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Abbey Hill Primary and Nursery School   
Pre-school Leader Job Description
NJE Grade 4 SCP 19 to 23 term time only
Job title:

Pre-school Leader
Responsible to:
Head teacher
Line manager:         Foundation Stage Leader
Responsible for:
Pre-school team
Main duties

1. To create a highly-motivated and collaborative team, where all staff contribute their thoughts and ideas. 

2. To draw up long term, medium term and weekly curriculum plans, with the Pre-school team, based on the requirements of the EYFS curriculum, and to monitor the effectiveness of this curriculum.
3. To oversee the provision of high quality learning, ensuring that children are stimulated, engaged and supported, and that staff are effectively deployed to do this. 
4. To implement regular systems of observation and record keeping to monitor children's progress and achievements and monitor the effectiveness of these procedures.
5. To organise an effective key worker system and provide daily support and guidance to key workers. 
6. To ensure the welfare and safety of children is promoted within the setting and that any child protection concerns are acted upon immediately in line with the school’s policy, including reporting to the Designated Safeguarding Leads and recording on CPOMS.
7. To ensure records are properly maintained and updated e.g. daily attendance registers, accident books and children’s learning journeys, and that all school policies are followed.
8. To encourage parents' involvement in their child’s education, liaising informally day to day, and more formally when required. 
9. To ensure the pre-school is a safe environment for children, staff and visitors and all risk assessments have been completed and shared with staff.
10. To liaise with the Foundation Stage leader and wider staff team to ensure continuity of provision for all children.
11. To attend weekly staff meetings, taking a leading role when required.
12. To attend any school CPD and to keep up to date with current good practice. To identify CPD needs of the Pre-school team. 
13. To work with other outside agencies including Children’s Centres, health visitors and SALT practitioners.
14. To undertake any other reasonable duties as directed by the head teacher. 
