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PRE-SCHOOL PRACTITIONER (LEVEL 2 QUALIFIED OR ABOVE) 

Permanent, Part-time, 21 hours per week all year round 

Hours required 7.30am to 5.30pm, Mondays and Tuesdays 

Required for immediate start 

 
As part of Saint Nicholas School’s commitment to providing affordable, quality care to children in the community 

the school opened Little Saints Pre-School in September 2014, for children from 2 ½ years old. 

The pre-school is open term time and offers children full and part-time places, subject to availability. Morning and 

afternoon sessions are offered separately. The breakfast club from 7:30 am and after-school club until 6:00 pm are 

both offered on an ad hoc basis.  The pre-school is now also linked to our fabulous nursery and as a result there is 

the opportunity for additional hours during the school holiday working with pre-school aged children. 

The successful applicant 

We are seeking to appoint a well-qualified and highly motivated practitioner to join our friendly and welcoming 

Little Saints team. The successful applicant will help to plan, lead and organise a varied and rich curriculum that 

delivers the EYFS ensuring all learners are challenged, motivated and engaged. We are seeking a highly 

professional candidate who can demonstrate excellent levels of communication with parents and colleagues and is 

committed to the development and care of children. 

We are not able to accept applications from unqualified candidates at this time. 

Deadline to apply: Early application is advised as applications will be processed immediately.  Only applications 

submitted on the school’s official application form will be considered.  

Terms & conditions 

We are seeking to appoint a permanent, part-time practitioner, all year round. 

• Hours are 7.30am - 5.30pm Monday and Tuesday (21 hours per week including tapestry allocation) with paid 

breaks, all year round. This is made up of core hours and wrap around care.  Core hours are 8.30am - 3.30pm 

plus half hour tapestry allowance (15 hours in total) giving an annual salary of £7,588 which is equivalent to 

£12.29 ph. Wrap around care is made up of Breakfast club 7.30am – 8.30am and after school club 3.30pm to 

5.30pm which make up the additional 6 hours per week and are paid at a separate rate. (currently £13.50 ph) 

• From September 2024 hours may increase up to 37.5 hours a week during the holidays (8.30-3.30 Monday to 

Friday) so flexibility will be required. Term time hours will remain at 21 hours Monday and Tuesday only 

• The pre-school is open for 10 hours daily, from 7:30 am to 5:30 pm. The pre-school manager will be responsible 

for arranging a staff rota to ensure adequate cover during the setting’s opening hours. The ability to be able to 
work flexible hours will be advantageous. 

• For Level 3 qualified applicants the salary will be NA20 (currently £7,588 pa pro rata based on 15 hours per 

week) which equates to an hourly rate of £12.29. For Level 2 qualified applicants the salary will be NA14 which 

equates to £11.44 per hour. Breakfast club and after school club hours are paid as overtime (currently £13.50 

ph). 

• There is a staff fee discount worth up to 50% (after completion of 1 year’s service). 

• Membership of the school’s pension scheme subject to meeting eligibility criteria 

SCHOOL’S HISTORY & BACKGROUND 

Saint Nicholas School was founded in 1939 with a total roll of 7 pupils.  By 1977, the pupil roll had increased to 140 

and at this time the school moved from its modest premises in Mill Street, Churchgate Street, to the current 

location at Hillingdon House. Today, Saint Nicholas is a thriving independent coeducational day school catering for 

approximately 500 pupils aged from 2 ½ to 16, with a fabulous nursery for babies from 3 months of age. 

The school is situated in delightful gardens and grounds which extend to more than 14 acres. Pupils in the lower, 

middle and upper school are each housed in their own area, within close proximity of each other, enabling good 

access to shared facilities. The School is very well equipped with specialist classrooms, science laboratories, 

technology areas, ICT rooms, and libraries. Sports facilities include extensive playing fields, tennis courts, a heated 

swimming pool, and a magnificent sports hall and state-of-the-art theatre. 



 

Saint Nicholas School – Pre-School Practitioner Job Description – Page | 2 

 

The School is located close to London and Cambridge with direct train access to both, as well as being a short drive 

from Stansted Airport and the London Underground via Epping. You can find more about the school by visiting our 

website https://www.saintnicholasschool.net/ 

PRE-SCHOOL PRACTITIONER 

CORE PURPOSE 

To provide a high level of care and play and educational activities to support the all-round development of 

the children who attend the pre-school.  

KEY RESPONSIBILITIES 

Pastoral care 

To ensure that you are providing a high level of care to each individual child. 

To be responsible for: 

• contributing to the recording of all reports and records according to the school’s policies and 
procedures 

• following the correct procedure to ensure that the children are collected by person/s authorised to do 

so by the parents 

• helping prepare and facilitate a wide range of activities and experiences to promote the interest and 

development of the children 

• helping to ensure the setting meets the needs of children and families from all cultures and religious 

backgrounds. 

Educational activities and play 

To ensure that you are providing a high level of play and educational activities in line with the planning to 

help promote the individual development of each child. 

To be responsible for: 

• contributing to the planning to provide a programme of activities and experiences to promote interest 

and support development of the children, in line with the EYFS 

• helping ensure the curriculum is inclusive and caters for the varying needs and developmental stages of 

each child 

• supporting the team with the practitioner system by carrying out observations with the children you 

are working with. 

Working with the team 

To work under the guidance of senior staff and with other colleagues to promote good team relationships 

and to help implement the daily routine. 

To be responsible for: 

• fulfilling the role of the practitioner, preparing developmental records and updating information on the 

child and family as required 

• working under the guidance of senior staff, both in your room and in other areas of the pre-school 

• working as part of a team with your colleagues supporting other staff and sharing information as 

appropriate 

• using your initiative and working in a flexible manner offering assistance where it is needed to help all 

areas of the pre-school to run safely and smoothly 

• undertaking other tasks including domestic duties 

• respecting senior staff and managements decisions at all times, voicing your opinions in an appropriate 

fashion 

• ensuring that all visitors are welcomed and supported. 

