BRANWOOD PREPARATORY SCHOOL
Foundation Stage and KS1 Leader
Job Description
Line Manager: Head Teacher
Performance Management: Head Teacher or Deputy Head Teacher
This job description outlines the specific responsibilities related to the above and is in addition to the
generic Class Teacher job description as outlined in the School Staff Handbook.
Core Purpose
• To be part of the Senior Leadership Team and positively support the aims and ethos of the school
as identified by the Head Teacher and Deputy Head Teacher. In essence to coordinate the day to
day running of EYFS and KS1
• To lead and inspire colleagues and provide professional management and direction, ensuring
high quality teaching and learning, aspirational target setting, effective use of assessment for
learning, appropriate use of resources and high achievement for all pupils.
• To monitor and evaluate teaching and learning, progress made in achieving targets, use of
assessment for learning and use the information gathered to guide further improvements.
• To lead development of colleagues through example, team working and mutual support and the
organisation of high quality professional development.
• To work closely with colleagues to develop, implement and review policies, practices and action
plans which reflect the school’s commitment to high achievement.
• To be part of the School Improvement and Development Team to develop, implement and review
whole schools’ strategies, policies, ethos and to take an active role in whole school improvement
developments in line with School Self Review and Evaluation.
• To follow and develop the schools Prep School Ethos and Aspirations
Responsibilities
• To provide an excellent role model for teaching and learning.
• To take responsibility for coordinating and leading developments in the EYFS/KS1
• To guide and support colleagues in the planning and delivery of the EYFS/KS1 curriculum.
• To guide and support colleagues to ensure that they are clear about learning intentions/
objectives and success criteria, plan appropriate and relevant activities and understand the
sequence of teaching and learning.
• To monitor and evaluate planning and teaching and learning and to use this information to
identify effective practice and areas for improvement, taking the necessary action to ensure
improvement.
• To monitor children’s work regularly for the appropriateness of content, progression and
continuity between and within classes, consistency in standards of presentation and learning
and use of the school assessment for learning policy.
• To track attainment and ensure that information on pupils’ attainment is used effectively to
ensure pupils’ progress.
• To ensure that ICT is used appropriately in the Foundation Stage/KS1
• To analyse and interpret National, Local and School data, together with research and inspection
evidence, to inform policies, practice, expectations, targets and teaching strategies.
• To keep up to date with developments through attending courses and meetings including
undertaking relevant and up to date training relating to the development of management skills.
• To lead INSET workshops and activities and provide advice and support for other members of
staff.
• To liaise with other coordinators and Senior Managers as appropriate.
• To attend meetings as appropriate, relating to the management of the school.
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•
•
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To consult with advisers, outside agencies and teachers in other schools when necessary, and
where appropriate, arrange visits.
To provide information for Governors, staff and parents where required.
To play an active role in developing the SEF, School Improvement and Development Plan and
any future Ofsted Action Plan.
To take on the role of coach or mentor to develop the quality of teaching and learning.
To undertake the Performance Management of other members of staff.
To promote and develop parental involvement through the provision of information and
organisation of events.
To promote and develop links with the wider community.
To carry out a cycle of reviews of policy statements and schemes of work
To regularly audit resources to determine future need; oversee care of resources and equipment;
re-order resources as necessary; allocate available resources with the best possible efficiency.
To manage the budget allocation efficiently and effectively ensuring that the school has best
value from that allocation.
To establish and maintain systems and routines for transition periods.
To work with Administrative staff in admission arrangements for Nursery and Reception.

In addition
• In the absence of the Head Teacher, Deputy Head Teacher and other members of the Senior
Leadership team, take such responsibility to ensure that the school operates both effectively and
safely.
• Ensure school team members are carrying out their roles and responsibilities in relation to all
school policies
• To deal, in the first instance, with behavioural issues reported by school team members
• Be aware and supportive of the pastoral needs of the staff – both teaching and non teaching
• To support school team members at all times
• To keep the Head Teacher informed over all issues
Salary
Based on experience and responsibility
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Person Specification
Essential

Desirable

Professional Qualifications and Training

Professional Qualifications and Training

•
•

Qualified Primary Teacher status
Recent relevant CPD particularly in relation to EYFS/KS1

