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WOODPECKERS PRE-SCHOOL
JOB DESCRIPTION
JOB TITLE: Supervisor
Date:	December 2025	
Hours: 8.15am - 4.15pm, Monday to Friday, Term Time Only.		
Woodpeckers Pre-school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
Job Purpose
1. To be responsible for the development and daily management of the pre-school providing a safe, caring and stimulating environment for children aged 2 – 5 years of age.
2. To build links and work in partnership with parents, carers and professionals to promote the well-being of children.
3. To supervise and support all the staff, students and volunteers to achieve high standards of practice.
4. To develop and implement Early Years Curriculum Plans with support from the Deputy Supervisor and early years practitioners.
5. To develop, implement and review the policies, procedures and practices within the Setting.
___________________________________________________________________
Context:
· Working with children
· Working with staff and volunteers
· Working in partnership with parents and/or carers
· Working in partnership and liaising with other outside agencies
Responsible to:
· Chair Person / Management Committee
Hours of Work: 8.15am - 4.15pm, Monday to Friday, Term Time Only.
Pay: Dependant on qualification and experience
Probationary period: 6 weeks
Early Years Practitioner Job Description
KEY RESPONSIBILITIES:
1. STAFF MANAGEMENT/TEAM DEVELOPMENT

· To ensure safeguarding policy, procedure and guidance in accordance with local and national guidance/legislation are in place.
· To create and maintain a culture where all staff, students and volunteers are able to raise concerns about poor or unsafe practice and have the concerns addressed in a sensitive and timely way.
· Act as Designated Safeguarding Children Officer and Online Safety Officer working with other professionals in the identification and monitoring of child abuse and the management of appropriate care programmes ensuring that guidelines for Safeguarding Children are adhered to and develop relationships with external agencies and professionals to ensure adequate care of the children is maintained.
· Recruit, induct, supervise and appraise all setting staff as appropriate and in accordance with the setting policies, procedures and standards, prioritising safeguarding, eg safer recruitment and safer working practices.
· Maintain staff records and liaise with the committee to ensure that all staff members have contracts and the correct procedures relating to recruitment and employment are followed.
· Ensure all staff have appropriate references and enhanced DBS checks before starting employment.
· Safeguarding – understand and adhere to the setting’s safeguarding policies and follow procedures to keep children safe and secure and ensure that others at the setting are adhering to the policy.
· Ensure all staff, students, volunteers and regular visitors are fully aware of the safeguarding and child protection policies and procedures, including ‘whistle blowing’ and allegations against staff and that these policies are reviewed and updated on an annual basis or in line with any changes to local or national guidance/legislation.
· Ensure procedures for managing allegations and concerns raised about adults are in place, understood and followed in line with Local Authority Designated Officer (LADO).
· To undertake the daily management of the Pre-School to ensure that high standards are developed and maintained throughout and provide appropriate activities to ensure that whilst in the pre-school, children receive physical, emotional, social and intellectual development, giving consideration to families ethnic, cultural and linguistic backgrounds whilst maintaining relationships with parents and carers on the admission, care and education of children to ensure that the diverse needs of the children are met.

· Keep abreast of legislation, guidelines, policies, etc to ensure the Early Years Foundation Stage statutory requirements are adhered too.
· Act as Health and Safety Officer.  To develop and regularly review a set of policies and procedures to be followed within the pre-school to ensure compliance with legislation and regulations and be aware of Health and Safety regulations to ensure the pre-school is kept to the required standard of cleanliness and hygiene and be responsible for all Health and Safety matters in the pre-school to ensure the well-being of children, staff and visitors.
· Assist the Committee in securing Ofsted registration in order to provide consistent quality of service and be responsible for the preparation for Ofsted inspections and action any recommendations that may result from inspection to ensure that the pre-school is run within national guidelines.
· Review policies, procedures, operational plan and settings self-evaluation form (SEF) as necessary, ensuring documents are shared and accessible.
· Support staff in the development and maintenance of appropriate planning, observation and assessment procedures to ensure a consistent service and develop, with staff, a recording system for individual children which can be shared with parents and other professionals and agencies enabling improvements to working methods and services. 
· Ensure that appropriate records and administration systems, including the children’s families, staff, registers, health and safety, etc are maintained to ensure confidentiality of information.
· Maintain a self-evaluation File for evidence for Ofsted.
· Supervise and provide advice, guidance and training to early year’s practitioners and volunteers, as well as students, trainees and others on work placement/work experience placements to ensure they receive the appropriate induction, support, training and guidance and establish relationships with colleges and schools as necessary in order that their activities are co-ordinated
· Actively promote and facilitate relevant staff training, motivate staff and maintain a training plan.
· Co-ordinate staff meetings as appropriate, including agendas, training and planning and minutes are in place.
· Prepare reports to share with the Committee as required.
· Regularly communicate with families through letters and notices in the setting about pre-school activities, trips, parties, and general news.  Where children’s parents do not live together, ensure that both parties receive information.
· Organise outings and special events, ensuring risk assessments are carried out before events.