Parental involvement: managing relationships and sharing information  

To build strong parent/carer relationships through day to day liaison with parents. 

To be responsible for: 

https://www.saintnicholasschool.net/
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• actively encouraging the involvement of parent/carers at all levels in the pre-school, including regular 

reviews and reports of children’s progress 

• delivering childcare in a way that meets the parent’s/carer’s needs and working in partnership with 

them providing high levels of customer care at all times 

• building sound relationships with families and encouraging partnership working 

• attending parents’ evenings, workshops, fun days, open mornings and staff meetings. 

Child welfare 

To ensure that the pre-school and your practice complies with the Early Years Foundation Stage, the welfare 

requirements and Every Child Matters Outcomes. 

To be responsible for: 

• ensuring that the children’s welfare is maintained at all times and assisting in providing for their health 

and hygiene needs 

• helping to provide for the dietary needs of the children ensuring that specific and appropriate diets are 

available as necessary 

• maintaining high levels of health and safety standards at all times. Ensuring that all relevant paperwork 

such as health and safety checklists and garden headcount checklists are completed as directed 

• gaining an understanding of the Early Years Foundation Stage, Welfare requirements and Every Child 

Matters outcomes helping to ensure that all statutory regulations are upheld 

• ensure that confidentiality is maintained at all times and that all information on the child and family is 

dealt with and stored in a confidential manner, always seeking direction as appropriate 

• ensuring that all child protection procedures are followed at all times and concerns are reported to 

your senior immediately 

• ensuring that all health and safety concerns are reported to the member of staff responsible for health 

and safety. 

Professional duties 

To undertake any other duties deemed necessary that could impact on the working environment and the care 

of the children. 

To be responsible for: 

• ensuring that you act as a role model for other staff 

• leading by example and supporting less experienced staff as required. Mentor less experienced staff by 

providing peer observations and constructive criticism 

• undertaking other duties as deemed necessary by the management team and working across the whole 

pre-school as required 

• attending out of working hours activities as necessary in order to support you, the children, other staff 

and the school as a whole 

• attending relevant training as necessary and striving to develop your role 

• striving to maintain the high profile of the pre-school at all times and ensuring that our mission of 

“Providing children with the very best start to help build young lives” is achieved. 
Professional development and appraisal 

To be responsible for: 

• the need to take responsibility for your own professional development 

• identifying areas for own CPD and working alongside the Head of Pre-School & Nursery to target areas 

for own development 

• undertaking professional duties that may be reasonably assigned by the Head of Pre-School & Nursery 

e.g. training courses 

• taking part in regular appraisals, lesson observations and supervisions. 

CONTRIBUTION TO SCHOOL LIFE 

School events 

• Demonstrate support of the Friends organised events, including attending the Christmas and Summer 

Fetes which take place on Saturdays and Fireworks Evening. 
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• Attend two Saturday Open Mornings 

 

Please note that the list of duties in the job description should not be regarded as exclusive or exhaustive. 

There will be other duties and requirements associated with your job and as a term of your employment you 

may be required to undertake various other duties as reasonably required. 

SAFEGUARDING 

Saint Nicholas School is fully committed to safeguarding and promoting the welfare of children, young people and 

other vulnerable groups and expects all staff, parents and volunteers to share this commitment. All staff and 

volunteers, where appropriate, will be required to complete our safer recruitment checks including qualifications; 

references; enhanced DBS and barred list; proof of identity; right to work in the UK; overseas, EEA and prohibition 

checks. New employees will be required to submit a Staff Self Declaration form (referring to disqualification under 

the Childcare Act 2006 as amended in 2018). 

EQUALITY AND DIVERSITY 

Saint Nicholas School aims to employ staff who are best qualified for the post and does not discriminate on the 

grounds of race, colour, nationality, ethnic or national origin, religion or religious belief, sexual orientation, marital 

or civil partnership status, disability or age. 

As a result of the Asylum and Immigration Act 1996, employers now have to verify that new recruits who are not 

British nationals are eligible to work in this country. Therefore, any applicant who is offered an interview will be 

asked to provide official documentation to verify their ID, address and right to work in the UK. It is also normal 

practice for the School to ask for original qualifications and professional membership documents to be presented 

as detailed on the application form. 
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PERSONAL SPECIFICATION 

 

 

 

Essential Criteria Desirable Criteria How Assessed 

Qualifications • A relevant level 3 qualification in early 

years 

• First Aid 

• Basic Food Hygiene 

• Basic health and safety 

• Evidence of commitment 

to ongoing personal and 

professional development 

• Certification 

• Application Form 

• Interview 

Experience • Minimum of 2 years working within a 

childcare setting 

• Providing care and education to children 

with a wide range of needs and abilities 

 

 

• Experience of working in 

the independent sector. 

• Application Form 

• Interview 

Knowledge • Excellent understanding of the needs of 

young children 

• Thorough knowledge of the Early Years 

Foundation Stage, including the Welfare 

Requirements 

• Safeguarding children issues and 

procedures 

 

 

 • Application Form 

• Interview 

Skills & 

Abilities 

• Ability to observe and assess children’s 
development 

• Have a warm and positive approach to 

children 

• Ability to develop good working 

relationships with parents and other 

service providers 

• Ability to co -operate and adhere to 

health and safety policy, practices and 

instructions 

• Flexibility including the ability to cope 

with changing needs and demands 

• Able to work on own initiative and 

manage own workload 

 

• Record keeping and 

reporting 

 

• Application Form 

• Interview 

 