Experience
•
•
•
•
•
•
•
•

A record of excellent classroom practice in the Early Years
Foundation Stage or KS1
Involvement in the implementation of whole school initiatives
Experience of effective involvement of parents in their children’s
education
Successful implementation of quality assessment techniques to
inform teaching and learning
Experience of involvement in transition between one or more of
the following, home-EYFS, EYFS-KS1, KS1-KS2
Have up to date profile and moderation experience
Recent experience of creating an EYFS SEF
Up to date knowledge and practice of Development Matters

Knowledge, skills and abilities

•
•

Qualified Primary Teacher status with early years focus
Evidence of further professional development in Early Years
Foundation Stage

Experience
•
•
•
•
•
•
•

Curriculum leadership and management
successful teaching experience in KS1 and/or KS2
Successful independent school experience
Involvement in preparation and administration of KS1 Sats
involvement in monitoring the quality of Teaching and Learning
Leading and delivering training
Independent School Settings and examinations

Knowledge, skills and abilities
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•

Excellent interpersonal and communication skills at all levels
Ability to secure high standards of pupil achievement and
behaviour in the Early Years Foundation Stage
The ability to demonstrate a positive attitude and to develop and
maintain positive and supportive professional relationships with
children, staff, parents and governors
Ability to work as part of an effective leadership team
A thorough knowledge and understanding of how children learn
in the Early Years Foundation Stage/KS1 and how learning at
this stage affects pupils’ future learning
Ability to provide a broad, balanced, relevant and creative Early
Years Foundation Stage/KS1 curriculum
Ability to influence the quality of teaching and learning
Ability to inspire, lead and motivate the children and staff in the
pursuit of excellence
Ability to develop staff and manage their performance
A thorough grasp of current educational issues
Ability to analyse, understand and interpret EYFS performance
data
Confident user of ICT & evidence of the strategic use of data
Secure working knowledge of the EYFS, the National curriculum
and their assessment, recording and reporting requirements
Excellent organisational and time management skills and an
ability to prioritise effectively

Personal Qualities
•

An outstanding passion and drive for raising standards of

•
•
•
•

Evidence of parental involvement to improve quality of
children’s learning
Evidence of managing the performance of staff
Evidence of successfully inspiring and challenging others to raise
performance and standards
Evidence of Performance Management Appraisals

Personal Qualities
•

Evidence of continual professional and personal development
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•
•
•
•
•
•

teaching and learning
Commitment to equal opportunities
Positive, energetic, enthusiastic and resilient, thrives on
challenge
Ability to maintain confidentiality
The ability to effectively lead a team of teaching and support
staff
Commitment to personal and professional development
Commitment to whole school improvement

•

A willingness to work across the primary range

EMPLOYMENT APPLICATION FORM
Branwood Preparatory School is committed to safeguarding and promoting the
welfare of children and young people, and expects all staff and volunteers to
share this commitment.
These notes are meant to help you decide if you want to apply and to improve your chances of being
invited for an interview.
With your application form, you will have received a Person Specification and Duties document, as well as
a document which provides an overview of our School. Please read ALL the information before you fill in
the form.
The Person Specification and Duties document tells you the work you will do if you are appointed.
The Person Specification and Duties document is very important. It tells you what skills, knowledge and
experience you will need to be able to do the job. The Person Specification is set out in terms of essential
and desirable criteria. You MUST show how you meet all of the essential criteria, but don't be put off if you
do not meet all of the desirable criteria.
Decisions on who to invite for interview are based on what you put on your application form – make sure
you show how (with examples) you meet each of the essential criteria and as many of the desirables as you
can. The Person Specification will say which items are to be evaluated from the application form - it's a
good idea to be especially careful for these items.
Don’t forget that where you are asked for details of relevant experience, it doesn't just mean paid work.
You can back up your statements with examples of what you have done in the past either at home, school
or college, in paid work or unpaid work, or as a hobby. For example:
•
•

running a home may involve a range of skills like organising and budgeting;
being active in a club, tenant's group or other voluntary organisation may show skills like
teamwork, communicating or customer care.

