Plans and Child Studies. They are responsible for setting the daily and weekly rhythm, observing and organising festivals, conducting parent’s evenings, education meetings and other progress meetings for the children.
At the setting, daily
- To lead and give directions to staff during lessons and work with all the setting staff to review and adapt the day.

- To support creative play, artistic and domestic activities and the celebration of festivals.

- To manage the behaviour of the children using creative discipline.

- To be able to help with personal care and medicine.

- To take overall responsibility for ensuring staff set up and pack away equipment and playthings making sure these and the premises are in good order.

- To order resources when needed including food, first aid and cleaning. To organise Kindergarten maintenance where required.

- To lead the weekly Kindergarten setting meeting to include the Afternoon Teachers and Assistants to discuss and plan future activities, evaluate and review events, share observations of children including child studies and Early Years Foundation Stage and provide updates from the Fellowship.

Setting management

The post holder will work with other Setting Managers to prepare, implement and review the Kindergarten curriculum, policies and prospectus to make them relevant to the settings and across Willow Tree Kindergarten and to keep their Steiner teaching current. Tasks will include planning activities and providing a structure and rhythm for the day. A deep understanding of Steiner pedagogy and the development of the child and the Early Years Foundation Stage is critical to the role. 
The Setting Manager will also be expected to carry out all other tasks and responsibilities as may reasonably be expected of a Kindergarten Teacher such as regularly reviewing and updating policies and procedures related to their setting. The Setting Manager will work in a way that supports Kindergarten having full sessions each day within the context of the individual needs of the children.
To aspire to be an ‘Outstanding’ provider in terms of Ofsted and being an outstanding employer and achieve the Bristol Standard or other accolades for the setting.
Line management

The Setting Manager will conduct supervision at least termly with all direct reports and there will be an element of this that feeds into the annual appraisal process. Appropriate performance conversations will happen as and when they are needed and it is the responsibility of the Setting Manager to keep HR informed of any performance concerns in a timely manner and to keep accurate records of performance conversations. Direct reports are to be given opportunities to grow and develop within their roles and take on new roles when appropriate. The Setting Manager is responsible for conducting timely probation meetings for new staff and implementing their induction and training plans to support probationary discussions.
Communicating with parents and carers
- To make parents and carers aware of incidents or accidents and record incidents or accidents.

- To arrange meetings with new parents and organise registration of new children.

- To meet with parents and carers to keep them informed of their child’s progress.

- To communicate with parents and carers to keep them aware of upcoming events and festival with the support of other teachers where necessary.

- To run termly parents evenings and seasonal festivals, in conjunction with the Kindergarten Manager and other settings, where appropriate.
Working with other staff and outside agencies
- Organise and participate in termly (3 x per year) joint team meetings with the other setting to build relationships and share good practice.

- To take responsibility for staff absences and manage finding timely cover and informing parents of changes to the daily staff (where possible).
- To monitor staff overtime, absences and lateness, notify Finance of absences and raise any concerns about staff with the Trustees and HR.
- To support other members of staff in their training courses, give advice and opportunities to develop their teaching skills ensuring that all staff at their setting have the required minimum training.
- To make sure expectations are made clear to each staff member so that they can perform their role effectively and that any issues are addressed immediately and recorded accurately.
- To be a role model worthy of imitation by the children in your care and your direct reports.
- To attend training courses and keep mandatory training up to date in conjunction with HR.
- To attend termly supervision meetings and annual appraisal including 360° feedback from direct reports, Trustees and peers and parent surveys.

- To participate in teacher observation and mentoring and receive feedback from observations to develop teaching methods and the Kindergarten setting, including incorporating advice from BAND and Waldorf UK.
- To work with the Finance Professional on the administrative tasks necessary for the day to day running of the kindergarten including enrolment, budgeting, early years grants, OFSTED and other registrations.

- To interview for new members of staff with Human Resources.