2. CHILDCARE AND EDUCATION
Support the emotional, physical, social, spiritual and intellectual needs of all children attending the setting.
To respect the confidentiality of children and their families.
To co-ordinate and monitor smooth transitions between providers, both other early year’s settings and primary schools and where a child attends more than one setting ensure there is a regular two-way flow of information between providers.
Act as a key worker for designated children, meeting the requirements of the Key Person Role to the highest standard.   This role includes
· Supervision of children to ensure health and safety at all times.
· Forming warm relationships with key children, ensuring their well-being and emotional needs are being planned for and supported in the setting.
· Create positive working relationships and partnerships with parents and/or carers and promote parental involvement supporting children’s learning in the home environment.
· Liaise and exchange information with parent/carers on child's progress.
· Observe, extend and support children’s learning, promoting critical thinking, playing and exploring and active learning.
· Maintaining accurate and effective children’s records (Learning Journals).
· Plan, prepare and deliver activities and experiences which promote children’s learning and development using the Early Years Foundation Stage 2025.
· To ensure all activities reflect positively the linguistic, religious and cultural diversity of the community.
· Support the staff member in the role of Special Educational Needs Co-ordinator (SENCO) and work in partnership with other agencies and professionals as appropriate, eg Speech and Language Therapist (SALT), Ofsted, Children’s Centres, Staff, etc.
· Demonstrate good practice in supporting children with additional needs and inclusion (this may include the administration of medication, blood glucose tests and/or insulin/adrenaline injections), once trained by an appropriate health professional.

3.  BUSINESS DEVELOPMENT AND ADMINISTRATION

· Monitor the number of places being used in the pre-school; receive initial enquires for places, issue information and manage administrations into the pre-school, ensuring that all forms are completed correctly before admission in order to ensure that the pre-school is run efficiently and children’s individual needs are met.


· Oversee the purpose and maintenance of equipment to ensure that the pre-school is suitably equipped within the allocated budget and maintain up to date records of resources.
· Be aware of and act accordingly to current legislation and guidance on policy and procedures.
· Be responsible for all administrative duties, eg child registration, ordering equipment, and record keeping.
· Co-ordinate Free Entitlement Funding Claims with KCC and ensure claims are made on time
· Co-ordinate fees and invoices with Treasurer, ensuring families are correctly invoiced for hours they attend at the setting.
· Manage and monitor children’s education and development records
· Promote the vision statement of the pre-school,  and aims and objectives of the setting.
· Support the Committee in Fund Raising Activities.

4. LEARNING AND DEVELOPMENT

· Attend staff meetings and engage in self-development appraisals and supervisions.
· Demonstrate a willingness to attend training and take opportunities for continuous professional development.
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PERSON SPECIFICATION – SUPERVISOR

Desirable/
Essential	

Education and Training
D		Qualified to Degree Level or working towards this specification.
E	       	Level 3 qualification
E		GCSE C Grade English and Maths
D		Health and Safety Training
E		12 Paediatric First Aid Training or willingness to gain qualification
D		Nominated Person for Child Protection Training/Safeguarding Training
D		E-Safety Training
D		Safe Recruit and Selection Training
D		Equal Opportunities Training

		Relevant Experience and Knowledge
E		Minimum 2 years experience in supervisory or managerial post in an 
		early years and childcare setting.
E		Experience and knowledge of the Early Years Foundation Stage
E	Knowledge and experience of early years policies and procedures especially relating to safeguarding children, health and safety, security, equal opportunities and confidentiality.
E	Ability to manage a budget
E	Ability to use a variety of ICT packages and basic technology
Experience and understanding of multi-agency and partnership 
working.
E		Experience of working with children with special education needs and
		Disabilities.

	Competencies
E	Excellent interpersonal and leadership skills
E	Ability to prioritise, organise and delegate tasks as required
E	Ability to communicate effectively, verbally and in writing
E	Ability to work effectively with parents and partners
E	Ability to work in a busy and demand environment
E	Ability to model, promote and embed high standards of safe working practices and challenge when necessary

PERSON SPECIFICATION – SUPERVISOR continued


Desirable/
Essential	


Person qualities and Social Skills
E	Enthusiasm for providing the highest quality care and education
E	Demonstrate a standard of safe working practice
E	Ability to develop and maintain effective working relationships with colleagues, parents and outside agencies
E	Ability to maintain emotional resilience in working with challenging behaviour
E	Demonstrate respect for appropriate boundaries and authorities
E		Candidates need to be physically fit; a large amount of the job involves 
		Getting down to children’s level, involving bending, lifting children, 
		being on your knees, etc


	General
E	Ability to maintain confidentiality at all times.
E	To keep abreast of childcare legislation
E	To liaise with internal and external agencies in relation to childcare issues
E	Demonstrate an understanding and commitment to equal opportunities
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APPLICATION FORM


Please complete all sections


Position: ................................................................................



