Cotton End Pre-school

Pre-school Leader
Job Description

Responsible to:
Head Teacher / Assistant HT for EYFS/School Governing body
Responsible for:
Pre-school staff, students on placement and volunteers
Purpose of the job:

· To be responsible for ensuring the provision of high standards of safe, quality education and care for pre-school children in line with current practice.
· To monitor and evaluate staff performance.
· To fulfil legal and statutory requirements.
· To develop and implement school and pre-school policies.
· To manage the planning and delivery of the curriculum.
· To liaise with Children’s Centre Services and the wider community.


Main Duties:

· To lead and manage, in liaison with the Assistant Headteacher for Early Years, the pre-school staff, to ensure the work and beliefs of the pre-school are met adhering to the school ethos, values, policies, procedures and staff code of conduct.
· To carry out induction and probationary reviews for all new staff, students and volunteers in the pre-school.
· To take responsibility for drawing up long term, medium term and sessional curriculum plans which ensure that each child is working towards early learning goals; to monitor the effectiveness of the pre-school curriculum, including Forest School and learning outside the classroom.
· To monitor and evaluate daily programme of pre-school activities and events.
· To organise the key person system and to effectively supervise staff on a daily basis; to be responsible for monitoring the quality of teaching; to participate in staff appraisals and to identify in-service training needs.
· To be responsible for implementing systems of observation and record keeping so that children’s attainment and progress are effectively and regularly assessed; to monitor the effectiveness of assessment procedures and implement intervention and support as required.
· To liaise with School SENCO and Inclusion/ child protection officer to support individual children’s needs, completing required documentation, meeting with parents or agencies and supporting professionals meetings.

· To liaise closely with parents/carers, informing them about the pre-school and its curriculum, exchanging information about children’s progress and encouraging parents’ involvement.

· To ensure that the pre-school is a safe environment for children, staff and other, that equipment is safe, standards of hygiene are high, safety procedures are implemented by all staff. To report any maintenance issues to the Forest School Site Agent.
· To ensure all School and preschool policies and procedures are implemented, supporting the creating and updating of policies where necessary.
· To ensure records are properly maintained, e.g. daily attendance register, accident and incident book.

· To manage and deploy staff to ensure correct ratios are met, through consultation with the Head Teacher.
· To deliver a termly report to School Governors relating to the work in the pre-school.
· To complete regular first aid training to comply with statutory regulations, ensuring accurate Incident and Accident records are kept.
· To lead the organisation of admission, session allocation and waiting list with the support of the school Office Manager.
· To act as a role model to all staff to demonstrate good practice and be able to step in to any position.
· To attend staff meetings and appropriate training courses as required. 
· To liaise with the Children’s Centre Services, management committee, Ofsted and other professionals as necessary and ensure that all legal and statutory requirements are implemented; to provide reports as required.
· To undertake any other duties as directed by the Head Teacher, in accordance with the Forest School and preschool objectives.
· To have a good sense of humour
NB: This post is exempt from the Rehabilitation of Offenders Act 1974. Applicants must be prepared to disclose any convictions they may have and any orders which have been made against them.  Cotton End Pre-School is committed to safeguarding and promoting the welfare of children and expects all staff and volunteer to share this commitment. In all cases having regard to the policy statements and guidelines already established in the school.

