
 
 

Westholme Junior School 
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Preston New Road  
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email: infantschool@westholmeschool.com 
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Required for September 2020 

Pre School Deputy Manager  

 

Application forms and full details are available from the School’s website 

www.westholmeschool.com, telephone 01254 297390 or email: 

infantschool@westholmeschool.com  or juniorschool@westholmeschool.com 
 
Westholme School, established in 1923, is a successful independent school located on the rural outskirts 

of Blackburn. The school is based across 2 sites, providing a first class education to around 650 pupils, 

aged 3 - 18 years.  Close collaboration between Pre School and Reception is a fundamental strength of 

our Early Years’ provision. 

 

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 and renewed 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. 
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At Westholme we pride ourselves on our holistic approach to education where boys and girls are 

encouraged to fulfil their potential in all aspects of the curriculum and beyond.  Links between all sites 

are strong and integrated with shared teaching and facilities. 

 

About the School 

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 from birth to five.  It is divided 

into the seven areas of learning and development.  Links between 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 wonderful 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. 

 

 
Job Purpose and  
Accountability Responsibility to the: Pre School Manager, Early Years Leader, 

Deputy Headteacher, Headteacher and Principal 

 The Deputy Pre School Manager works together with the Pre School 

Manager to lead and manage provision. This is a full-time position 

working 40 hours per week between 7.30am – 6.00pm on a rota basis. 

 

• To assist the Manager in providing effective day to day management 

of the Pre School. 

• To manage Pre School in the absence of the Pre School Manager. 

• To ensure the ethos of the school is embedded within Pre School 

practice. 

• To ensure that the EYFS statutory and non-statutory guidance is 

promoted in line with ISI. 

• To be a named key holder, having responsibility for the opening up 

and locking up if needed, in the absence of a Manger and the 

maintenance staff. 

• To liaise with ISI if required. 

• To lead and support staff members within the setting. 

• To support the Pre School Manger and other senior staff in working 

towards the School’s development targets. 

• To report to the Early Years Leader, Deputy Headteacher, Headteacher 

or Principal where necessary. 

• To model and lead positive relationships in the Early Years setting. 

• Lead the promotion of health, safety and wellbeing of the children 

within the provision. 

• To be accountable to the Senior Management Team. 

 

 
Duties and  



Responsibilities 
 
Specific 

• To take a lead role in developing specific areas of provision (to be 

specified on appointment), for example: developing and embedding 

parent partnerships, meeting the individual needs of all children 

through ‘next step’ planning, enhancing the quality of indoor and 

outdoor continuous provision and being innovative in taking the setting 

forward. 

General 

• Have a child centred approach to the management of the provision. 

• Demonstrate and lead good practice with the team and ensure 

compliance with the EYFS framework. 

• Encourage and model appropriate behaviour and expectations. 

• Maintain and review accurate and effective children’s records. 

• Respond appropriately to any issues requiring confidentiality.  

• Lead, promote and implement policies relating to diversity and equality. 

• Work with the team to manage the smooth running of the settings day. 

• Lead and promote parent partnership. 

• Actively promote Westholme to current parents and potential 

customers. 

• Be involved with parent events and ensure participation of the team. 

• Work with other agencies to support children. 

• Implement Westholme policies and procedures to ensure compliance 

with the Early Years Foundation Stage (EYFS) and other statutory 

requirements. 

• Work with senior management to lead and organise the settings 

observation and planning process to ensure children’s needs and 

interests are met. 

• Ensure that children are kept safe and that where necessary follow child 

protection procedures. 

• Practise and role model positive behaviour management techniques. 

• Work with the team and support the Manger to achieve a good or 

better inspection outcome. 

• Contribute to, attend and encourage the team to participate in training 

sessions and staff meetings necessary for continuing professional 

development. 

• Be responsible for and encourage participation in all self development 

activities including appraisal and supervisions. 

• When managing the setting, deploy staff effectively to maintain staffing 

ratios in accordance with statutory regulations. 

• To keep up to date with current EYFS requirement, policies, guidance 

on safeguarding and Health and Safety and to promote the wellbeing of 



children and be responsible for ensuring that they are reflected in the 

practice and policies of the setting. 

• To work in partnership with parents, establishing fair, respectful, 

trusting and constructive relationships, communicating sensitively and 

effectively with them. 

• To induct, mentor, coach and support staff and students ensuring that 

they have appropriate role modelling of good practice within the 

setting. 

• To establish and sustain collaborative and cooperative working 

between staff members, working with them to understand their role. 

• To assist the Management Team in holding training workshops, team or 

network meetings to explain and share good practice. 

• When required to, attend network meetings and other meetings 

relevant to their post. 

• To attend events and Open Days and school events as requested by 

Headteacher, Principal and Governors. 

• To participate in or lead duties, holiday clubs, supervision of children, 

or other roles in the school, with Infant and Junior children. 