Surname: ................................................. Title (Mr, Mrs, Miss, Ms, etc) ................


Forename(s) ........................................................................


Address: 

......................................................................................................................................

.......................................................................................................................................

.......................................................................................................................................

.......................................................................................................................................


Postcode : ..............................................................


Telephone Number:	Home .......................................................

  	Work: .......................................................

                                   	Mobile: ....................................................


Email address: .........................................................................................................


GENERAL EDUCATION AND PROFESSIONAL QUALIFICATIONS:
Please give dates, subjects studied, level/grade obtained and name of training establishment attended – also include any qualifications currently being studied for and expected date of completion.



















EMPLOYMENT HISTORY
Please state current or most recent first.  Give employer’s name and address, dates of employment (from and to), positions held, salary and reason for leaving.  Please provide an explanation for any gaps in employment.






















1.  This job involves access to children and is therefore exempt from the Rehabilitation of Offenders Act, 1974. Please declare any convictions and/or cautions or court orders which may disqualify you from working with children  or affect your suitability to do so, even if these convictions/cautions/court orders would be regarded as “spent” under this act.



 

2.  Please give us an example of a team you have worked in and how you personally contributed to the success of that team.
	















3.  In your opinion, what makes you the ideal candidate for this position?
















4. In your experience, what methods work best in accurately assessing and recording child development?











5.  As early practitioners, we have a duty to safeguard children.  Do you have current specific safeguarding training and are you confident in dealing with safeguarding issues?













6.  Is there any other information you would like to share with us?





















REFERENCES
Please give details of two people we may approach for a reference.  One must be your current or last employer.


Reference One

Name: ................................................................

Position: ............................................................

Address: .......................................................................................................................

.......................................................................................................................................

.......................................................................................................................................

Postcode: ......................................................   Telephone Number .............................

Email: ............................................................................................................................




Reference Two

Name: ................................................................

Position: ............................................................

Address: .......................................................................................................................

.......................................................................................................................................

.......................................................................................................................................

Postcode: ......................................................   Telephone Number .............................

Email: ............................................................................................................................




Woodpeckers Pre-School is committed to safeguarding and promoting the welfare of children and applicants must be willing to undergo child protection screening appropriate to the post, including references from past employers and an enhanced Disclosure and Barring Service Check.
Woodpeckers Pre-School is an equal opportunities employer and welcomes applications from all members of the community.

ADDITIONAL INFORMATION:


How much notice are you required to give? ................................................................


Where did you learn of this vacancy? ..........................................................................


Have you previously applied for a position at Woodpeckers Pre-School before? 

If yes, please give details ..............................................................................................


Do you hold a current, clean driving licence? ...............................................................


Do you have the right to work in the UK without a work permit? ..................................


Are you related to a member of our current team? .......................................................

If yes, please give details ..............................................................................................

.......................................................................................................................................


Have you had a conviction, or are you currently subject to criminal proceedings in 

the UK or overseas? If yes, when did this take place and what was the charge? 

.......................................................................................................................................

.......................................................................................................................................


I certify that the above information is correct and accept that false information given may result in the termination of any subsequent employment gained.



Signature: .................................................   Date: ......................................................



PLEASE RETURN YOUR COMPLETED APPLICATION FORM BY THE CLOSING DATE TO  Steven White Woodpeckers Pre-School, Quaker Lane, Cranbrook, Kent, TN17 2HF or via email to WoodpeckersChair@gmail.com

Woodpeckers Pre-School

Privacy Notice for Employees, Committee Members and Volunteers
This notice explains what personal data (information) we hold about you, how we collect, how we use and may share information about you.  We are required to give you this information under data protection law.
Who are we?
[bookmark: _heading=h.ukwprfr5rgkx]Woodpeckers Pre-School collects, uses and is responsible for certain personal information about you. When we do so we are regulated under the General Data Protection Regulation which applies across the European Union (including in the United Kingdom) and we are responsible as ‘controller’ of that personal information for the purposes of those laws. Our Data Protection Officer is Mandy Swift.
The personal information we collect and use
Information collected by us
In the course of employing staff in our pre-school we collect the following personal information when you provide it to us:
· Personal information (such as name, address, contact details, employee or teacher number, national insurance number)
· Characteristics (such as gender, age, ethnic group)
· Contract information (such as start dates, hours worked, post, roles, salary information, invoices)  
· Work absence information (such as number of absences and reasons)
· Qualifications (and, where relevant, subjects taught)
· Relevant medical information




How we use your personal information:
We use your personal information to: 
· Enable individuals to be paid
· Support pension payments and calculations
· Enable sickness monitoring 
· Enable leave payments (such as sick pay and maternity leave)
· Develop a comprehensive picture of the workforce and how it is deployed
· Inform the development of recruitment and retention policies
· Inform financial audits of the school
· Fulfil our duty of care towards our staff
· Inform national workforce policy monitoring and development

[bookmark: _heading=h.e8sjuki823um]How long your personal data will be kept

We will hold your personal information for 6 years in line with KCC’s personnel retention record keeping guidelines.

