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Streatley Hill

Pre-school
Where community begins





JOB DESCRIPTION

Pre-School Leader (April 2017)
Job title:

Pre-School Leader 
Responsible to:
Pre-School Directors
Responsible for:
Pre-School staff

Qualifications:         
Minimum NNEB, DPP or NVQ Level 3 required. 

Level 6 with Early Years Professional Status/ Early Years Teacher Status    preferred.

A current Paediatric First Aid qualification, and up to date training in Safeguarding Children.

The successful candidate will also be subject to an Enhanced DBS check, OFSTED suitable person and OFSTED health check.
Skills:

The successful candidate needs to:

· Be able to lead and manage the setting. 
· Have good interpersonal skills and relate well to children, parents, staff and others.
· Communicate effectively with children and families, staff, directors and Committee members, outside agencies and staff at the adjoining Primary School.

· Have a thorough working knowledge of the Early Years Foundation Stage and an organised approach to meeting the statutory, welfare and educational requirements of the EYFS. .

· Ensure the setting complies with all OFSTED requirements.

· Be able to lead a team and manage staff and parent helpers as appropriate.
· Be able to create an enabling environment for all the children.

· Have an awareness of equal opportunities and ensure that inclusive practice is carried out.

· Have an organised approach to pre-school administration.

· Be flexible. 
Responsibilities:

To provide safe, high quality care and education for children aged 24 -59 months by: 
1. Following safeguarding policies and procedures in partnership with both West Berkshire and Oxfordshire Local Safeguarding Boards. Being the Designated Safeguarding Lead for the setting.
2. Ensuring that staff ratios are in line with EYFS statutory requirements at all times and liaising with staff members to agree changes. 
   3. Guiding the staff in the implementation of the Early Years Foundation Stage. Understanding that play underpins the delivery of all the EYFS.

   4. Being responsible for the long term and weekly planning in line with the EYFS. Providing a balance of child and adult - led experiences. Ensuring that the setting offers a variety of opportunities to stimulate and support children’s intellectual, physical, social and emotional development.

   5. Working in partnership with parents and sharing information with them. Organising written reports and Parents’ Evenings twice a year. 

    6. Forming positive relationships:
· With children, especially those allocated to them under the “Key-person “system and keep their development records up to date.           

· With parents, keeping them informed of their child’s progress and involving them in planning for their child.

· Supporting staff members and students

· With other professionals, and knowing when it is appropriate to involve them.

7. Organising the key-person system and supervising staff on a daily basis. To be responsible for ensuring they are informed of the daily programme of pre-school activities and events.

8. Recognising that each child is unique and every child must be included. Supporting all team members to identify their keychildren’s next steps and to plan ways in which these can be met. 

9. Supporting staff to use observations of each child to inform assessment and planning. Supporting staff to track their keychildren’s progress and to identify gaps and strengths.

10. Promoting British values and reflecting religious, cultural and linguistic diversity in a positive way. 
11. Developing a good working relationship with the school and in particular the Foundation Teacher in order to facilitate children’s successful transition into school. 
12. Ensuring a safe environment for children and adults in the group, paying attention to equipment, hygiene and safety procedures. Advising the directors on any equipment needing repair. 
13. Having responsibility for the session administration which includes management of records such as:  daily register of attendance, accident forms, daily planning and evaluation, observations and records, safety checks.

14. Ensuring that staff are updating the children’s “Learning Journeys” regularly and that displays throughout the Pre-School reflect and support children’s learning.
15. Keeping completely confidential any information regarding the children, their families or other staff which is learnt as part of this employment.

16. Demonstrating a commitment to continuing professional development. Keeping up to date through reading, attending relevant meetings and training courses (approved costs will be met by the Pre-School). 
17. Having a good working knowledge of Streatley Hill Pre-School policies and taking an active part in the annual review of same.  
18. Producing and presenting a report to the Committee at termly meetings. Working in     partnership with Committee members.
 19. Undertaking any special projects/duties as reasonably requested by the Committee.

Additional Administration Responsibilities:

1. Dealing with all new children enquiries. Sending out registration packs and coordinating Pre-school and home visits. 

2. Confirming registrations and preparing register information.
3. Sending out information and welcome packs.
4. Updating the committee on numbers of children and future forecasts of registrations. 
5. Updating parent and staff contact details and circulating these as directed.
6. Informing parents of relevant news or changes – such as changes to funding. 
7. Producing termly newsletters for parents and carers.
8. Confirming term dates to West Berks County Council (WBCC)

9. Being responsible for the distribution and collection of funding forms. Ensuring that there is documentary proof of dates of birth for all children applying for funding.
10. Assisting parents in applying for funding for 2 year olds

11. Ensuring term dates align with funding from WBCC and raise any discrepancies with the Committee.
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