REMEMBER
•
•
•
•

•

Use the application form - we will not consider CVs, resumes etc.
Use continuation sheets if you need to - but make sure they are firmly attached and have your name
on
Use ink that will allow clear photocopies to be made
Make sure you show how you meet all the essential criteria.
Please make sure that your application form is returned in good time for the closing date since
forms received after the closing date cannot normally be considered.
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DBS APPLICATION FORM
This organisation is committed to safeguarding and promoting the welfare of children, young people and
vulnerable adults and expects all staff and volunteer to share this commitment
Vacancy Details
Job Title:
Advertising origin
Where did you hear about this
vacancy?
It is this organisation’s policy to ensure that all appointments are made on merit. This form is for
monitoring purposes only and will be kept separate from any members of the shortlisting or
interviewing panel. In order to monitor the effectiveness and success of this policy it would be helpful to
us if you provide the information requested below regarding your personal details. The details supplied by
you on this form are confidential, but will form part of the personnel record of the successful candidate.
Personal Details
Title:
First name(s):
Last name:
Known as:
Date of Birth:
Address:
Postcode:
Contact Number:
Email address:
National Insurance Number:

Eligibility to work in the UK
Current legislation means that it is a criminal offence to employ a person who is subject to immigration
control, unless he or she has documentary proof showing an entitlement to work in the UK. If selected
for interview you will asked to provide proof of your work entitlements.
Do you have an entitlement to work in the UK?

Page 2 of 13

YES

NO

MONITORING EQUALITY AND DIVERISTY
Gender
Male

Female

Is your gender identity the same as the gender you were assigned at birth?
Yes

No
Ethnic Origin

White

British
Irish
Traveller of Irish Heritage
Gypsy/Roma
Polish
Other White European
Other White

Mixed

White and Black Caribbean
White and Black African
White and Indian
White and Pakistani
White and Bangladeshi

Asian or Asian British

Other mixed
Indian
Pakistani
Bangladeshi
Kashmiri
Other Asian

Black or Black British

Caribbean
African
British
Somali

Chinese or other

Other black
Chinese
Other ethnic group
Unknown
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Religion/Belief
Buddhist

Muslim

Christian

Sikh

Hindu

Other

Jewish

No Religion

Sexual Orientation
Bisexual

Gay man

Heterosexual/Straight

Gay Woman/Lesbian

Caring Responsibilities
Is there anyone who relies upon you for care and attention AND that you assist with their daily routine?
Yes

No

If yes, please indicate who you provide such care for?
Adults (18 over)

Children

OTHER APPLICANT DETAILS
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Are you currently, or have you previously
been employed by this organisation?
If yes, please provide dates from and to
and reasons for leaving (if applicable):

Yes

No

Date from:
Date to:
Reason for
leaving (if
applicable):

Dismissed
Have you ever been dismissed from any employment for any reasons other than redundancy?
YES

NO

If YES please give details, including dates, reasons and employer.

DECLARATIONS
I confirm that I am not subject to any immigration controls or restrictions, which prohibit my working in
the UK.
I confirm that the information supplied by me in this application is complete and correct to the best
of my knowledge
I understand that any false information, any relevant omission or misleading statements may disqualify
me from employment or result in my dismissal.
YES
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SICKNESS

This organisation aims to be high performing, with low levels of sickness absence and expects all employees
to attend work on a regular basis in accordance with the policy and procedures for managing attendance
During the last 2 years have you lost time from work
due to illness or injury? (other than maternity or
disability related absence)
Number of occasions of illness or injury:
Total number of days absence due to illness or
injury:
Further comments (optional)
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Yes

No

REHABILITATION OF OFFENDERS
This post involves working with children, young people, vulnerable adults or is a position of trust and is,
therefore, exempt from the provisions of the Rehabilitation of Offenders Act 1974. You must, therefore,
disclose details of cautions, bind-overs, reprimands, final warnings and convictions, including ‘spent
convictions’. Any failure to disclose such information could result in dismissal or disciplinary action by
the organisation. Please note that a criminal record will not necessarily be a bar to obtaining a position.
Declaration
Have you at any time received, or do you have pending, a
caution, bind-over, reprimand, final warning or conviction?

Yes

No

If yes, please state;
Do you have any previous offences/s? If so please give details
Nature of Offence/s (i.e.
Conviction, caution, bind–
over, reprimand, warning
or allegation)
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Offence/s

Date of
Offence/s

Disposal (if known)

Disability
The Disability Discrimination Act defines a disabled person as someone with a physical or mental
impairment which has a substantial and long term adverse effect on his or her ability to carry out normal
day to day activities. (i.e. has lasted or is expected to last over 12 months)
Do you consider yourself to be disabled according to this definition?
Yes

No

If you answered yes, how would you define this impairment?

