LITTLE ANGELS PRE SCHOOL
Deputy Manager — Job Description
Setting: Little Angels Pre School  |  Contract: Term time only  |  Reports to: Manager/Owner
Leadership structure: Manager/Owner → Deputy Manager → Room Leads → Early Years Practitioners
Purpose of the role
Support the Manager/Owner in leading a safe, inclusive and high-quality preschool in accordance with the statutory Early Years Foundation Stage (EYFS), Ofsted requirements and setting policies.
Provide setting-wide oversight, guidance and consistency while Room Leads retain day-to-day leadership of their individual rooms.
Act as the senior person in charge of daily operations when the Manager/Owner is absent, within agreed delegated authority.
Leadership and daily management
Support daily organisation, staffing, handovers, routines and effective communication between rooms.
Model professional conduct, positive relationships, reflective practice and a child-centred approach.
Guide and mentor Room Leads and practitioners; contribute to induction, supervision, appraisal and professional development as delegated.
Identify quality or performance concerns, agree improvements with the Manager/Owner and escalate serious matters promptly.
Maintain safe deployment of staff, suitable supervision and applicable EYFS staffing ratios and qualification requirements throughout sessions, including breaks and transitions.
EYFS, curriculum and teaching
Support Room Leads to deliver the setting’s ambitious, sequenced, play-based curriculum across the seven areas of learning and development.
Promote the prime areas, particularly communication and language, personal, social and emotional development, and physical development.
Monitor the quality of adult interactions, enabling environments, routines and opportunities for children to develop independence and self-regulation.
Support observation, assessment and planning that are proportionate, useful and responsive to children’s interests and development; ensure statutory progress checks are completed when applicable.
Work with the SENCO and key persons to identify emerging needs early, implement reasonable adjustments and targeted support, and liaise with external professionals and families.
Support effective key-person practice, transitions and school readiness appropriate to each child.
Safeguarding and welfare
Promote a strong safeguarding culture, including child protection, Prevent duty awareness, safer working practice and appropriate information sharing.
Recognise and respond promptly to signs of abuse, neglect, exploitation or other welfare concerns; follow the setting’s referral, recording and escalation procedures.
Act as deputy/designated safeguarding lead only where formally appointed and appropriately trained; otherwise report concerns to the DSL or relevant safeguarding route without delay.
Ensure staff follow procedures for attendance and unexplained absence, collection, missing children, allegations, whistleblowing, mobile devices and online safety.
Oversee safe procedures for medication, allergies, food safety, intimate care, accidents and incidents; maintain confidentiality and accurate records.
Health, safety and compliance
Support daily safety checks, risk assessments, fire and emergency arrangements, first aid provision, hygiene and infection prevention.
Check that appropriate paediatric first aid coverage and other statutory staffing requirements are maintained.
Support implementation and review of policies, safeguarding records, registers, staff suitability documentation and other EYFS-required records.
Help maintain continuous readiness for Ofsted inspection, promptly report notifiable incidents to the Manager/Owner and support required notifications through the appropriate responsible person.
Promote equality of opportunity, accessibility, anti-discriminatory practice and children’s wellbeing.
Children, parents and partnerships
Build warm, respectful relationships with children, parents and carers, and maintain clear, professional communication.
Support Room Leads and key persons with family engagement, concerns, transitions and sensitive conversations; refer formal complaints or significant issues to the Manager/Owner.
Work constructively with the SENCO, local authority, health professionals and other agencies where appropriate.
When the Manager/Owner is absent
Take charge of the preschool’s day-to-day operation, coordinate Room Leads, allocate staff safely and ensure the EYFS and safeguarding procedures are followed.
Make proportionate operational decisions within delegated authority and keep the Manager/Owner informed of significant developments.
Escalate urgent safeguarding, serious incidents, staffing shortfalls and other matters requiring external reporting or management authorisation without delay.
Room Leads continue to manage practice in their rooms; overall employer, registration and strategic responsibilities remain with the Manager/Owner.
Person specification
Essential: relevant full and relevant Level 3 or higher early years qualification, suitable early years experience and the knowledge and ability to take charge in the manager’s absence.
Essential: sound knowledge of the current EYFS, safeguarding, child development, SEND inclusion, staffing ratios and professional boundaries.
Essential: confident communication, organisation, judgement, record keeping, teamwork and ability to guide colleagues.
Desirable: experience of room leadership, staff supervision, Ofsted inspection processes and DSL/deputy DSL training.
Appointment and ongoing employment are subject to safer recruitment, references, identity and qualification verification, suitability and appropriate enhanced DBS and barred-list checks where legally required.
General and acknowledgement
The Deputy Manager must follow setting policies, maintain confidentiality, undertake relevant training and carry out other reasonable duties appropriate to the role. This description may be reviewed as EYFS requirements and setting needs change.
Employee name: ________________________    Signature: ________________________    Date: __________
Manager/Owner signature: ______________________________    Date: __________
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