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St Edmund’s and St Joseph’s 
Catholic Primary Schools

Executive Headteacher: Maria Kemble



Chair of Governors:  Mr I Cameron


JOB DESCRIPTION

Job Title:

Pre-school Leader

Grade:


4 point 13

Salary:


£31,022 pro rata
Hours:


37hrs per week 




40 weeks per year (Term time plus 2 weeks)

Responsible to:
Head of School and Executive Headteacher
This job description gives an overview of the tasks to be undertaken and performed to the satisfaction of the governing body. It is not an exhaustive list and there may be other tasks reasonably required for the successful running of the setting.

Purpose of Job:



· Lead and manage the day to day running of the pre-school 

· Compliance with all Health & safety, Early Years Foundation stage and OFSTED legislation and requirements

· Fulfil the duties as Designated Safeguarding Lead for the setting to promote the inclusion, safeguarding and welfare of children
· Act as SENDco for the provision with support from the school SENDco and Speech and Language therapist
· Undertake day to day management, supervision and appraisal of pre-school staff
Duties and Responsibilities:

1. Oversee the efficient and effective day to day running of the pre-school in collaboration with the Early Years Foundation Stage Leader and Leadership team ensuring compliance with the Early Years Foundation stage Framework, OFSTED, Health and Safety Legislation, Food Hygiene Standards, and Equalities act.

2. Oversee the provision of high quality inclusive child-care during the breakfast and afterschool clubs.

3. Ensure all policies and procedures are maintained and implemented.

4. In collaboration with the Early Years Foundation Stage Leader, be responsible for the planning and delivery of a suitable learning programme for pre-school provision in line with EYFS.

5. Provide efficient administration, data collection and record keeping as required by relevant bodies.

6. Work towards and achieve agreed quality assurance schemes.

7. Maintain an effective staff team through organisation of play buddies/key workers, supervision and appraisal, professional development and effective systems of communication.

8. In collaboration with Executive Head & Governing Body participate in recruitment and induction of staff, students and volunteers.

9. Maintain positive relationships with parents and carers to promote parental engagement in their child’s development and the setting as a whole.
10. Promote co-operative working with other agencies involved with the child and family. 

11. Promote effective transition with schools when children transfer to statutory schooling.

12. Assist the Early Years Foundation stage Leader to monitor and evaluate the effectiveness and quality of services provided, seeking support and advice where needed and implementing changes as required.

13. In collaboration with parents and carers organise fund-raising activities.

14. Promote the Catholic Christian ethos of the setting including prayers and celebration of religious festivals within the context of Equalities legislation.

NB This post is exempt from the rehabilitation of offenders act 1974. Applicants must be prepared to disclose any convictions they may have or any orders which may have be made against them. The post is subject to an enhanced disclosure.

Pre-school Leader’s Person specification
	Attribute
	Source of Evidence
	Requirement

	Qualifications
	
	

	NVQ Level 3 or equivalent

NVQ Level 4 or equivalent

Early Years Practitioner status

First Aid (paediatric)

Food Hygiene 

	A

A

A

A

A
	E

D

D

D

D

	Successful Experience of
	
	

	A variety of pre-school, nursery or day care settings

Extended care provision

Recent leadership and management experience including OFSTED

Involvement in curriculum development 

Responsibility for developing, monitoring and evaluating provision

Managing people and resources

Working in partnership with parents and the wider community

Working in partnership with primary schools to aid transition and care

Supporting inclusion and special education needs and disabilities


	A.I.R

A.I.R

A.I.R

A.I.R

A.I.R

A.I.R

A.I.R

A.I.R

A.I.R
	E

D

E

E

E

E

E

E

E

	Demonstrable Knowledge and Understanding of
	
	

	Current education issues and developments

Foundation Stage and assessment

Implications of equal opportunities and inclusion issues

Strategies for improving the quality of care and learning

Strategies for improvement and raising standards 

Appropriate strategies for supporting children’s emotional regulation

Performance Management/Appraisal of staff

Safeguarding
	A.I

A.I

I

A.I

A.I

A.I

A.I

A.I


	E

E

E

E

E

E

D

E

	Skills and abilities
	
	

	A highly motivated, energetic and enthusiastic team leader who is approachable and promotes positive relationships

A proven track record as an excellent, creative practitioner who motivates children

A proven ability to relate well to children and share their interests and enthusiasms

Demonstrable effective administrative and organisational skills

Effective ability to communicate orally and in writing to a wide range of audiences

Demonstrable ability to manage effectively children’s behaviour and have a commitment to a high level of pastoral care

Demonstrable comprehensive broad knowledge of ICT for learning, leadership and administrative purposes

Ability to cope with the pressures of a demanding leadership position


	A.I.R

A.I.R

A.I

A.I.R

A.I

A.I

A.I

A.I.R


	E

E

E

E

E

E

E

E

	Other
	
	

	Commitment to providing an effective learning environment appropriate to the need and abilities of all children

Commitment to the development and maintenance of positive partnerships between the school, parents, parish, carers and the community

Recent participation in professional development activities and willingness to undertake other training

Practising Catholic 

Ability to maintain the Christian ethos of the setting


	A.I

A.I

A

A.R

A, I
	E

E

E

D

E


Key:
E = Essential
D = Desirable


A = Application Form, 
I = Interview, 
R = Reference, 
T= Task