This organisation has made a commitment to improve the employment opportunities for people with
disabilities and has, therefore, undertaken to guarantee to interview all applicants with a disability who
meet the essential requirements of the job as contained in the person specification.
Please specify any arrangements we can make to assist you if you are invited for interview/assessment.

Disclosure
In line with the Data Protection Act 1998, in signing the declaration you agree to us disclosing information
such as your name to the Job Centre and New Deal participants for statistical purposes, this information
will not be retained or processed for any other purpose. Once the recruitment process is completed the hard
copy data will be kept for 6 months and the computerised record of these details kept for 18 months.
We have a duty to protect public funds and may use this information to prevent and detect fraud. We may
also share this information, for the same purposes, with other organisations that handle public funds.
I confirm that the information contained in this application is correct, I understand that my application
may be rejected or that I may be dismissed without notice for withholding, or giving false information. I
also give my consent to the processing of data contained or referred to in this application in accordance
with the Data protection Act 1998 and subsequent legislation.
Signed:
Date:
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REFERENCES
Please give details of two referees, one of which must be from your current/last line manager. If you are
not currently working with children but have done so in the past the second referee should be the employer
by whom you were most recently employed in with children. If you have not been previously employed
please provide a personal reference. References will not be accepted from relatives, or persons who only
know you as a friend. If you are a school or college leaver, then your Headteacher or Tutor’s name should
be given. In all cases make sure you use someone who knows your capabilities, can comment on your
reliability and is aware of your potential. References will be taken up prior to interview due to
safeguarding practices.
Current or most recent employer
Referee name:
Job title (if applicable):
Organisation:
Address:
Postcode:
Switch Board Telephone number:
Email address:
Relationship to you:
Previous Employer
Referee name:
Job title (if applicable):
Organisation:
Address:
Postcode:
Switch Board Telephone number:
Email address:
Relationship to you:
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EMPLOYMENT HISTORY
This gives Recruiting Managers an understanding of the roles you have undertaken and the length of time
you spent in the roles. It is therefore essential that all information is completed.
Employment Experience
Name of current/most recent
employer:
Job Title:
Address:
Postcode:
Salary and benefits:
Date from (dd/mm/yyyy):
Date to (dd/mm/yyyy)
(if applicable):
Period of notice required
(if applicable):
Reason for leaving:
Please provide brief details of
duties and responsibilities:
Please list all other jobs held, starting with the most recent. There should be no gaps in your employment
and education history.
Previous Employment Experience
Name of
previous
employers

Job Title

Address

Date to
(dd/mm/y
Date from
yyy)
(dd/mm/yy
yy)
(if
applicable)

Reason for
leaving

Please provide brief
details of duties and
responsibilities

If there are any periods of time that have not been accounted for, for instance, periods of travel, or caring
for others please give details of them here with dates. The information provided must provide a complete
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chronology from the age of 16; please ensure that there are no gaps in the history of your employment and
other experience.
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EDUCATION AND TRAINING
Apart from giving details of formal education and qualifications, mention any short/nonqualification courses that you may have attended to improve your knowledge and skills, if
they are relevant to the job you are applying for. Successful applicants will be required to
provide proof of relevant/required qualifications.
EDUCATION
Qualifications

Grade

Where Obtained

When Obtained

MEMBERSHIP OF PROFESSIONAL BODIES
Professional Body

Level & method
of membership

Membership Number

Date of Membership

RECES999999
TRAINING / DEVELOPMENT
Subject
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Provider

Date Attended

SUPPORTING INFORMATION
Skills, Knowledge and Experience
This section of the application form is very important, as this is where you demonstrate your suitability for
the job. Read through the advertisement and the job description to get a clear view of what the job
involves. The person specification describes the necessary skills, experience and qualifications we are
looking for. Pay particular attention to those areas on the person specification described as essential.
Make sure that you tell us how you match the requirements of the job. Therefore, give examples of any
relevant ability, experience and qualifications. This may be from your current or previous job, or from
community or voluntary work, or from skills transferable from other life experience, particularly if you
have been out of paid employment for some time. For example, you may have considerable domestic
responsibilities, or may organise social or community activities in your spare time.
§ Ensure that the information you provide is well organised and relevant.
§ It should show to that extent you have gained the skills and experience necessary for the post.
§ Give specific examples of the work you have been involved in, how you went about it and the
outcome.
§ Always remember to specify your responsibilities rather than those of your section or department
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