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PRE-SCHOOL LEADER - JOB DESCRIPTION

	Job Title
	Pre-School Leader

	Grade
	Scale 7 

	Reports to
	Executive Headteacher, Head of School

	Responsible to
	Chair of Management Committee / Pre-School Proprietor

	Job Purpose
	To provide safe, high quality education and care for pre-school children; to fulfil legal and statutory requirements; to supervise staff on a day to day basis; to contribute and implement pre-school policies.

	Duties
	· To take responsibility for drawing up long term, medium term and sessional curriculum plans which ensure that each child is working towards desirable learning outcomes.
· To monitor the effectiveness of the pre-school curriculum.
· To be responsible for providing a high quality of teaching, ensuring that staff are properly deployed and offer appropriate stimulation and support to the children.
· To draw up and to supervise the daily programme of pre-school activities and events.
· To be responsible for implementing systems of observation and record keeping so that children’s attainment and progress is effectively and regularly assessed.
· To monitor the effectiveness of assessment procedures.
· To organise the key worker system and to 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 ensure records are properly maintained, e.g. daily attendance register, accident & incident book 
· 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, that equipment is safe, standards of hygiene are high, safety procedures are implemented at all times and fire drills are regularly practised.
· To liaise with the management committee, or pre-school proprietor, social services and other professionals as necessary and ensure that all legal and statutory requirements are implemented, to provide reports as required. 
· To contribute to and to implement all pre-school policies and procedures, especially those on equal opportunities.
· To attend in-service training and meetings as required.

	General
	· To participate in the performance and development review process, taking personal responsibility for identification of learning, development and training opportunities in discussion with line manager.
· To comply with individual responsibilities, in accordance with the role, for health & safety in the workplace
· Ensure that all duties and services provided are in accordance with the School’s Equal Opportunities Policy
· The Governing Body is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment
· The duties above are neither exclusive nor exhaustive and the post holder may be required by the Headteacher to carry out appropriate duties within the context of the job, skills and grade 




Our Lady of Fatima Catholic Multi Academy Trust is committed to safeguarding and promotes the welfare of children and expects all staff and volunteers to support his commitment.












































			
image1.png




image2.png




image3.jpeg
ST ALBAN'S CATHOLIC ACADEMY
First Avenue

Harlow

Essex

CM20 2NP

Tel: (01279) 425383
Fax: (01279) 431320 Headteacher: Mrs AM McCann BA Cert.Ed. NPQH
Email: admin@st-albans.essex.sch.uk Chairman of Governors: Mr G Reynolds BSc. FCMA

Schools mark A
¢ ™} INVESTORS St ,ohn% Y 4 IR
%, IN PEOPLE Ambuiance *-ﬁ.