- To meet with and maintain a channel of communication with outside agencies including other Steiner teachers, Waldorf UK, the Steiner Waldorf Early Years Group, Social Services, OFSTED, Department for Education and local network schemes such as BAND.

- To enhance and maintain the reputation of the kindergarten.

Statutory obligations and record keeping

- Named Ofsted Lead for the setting.

- To read and follow policies, risk assessments, health and safety and safeguarding supporting other teachers and assistants to keep the class safe and to review and update these annually.
- To record and report incidents or accidents making Kindergarten Manager aware where necessary.

- To be first aid trained with an up to date certificate and able to help hurt children.

- To work with confidentiality and ensure adherence to statutory obligations e.g. health and safety at work, E.Y.F.S.etc.

- To oversee or directly manage observations and regular assessment of the children and oversee keeping the children’s files up to date, where that task is delegated to direct reports.

- To ensure register is up to date, filled in and used properly.

- Keep the Ofsted folder up to date.

- To keep records of fire drills, meetings with parents, visits from maintenance and outside agencies.

- To keep records organised and safe. To dispose of records safely after the prescribed retention period.
- Mandatory training to include Advanced Child Protection (KBSP), paediatric first aid, food hygiene, Fire Warden, Prevent and EDI.

- To keep accurate and useful records of all performance conversations with direct reports.
Confidentiality:

All members of staff are directed to keep confidential any information concerning other members of staff, school business, families and individual children that they may learn through meetings, children’s records or conversation.

Person specification for this role

	Factor


	Essential


	Desirable

	Qualifications

· Minimum of Level 5 qualified, or Steiner equivalent
· Steiner early years qualification

· Eligible for registration under the Children’s Act 1989

· Enhanced DBS and criminality check
	Yes

Yes
Yes

Yes
	

	Relevant experience

· Experience leading in a Steiner kindergarten setting
· Kindergarten Manager experience
· To have a deep understanding of the ‘Statutory Framework and Practise Guidance for the Early Years Foundation Stage’
· To have a working knowledge of Kindergarten Policies and Health and Safety Regulations.

· To have worked with and have an understanding for:

a) Child development and appropriate physical environment

b) Rhythm of the day, week and year

c) Imitation
· Experience of working with children with SEN in a Steiner setting

· Experience and confidence in working with Ofsted including preparation for inspections, maintaining paperwork accurately, supporting other Setting Managers with their inspections
· Experienced line manager

· Management Team experience
	Yes

Yes
Yes
Yes

Yes

Yes
Yes

Yes
	Yes


	Aptitude, skills and abilities

· Able to lead creative activities and singing

· Able to manage email, Microsoft office

· Able to organise and maintain files and paperwork

· Able to follow instruction, give and receive constructive criticism

· Able to manage basic cooking and food preparation

· Able to form genuine relationships with the children in your care and with your colleagues

· Commitment to deepening understanding of Anthroposophy and the principles of Steiner Waldorf education
· Able to competently manage complex processes and procedures, organised with paperwork and deadlines

· Capable of self-directed study if required

· Able to manage time working from home effectively
· Able to manage people effectively and demonstrate managerial courage
	Yes

Yes
Yes

Yes

Yes
Yes

Yes

Yes

Yes

Yes
Yes
	

	Personal attributes

· Role model worthy of imitation by the children in your care

· Honesty, integrity and accountability for actions

· Genuine interest in Waldorf education
· Strong, clear communicator

· Able to hold difficult conversations with confidence

· Able to maintain clear boundaries with direct reports and parents

· Organised and able to manage diary effectively
	Yes

Yes

Yes
Yes

Yes

Yes

Yes
	

	Disposition

· Cheerful and willing to participate fully as part of the team, including cleaning duties
· Happy to work outside in all weathers

· Communicative, empathic and kind
· Friendly, confident and professional manner to talk to parents
· Willingness to learn and continuously improve to support emerging buisness needs
· Nurturing personality to support children, families and direct reports

	Yes

Yes

Yes

Yes

Yes
Yes
	


