	THE PARTNERSHIP TRUST
JOB DESCRIPTION

	CASTLE PRIMARY SCHOOL

	POST TITLE:  
Pre-School Manager  
	GRADE: 6 SCP 18-22

	RESPONSIBLE TO: 
                                 Early Years Leader & SLT

	DATE:  June 2026


1. JOB PURPOSE

Manager:

To deliver and ensure a high standard of learning, development and care for children aged 3-4 years. This will involve planning, preparing and monitoring learning opportunities; managing staff within pre-school and developing partnerships with parents to increase involvement in their child’s development.
2. MAIN DUTIES AND RESPONSIBILITIES

Management role
1 Overall day to day management responsibility. Responsible for the efficient running and overall delivery of the highest possible standards of learning, development and care.

2 Create a safe, caring, stimulating learning environment both indoors and outdoors in which children and adults are valued.
3 Ensure safety and well-being of children and staff is paramount at all times.

4 Plan an appropriate play based EYFS curriculum enabling children to make individual progress and working towards ELG.

5 Make learning exciting, challenging and fun.

6 Ensure OFSTED requirements are met at all times.

7 Comply with child protection legislation and work within the Code of Practice for SEN.

8 Manage, supervise and support pre-school staff and delegate tasks as required.

9 Work with other professionals for the benefit of children and families.

10 Ensure staff understand and follow policies and procedures.

11 Organise key person system

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

13 Conduct staff appraisals and identify training needs.

14 Ensure all records are properly maintained, confidential and kept in a safe place. Including register, accident records, CPOMS, etc.
15 Set up Seesaw for parents and staff-monitor observations.

16 Organise Parents Evening three times a year and other events throughout the year (bedtime stories and trips, etc)
17 Add to weekly newsletter

19 Work in partnership with EYFS lead, updating and reviewing planning, learning environment and training needs.
20 Have an overview of Health & Safety in the setting (and current legislation) 
21 Manage all resources; ordering and monitoring.
22 Attend in-service training and meetings as required.

22 Work closely with the Office Manager regarding admissions and contacting new families and arranging visits


Support for children 
23 Assess the needs of pupils and use detailed knowledge and specialist skills to support pupils’ learning.

24 Ensure special needs and requirements of Individual children are known by staff.

25 Establish constructive working relationships with pupils, acting as a role model and setting high expectations.

26 Develop and implement One Page Profiles/EHCPs/My Plans and personal care programmes.

27 Promote the inclusion and acceptance of all pupils.

28 Support pupils consistently whilst recognising and responding to their individual needs.

29 Encourage pupils to interact and work co-operatively with others and engage all pupils in activities.

30 Set challenging and demanding expectations and promote self-esteem and independence.

31 Employ strategies to recognise and reward achievement of self-reliance.

32 Provide feedback to pupils in relation to progress and achievement.
33 Recognise the needs of the wider family and signpost to support if needed.

34 Support children’s PSE needs using the Thrive approach.
Support for the school
35 Comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting concerns to an appropriate person.

36 Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop.

37 Contribute to the overall ethos/work/aims of the school.

38 Establish constructive relationships and communicate with other agencies/professionals, in liaison with the teacher, to support achievement and progress of pupils.

39 Take the initiative as appropriate to develop appropriate multi-agency approaches to supporting pupils.

40 Recognise own strengths and areas of specialist expertise and use these to lead, advise and support others.

41 Work constructively as part of a team, understanding Pre-School roles and responsibilities and your own position within these.

42 To undertake other relevant duties allocated at the discretion of the Headteacher or other designated supervisor.

Person Specification
Essential criteria:
· 3 years proven experience of working in a pre-school setting

· Minimum of Level 4/5 appropriate qualification

· Excellent understanding of child development and of children’s needs

· Ability to plan and implement a pre-school curriculum

· Demonstrable and detailed knowledge of current legislation relevant to the early years.

· Ability to work with parents and to encourage their involvement

· Ability to lead and manage a team of adults

· Commitment to equal opportunities and understanding of religious and cultural diversity

· Ability to write clear reports

· Willingness to work towards Level 6

Desirable criteria:
· Pre-school leadership experience

· Level 6 qualification
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