
 

Billinge House, Preston New Road 

Blackburn, BB2 6PS  

Tel:  01254 686590 

www.westholmeschool.com 

 

Nursery and Pre School Manager 
Full-time post required for March 2019 

 

Westholme School, established in 1923, is a successful independent school located on the rural outskirts 

of Blackburn. The school is based across three sites, providing a first class education to over 700 

children up to 18 years.  Close collaboration between Nursery, Pre School and Reception is a 

fundamental strength of our Early Years’ provision. 

At Westholme there has been considerable investment in facilities, resources and IT in recent years, all 

of which have enriched the provision for children.  As an all-through school, the benefits of excellent 

resources, facilities, support staff and most importantly shared ethos and values, are evident at every 

site.  Academic standards are very good with high expectations and committed teaching delivered across 

our broad curriculum. Sport, Music and Drama play an important part in our core and extended 

curriculum with many children involved in these areas and more besides. We pride ourselves on our 

outstanding pastoral care for all our pupils along with support for parents and families within our 

community. 

Westholme is a unique place to work and to learn.  There is a sincere emphasis about being one school; 

children know who they are here, they are secure in their abilities and there is a considerable level of 

self-motivation from the Early Years through to Year 6.  Teachers and the support staff team are 

supportive and dedicated to ensuring that children are happy and secure. We encourage traditional 

values; pupils are hardworking, articulate and confident with good manners and a love of learning. 

Parents are keen to be involved in their child’s learning and School life.  Communication is strong 

between home and School and many families enjoy our welcoming atmosphere. 

 

About the Early Years 

In Early Years, children follow a programme based on the Early Years’ Foundation Stage. This 

framework focuses on the learning, development and care for children.  It is divided into the seven areas 

of learning and development.  Links from Nursery through to Pre School, Reception and Key Stage 1 

are strong, through sharing good practice and close collaboration.  Children are encouraged to develop 

as independent learners across a wide and varied curriculum, engaging in investigative and practical 

activities and working both individually and collaboratively.  Guided by teachers, Early Years’ 

Practitioners and experienced Teaching Assistants, the children learn to co-operate with others in all 

aspects of their development – social, emotional, physical and intellectual.  There is a splendid outdoor 

play area where they freely explore and investigate the world beyond the classroom. Music and PE are 

taught by specialist teachers in the Early Years, with the addition of swimming from Pre School age. 

http://www.westholmeschool.com/


 

The Post 

Accountable to: Headteacher (Westholme Infant School) and Principal. 

Salary: Remuneration will be between £25,000 and £32,500 based on level of experience and 

qualifications. 

Purpose of Job: The Manager will oversee the operation of the Nursery and Pre School to the highest 

standards, ensuring that the best possible education and care are provided. 

The post is currently full-time, over 50 weeks of the year, with normal working hours between 7.30am 

to 6.00pm.  However, there is potential for some flexibility regarding hours and holidays. To reflect 

this, salary will be competitive and commensurate with the final agreed working pattern. 

The Governors provide all lunches (tea, coffee etc) and other amenities free of charge.   

Primary Purpose: 

 To lead the effective day-to-day management of the Nursery and Pre School. 

 To ensure the ethos of the school is embedded within the Nursery and Pre School practice. 

 To ensure the EYFS statutory and non-statutory guidance is promoted and delivered in line with 

ISI and OFSTED, where appropriate. 

 To ensure that EYFS requirements, health and safety requirements and safeguarding procedures 

are fully embedded in practice.  

 To lead and support staff members to meet the needs of each individual child in line with the 

school’s aims and objectives. 

 To communicate sensitively and effectively with children, parents and staff, using a good 

standard of spoken and written English. 

 To work closely with the EYFS Lead and Infant Leadership Team. 

 To report to the Headteacher or Principal where necessary. 

 

Roles and Responsibilities: 

 To interpret policies and procedures thoughtfully and consistently, contributing to the reviewing 

and updating where necessary. 

 To lead the team in planning and assessment, tracking children’s development in order to ensure 

that these systems meet the needs of every child. 

 To monitor the effectiveness of practice, consistently reflecting, evaluating and driving 

improvement where necessary. 

 To work in partnership with parents, establishing fair, respectful, trusting and constructive 

relationships. 

 To liaise with key workers to write progress reports and deliver progress appointments with 

parents. 

 To ensure that key workers keep their children’s records updated regularly and share information 

with parents on a regular basis. 

 To contribute to the work of a multi-professional team and where appropriate, work with agreed 

programmes to benefit children’s learning, development and wellbeing. 

 To induct, safeguard, mentor, appraise and support staff and students, ensuring that they 

experience appropriate role modelling of good practice within the setting. 

 To lead discussions, hold training workshops and direct team or network meetings. 

 To establish and sustain collaborative and co-operative working between staff members and the 

wider EYFS and Infant team. 