Reasons we can collect and use your personal information

We rely on having a legitimate reason as your employer to collect and use your personal information, and to comply with our statutory obligations, and to carry out tasks in the public interest. If we need to collect special category (sensitive) personal information, we rely upon reasons of substantial public interest (equality of opportunity or treatment).

We are required to share information about our workforce members under section 5 of the Education (Supply of Information about the School Workforce) (England) Regulations 2007 and amendments.
Who we share your personal information with

· Department for Education (DfE) 
· Kent County Council Schools Financial Services
· Commissioned providers of personnel and payroll services 

We will share personal information with law enforcement or other authorities if required by applicable law.

The DfE collects and processes personal data relating to those employed by schools (including Multi Academy Trusts) and local authorities that work in state funded schools (including all maintained schools, all academies and free schools and all special schools including Pupil Referral Units and Alternative Provision). All state funded schools are required to make a census submission because it is a statutory return under sections 113 and 114 of the Education Act 2005.

The DfE may share information about school employees with third parties who promote the education or well-being of children or the effective deployment of school staff in England by:
· conducting research or analysis
· producing statistics
· providing information, advice or guidance

The DfE has robust processes in place to ensure the confidentiality of our data is maintained and there are stringent controls in place regarding access and use of the data. Decisions on whether DfE releases data to third parties are subject to a strict approval process and based on a detailed assessment of:
· who is requesting the data
· the purpose for which it is required
· the level and sensitivity of data requested: and 
· the arrangements in place to store and handle the data 

To be granted access to school workforce information, organisations must comply with its strict terms and conditions covering the confidentiality and handling of the data, security arrangements and retention and use of the data.
Your Rights
Under the GDPR you have rights which you can exercise free of charge which allow you to:
· Know what we are doing with your information and why we are doing it
· Ask to see what information we hold about you (Subject Access Requests)
· Ask us to correct any mistakes in the information we hold about you
· Object to direct marketing
· Make a complaint to the Information Commissioners Office
· Withdraw consent (if applicable)




Depending on our reason for using your information you may also be entitled to:
· Ask us to delete information we hold about you
· Have your information transferred electronically to yourself or to another organisation
· Object to decisions being made that significantly affect you
· Object to how we are using your information
· Stop us using your information in certain ways

We will always seek to comply with your request however we may be required to hold or use your information to comply with legal duties. Please note: your request may delay or prevent us delivering a service to you.
For further information about your rights, including the circumstances in which they apply, see the guidance from the UK Information Commissioners Office (ICO) on individuals’ rights under the General Data Protection Regulation.
If you would like to exercise a right, please contact Mandy Swift, the Data Protection Officer.
Keeping your personal information secure
We have appropriate security measures in place to prevent personal information from being accidentally lost, or used or accessed in an unauthorised way. We limit access to your personal information to those who have a genuine business need to know it. Those processing your information will do so only in an authorised manner and are subject to a duty of confidentiality.
We also have procedures in place to deal with any suspected data security breach. We will notify you and any applicable regulator of a suspected data security breach where we are legally required to do so.
Who to Contact and Where to go for Further Information
Please contact Mandy Swift, the Data Protection Officer to exercise any of your rights, or if you have a complaint about why your information has been collected, how it has been used or how long we have kept it for.
If you would like to get a copy of the information about you that KCC shares with the DfE or how they use your information, please contact the Information Resilience and Transparency Team at data.protection@kent.gov.uk.
The General Data Protection Regulation also gives you right to lodge a complaint with a supervisory authority. The supervisory authority in the UK is the Information Commissioner who may be contacted at https://ico.org.uk/concerns or telephone 03031 231113.
For further information visit https://www.kent.gov.uk/about-the-council/about-the-website/privacy-statement

For further information about how the Department for Education uses your information:
To find out more about the staff information we share with the DfE, for the purpose of data collections, go to https://www.gov.uk/education/school-workforce-censuses
 
For more information about the DfE’s data sharing process, please visit: 
https://www.gov.uk/data-protection-how-we-collect-and-share-research-data 

For information about which organisations the department has provided pupil information, (and for which project), please visit the following website: https://www.gov.uk/government/publications/national-pupil-database-requests-received

To contact DfE: https://www.gov.uk/contact-dfe
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