 

 

All members of staff within the setting are expected to: 
 
General: 

❖ Respect the confidentiality of information received. 
❖ Be aware of the Pre School and Infant Schools’ policies and procedures and to follow them. 
❖ Be aware of the high profile of 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. 
❖ 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: 

❖ Work with the Pre School Manager and other team members to create 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 activities suitable to the age range of the children in your 
care. 

❖ Actively promote at all times appropriate activities that provide for the emotional, social, 
physical and intellectual needs of the children. 

❖ Key workers are responsible for making sure that they meet the individual needs of children 
in line with the school system.  Key workers are responsible for keeping their children’s 
records updated regularly, and sharing information with parents and carers on a regular 
basis. 

 
Routines: 

❖ Prepare snacks, 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, trainees, 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. 
 
 

Person Specification 

 
Qualifications 
 

1 A full and relevant level 3 qualification  
As listed by the CWDC. 

Essential 

2 A University Degree 
In any subject. 

Desirable 

3 First Aid 
A recognised up to date 12 hour paediatric first aid qualification.  

Essential 

4 Post qualification CPD 
A good record of on-going training and/or mini qualifications since qualifying to 
maintain up to date knowledge and occupational competence. 

Essential 

 
Experience 
 

1 1 year post qualification experience 
A minimum of 2 year working in an early years setting, after gaining the level 3 
qualification.  

 
Essential 

2 3 years experience of working in an early years environment 
Experience in any role, which includes face to face work directly with children, within 
an early year’s context across 0 – 5 years. 

Desirable 

 
Knowledge 
 

1 Child development 
Understand issues around child development in order to support all children 
including children with disabilities.  

Essential 

2 Observation and planning  
Recognise the importance of observation to inform planning for individual children’s 
needs and interests.  Be able to organise staff to enable effective observations and 
plans to happen. 

Essential 

3 Environments 
Be able to demonstrate a good understanding of how to plan enabling environments 
for children. 

Essential 



4 Key person 
Understand the importance of and fulfil the role of a key person. 

Essential 

5 Curriculum frameworks 
Good knowledge of the Early Years Foundation Stage. 

Essential 

6 Safeguarding/child protection procedures 
A thorough understanding of child protection and how to apply safeguarding 
procedures. 

Essential 

7 Partnership working  
Able to work in partnership with parents and other professionals. 

Essential 

8 Equality and diversity 
Understand the importance of ensuring equality and diversity in a Pre School setting.  

Essential 

9 Early years principles and children’s experience 
Understand what is important in determining high quality care and learning for 
young children. 
What they are, and how to consistently apply them in an early years provision. 

Essential 

10 Transitions 
Understand and support children’s transitions. Essential 

11 Principles of confidentiality  
Understand issues of confidentiality and its importance in the early years setting.  

Essential 

12 Legislation related to working with children 
A basic understanding of the wider legislative requirements for working with 
children in an early years setting. 

Essential 

 
Skills and Competencies 
 

1 Ability to understand the child’s view 
Able to have empathy and understand what it is like for a child in an early years 
setting. 

Essential 

2 Ability to act assertively, behave fairly and ethically 
Show resilience and determination to succeed in the face of pressure and difficulties. 
Ability to identify concerns and resolve complex dilemmas in a fair, open and 
reasoned manner. 

Essential 

3 Communication 
Ability to communicate effectively with both children and adults. Respond to and 
positively communicate news and changes.  Ability to share information, ideas and 
arguments with a variety of audiences, in a variety of media including use of ICT. 

Essential 

4 Ability to work with others, to contribute to the development of teams 
Ability to communicate clearly using a variety of techniques.  Ability to encourage 
team effort, support cohesion and champion motivation.  

Essential 

5 Reflect and respond 
Reflect on the quality of own performance.  Respond positively to direction and 
improve own performance.  Know when to seek advice and support. 

Essential 

6 Ability to focus on results and outcomes 
Demonstrate a proactive approach and take responsibility for getting things done. 

Essential 

7 Managing self 
Ability to self manage, be flexible, adaptable and embrace new ways of doing things. 

Essential 

8 Mentor and manage 
Coach, mentor and manage other staff when required. 

Essential 



9 Actively searching for information 
Demonstrate research skills to gather many different kinds of information by a 
variety of means.  

Essential 

10 Literacy and numeracy 
Demonstrate a good standard of literacy and numeracy. 

Essential 

11 Thinking and taking decisions 
Ability and skills to think and make decisions, analyse and make deductions from 
information in order to form judgements and take decisions.  

 
Essential 

 
 
 
Applications should be made via an application form (which can be found on the school website) and 
sent to Rebecca Barnett, Headteacher at barnettr@westholmeschool.com by Wednesday 5th August. 
Interviews will take place week beginning Monday 10th August. 

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. 
 
 
 

REB/PN 
July 2020 

 

 