 To take a lead role in developing specific areas of provision.  For example: improving parent 

partnerships, further embedding equality and inclusion in everyday practice, developing 

provision for children with English as an additional language, enhancing our provision for Speech 

and Language development, meeting the individual needs of all children through ‘next steps’ 

planning, enhancing the quality indoor and outdoor continuous provision. 

 To attend events and open days and school events as requested by the Headteacher, Principal and 

Governors.  



 To liaise with OFSTED and ISI if and when required. 

 

All members of staff within the setting are expected to: 

 Respect the confidentiality of information received. 

 Follow the Nursery and Pre School and School policies and procedures. 

 Be mindful of the high profile of the Nursery and Pre School and to uphold its standards at all 

times. 

 Respond positively to any reasonable request from the management. 

 Participate in the agreed system of appraisal i.e. annual performance reviews, supervision 

appointments. 

 Attend and contribute when required to all out of working hours activities e.g. staff meetings, 

training, parents meetings, open days etc. 

 

Curriculum and Environment: 

 Contribute to the creation of a safe, caring and stimulating environment indoors and out, in which 

children feel safe and valued. 

 Help to ensure the provision of a high quality environment to meet the needs of individual 

children from differing cultures, religious backgrounds and stages of development. 

 Contribute to a programme of experiences to support and challenge all children. 

 

Routines: 

 Prepare snacks, meals and help in cleaning of equipment. 

 Ensure that the children’s mealtimes are times of pleasant sharing. 

 Provide comfort and warmth to an ill child. 

 Wash and change children as required. 

 Ensure that all areas are kept clean and hygienic at all times and to follow high standards of 

personal hygiene. 

 Be flexible and adaptable with regard to the daily routine whenever necessary. 

 

Partnerships: 

 Be professional, friendly, helpful and approachable to children, parents, students, staff and 

visitors at all times. 

 Offer support and assistance to other team members. 

 Establish good relationships with the parents/carers and professionals from external agencies. 

 

Applicant skills, attributes and qualifications: 

The successful candidate will need to be/have:- 

 

 First rate interpersonal skills 

 Sympathy with the ethos of an Independent School 

 Attuned to the needs of young children 

 Highly organised  

 Able to absorb pressure with a smile  

 Smartly presented and punctual  

 Resourceful and able to make decisions 

 Adept at managing and prioritising a diverse and varied workload 

 Personable and confident 

 High level of integrity 

 Strong written, IT and verbal communication skills 



 Adaptability and to treat change proactively and with positivity 

The successful candidate will show commitment and enthusiasm for pre school education and care, 

possess the skills required to lead and support the work of the Nursery and Pre School practitioners.  

He/she should have the relevant experience of working with young children and should also be suitably 

qualified, according to OFSTED regulations, to be the person in charge of day care. Suitable 

qualifications include: 

 Diploma in Nursery and Pre School Nursing 

 BTEC National Diploma in Early Childhood Studies 

 NVQ Level 3 in Childcare and Education 

 QTS 

 Teaching Certificate 

 

Applications should be made via an application form for Support Staff (which can be found on the 

school website) and should be sent to Rebecca Barnett, Headteacher no later than 10.00am on 

Thursday 31st January 2019.  Interviews will be held shortly afterwards. Applicants who have heard 

nothing by February 6th should assume they have been unsuccessful.  We are looking for the chosen 

candidate to start as soon as they are able to from March. 

Applicants who wish for further details can telephone the Head of Infants, Mrs Rebecca Barnett on 

01254 686590. 

  

Because of the nature of this job, it will be necessary for the appropriate level of Disclosure and Barring 

(DBS) to be undertaken. Therefore, it is essential in making your application you disclose whether you 

have any pending charges, convictions, bind-overs or cautions and, if so, for which offences, or if you 

live in a household where a person has been disqualified from working with children.  (Childcare Act 

2006) This post will be exempt from the provisions of Section 4 (2) of the Rehabilitation of Offenders 

Act 1974. Therefore, applicants are not entitled to withhold information about convictions which for 

other purposes are ‘spent’ under the provision of the Act, and, in the event of the employment being 

taken up; any failure to disclose such convictions will result in dismissal or disciplinary action. The 

fact that a pending charge, conviction, bind-over or caution has been recorded against you will not 

necessarily debar you from consideration for this appointment.  

 

Westholme School is committed to safeguarding and promoting the welfare of children and all staff 

must share this commitment – please refer to our Safer Recruitment and Safeguarding policies on the 

website. 

 

Westholme School is committed to equality of opportunity in all areas of its work. All individuals will 

be treated in a fair and equal manner and in accordance with the law regardless of gender, marital 

status, race, religion, colour, age, disability or sexual orientation. 

 

 

 

LMH/REB 

           January 2019 


