JOB DESCRIPTION

	Post Title:  Pre-School Leader of Pre School Setting: Stampers
	School: Stamfordham Primary school
	Office Use

	Grade: 4
	
	

	Responsible to: Chair Person/Head Teacher
	Date: April 2018
	Manager: Stampers Pre School Committee
	

	Job Purpose:  To provide safe, pre-school care for children 2 – 5 years of age.



	Resources
	Staff
	Play workers/volunteers

	Physical
	The maintenance of a safe and stimulating environment.

	Clients
	Children 2-5 years of age and their parents/carers 

	The duties and responsibilities highlighted in this job description are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and extent of the post and the grade has been established on this basis.

1. To support the Chair and Committee in ensuring the setting meets the standards set by OSFTED for pre-school provision.

2. Work within the agreed policies and procedures to ensure a safe outdoor and indoor environment for children, staff and others. This includes the practice of regular fire drills. 

3. To routinely risk assess the pre –school provision to ensure a healthy, safe and secure environment is maintained. 

4.  To be the designated person for child protection in the pre-school provision. To ensure any child protection concerns are acted upon immediately and appropriately. 

5. To be responsible for the day to day administrative and organisational needs of the provision. To ensure records are properly maintained e.g. daily attendance registers, accident forms and incident log and correspondence is passed to parents and to the office. 

6. To administer First Aid as appropriate. 

7. To plan, prepare and provide care and play opportunities appropriate to the needs, interests and developmental stage of each individual child. These must also meet EYFS outcomes and fit within the guidance of school policies and procedures. 

8. To be responsible for implementing systems of observations and record keeping so that children’s progress and achievements are effectively and regularly assessed. 

9.  To provide support and supervision to play workers/volunteers and arrange staff cover depending on the attendance of the pre-school provision.

10.  To consult with team members, children and parents and involve them in the planning of activities and snacks. 

11. To ensure that refreshments are provided that meet the required standards of hygiene, health and safety. 

12.  To encourage parental involvement and support for the provision. To exchange information regularly re:  activities and child’s progress. 

13.  To undertake statutory training as required and additional training as agreed to meet continuous professional development needs. 

14. To liaise with the  Committee, Chair, Head Teacher, OFSTED, NCC and any other professionals as deemed necessary to ensure that all legal and statutory requirements are implemented. To provide reports as required. 

15.  To undertake any other reasonable duties in accordance with the pre-school  plan/objectives.

	Work Arrangements

	Physical requirements:

Transport requirements:

Working patterns:

Working conditions:
	Setting out provision 

None

Variable.  Term Time Monday – Friday from 7.45am-5.30pm
Exposure to working outdoors.


