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                S T MICHAEL’S PRE-SCHOOL
   St Michael’s Woolmer Green School, London Road,
   Woolmer Green, Herts. SG3 6JP
   Telephone: 01438 815003
   website: www.stmichaelspreschool.org
   Deputy Leader Job Description
     * 
       Ensure children attending the pre-school have the best start in
       life by providing a safe, welcoming, high quality, inclusive early
       education environment, working to improve the ability to learn,
       and improve the health and social development of children.
     * 
       To ensure that the pre-school is a safe environment for children,
       staff and others, that equipment is safe, standards of hygiene are
       high, safety procedures are implemented, and fire drills are
       regularly practiced.
     * 
       To keep completely confidential any information regarding the
       children, their families or other staff which is acquired as part
       of the job.
     * 
       To help set up the pre-school for the daily programme and to help
       tidy away at the end of the session.
     * 
       Support the leader and when required in a variety of workshop,
       trips, planning and staff training.
     * 
       To lead daily sessions of planned activities and play
       opportunities.
     * 
       Innovatively support and extend play experiences to ensure early
       outcomes are achieved based around childrens interests and key
       life skills needed.
     * 
       To assist in the responsibility of drawing up the long term,
       medium term and sessional curriculum plans, which ensure that each
       child is working towards early learning outcomes; to help monitor
       the effectiveness of the pre-school curriculum based on children
       interests and the health and well-being knowledge needed to gain
       important life skills.
     * 
       To provide a high quality of teaching, ensuring that staff are
       properly deployed and offer appropriate stimulation and support to
       the children.
     * 
       Support staff to plan activities of child interest and when
       applicable, learning themes.
     * 
       To act as a key person to a small group of children, liaising
       closely with parents/carers and ensuring each child's needs are
       recognised and met. Informing them about the pre-school and its
       curriculum, exchanging information about children’s progress and
       encouraging parent/carers’ involvement.
     * 
       To implement systems of observation and record-keeping so that
       children’s attainment and progress are regularly assessed; to help
       monitor the effectiveness of assessment procedures.
     * 
       To ensure records are properly maintained, accident and incident
       book, policies, procedure and risk assessments.
     * 
       To advise the pre-school leader of any concerns e.g. over
       children, child protection, parents/carers or the safety of
       equipment, preserving confidentiality as necessary.
     * 
       To be aware of any special needs a child may have and to
       familiarise oneself with relevant play and learning plans.
       Implement unique support plan to help with progression
     * 
       To attend training courses and meetings (staff & Committee) as
       required.
     * 
       To manage the pre-school petty cash system.
     * 
       To ensure the economic use of resources and materials and maintain
       and order supplies throughout the year.
     * 
       To keep up to date with current good practice, government and
       local authority guidelines.
     * 
       To liase with outside agencies for resources, maintenance
       requirements and outdoor planned activities.
     * 
       To liase with the management committee and other professionals as
       necessary and ensure that all legal and statutory requirements are
       implemented.
     * 
       To assist in supervision/mentoring of staff on a daily basis and
       to participate in staff supervision meetings and appraisals.
     * 
       Identify training needs for staff and source training.
     * 
       To undertake any other reasonable duties as directed by the
       Pre-school leader, management committee in accordance with the
       pre-school business plan/objectives.
     * 
       To undertake the role of Pre-school leader in the absence of the
       leader.
     * 
       Actively promote the pre-school within the community through
       social media platforms and fundraising events.
   Parents
     * 
       In consultation with the Manager, the Deputy must work in
       partnership with families to promote and facilitate positive
       parenting and the enhancement of the role of parents as ‘first
       educators’
     * 
       To develop loyalty and commitment of parents and build a
       relationship of trust with them and ensure their satisfaction with
       the pre-school service.
     * 
       To ensure the Key Person practice is regularly communicated to
       parents and parents are invited to play an active role in their
       children’s care and learning.
     * 
       In consultation with the Manager, the Deputy must be proactive and
       seek to resolve parents’ concerns or complaints promptly.
   R egistered charity no: 1102358 Ofsted registration no:
   EY272315
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