Children and Families

Nursery Manager Job Description
Accountable to: CEO
Salary: £42,737.53 pa
Hours: 40 hours per week
Leave: 25 Days pa
Duties

* To act as the Designated Safeguarding Lead for the nursery, ensuring the safety and
welfare of children is the paramount concern. The Nursery Manager will undertake
appropriate designated safeguarding lead training at least every two years and other
relevant safeguarding training annually. They will ensure that there is at least one trained
Deputy Designated Safeguarding Lead, capable of undertaking the role. The Nursery
Manager will ensure that all staff understand that safeguarding children is everyone's
responsibility and have up to date safeguarding training that is refreshed annually. They
will also ensure that staff have read and understood all safeguarding and child protection
related policies and know that any concerns must be reported without delay. The Nursery
Manager will ensure that there is an open, proactive and positive culture of ensuring the
safety and welfare of all children.

» To ensure the nursery complies with the Early Years Foundation Stage Statutory
Framework and with all statutory regulations, for example health & safety law and
employment law. All responsibilities must be undertaken to the highest legal and ethical
standards, with responsibility for the nursery accepted both during and outside of
operating hours.

» To ensure that they or a deputy is present in the nursery at all times during opening
hours. The Nursery Manager and deputy must cover each other's duties should either be
absent. If the Nursery Manager is absent for any reason, including sickness, they must
take all reasonable steps to ensure that the nursery runs legally and smoothly in their
absence and they must delegate their management responsibilities to an appropriate
deputy.

« At all times the Nursery Manager must display a high level of enthusiasm, loyalty and
motivation and must adhere to the correct policies and ethos of the company. They must
promote equal opportunities for all and at all times promote the good name of Children &
Families. The Nursery Manager must ensure that their appearance is neat and tidy at all
times and always appropriate.

« The Manager must at all times display a genuine care for the children under their
supervision and care. They must ensure the welfare and happiness of all children in the
nursery and ensure that children's individual needs are met. The Nursery Manager must

oversee their health and safety and ensure they are engaged in appropriate and
stimulating activities. They must organise a Key Person system and ensure staff are




trained and carry out this role to a high standard. The Nursery Manager must be aware of
any children in their care with special needs (including special educational needs and
disabilities) and is proactive in ensuring appropriate action is taken to promote the welfare
and development of those children within the nursery. The Nursery Manager must ensure
that all adults working and looking after children in the nursery are able to put the
appropriate Child Protection and Safeguarding procedures into practice. The Manager
must ensure appropriate communication with outside agencies to meet children's
individual needs.

To develop the loyalty and commitment of parents and build a relationship of trust with
them and their satisfaction with the nursery service. The Nursery Manager must ensure
the Key Person practice is regularly communicated to parents and parents are invited to
play an active role in their children's care. They must also meet reasonable parents'
needs as appropriate and ensure communication of policies and good practice to parents,
making sure they are aware of new developments. The Nursery Manager must be
proactive and seek to resolve parents' concerns and complaints promptly. They must also
organise and attend parents' evenings each year and other events and forums for
parents, as appropriate and required.

To oversee the planning, organisation and smooth running of the children's activities in
consultation with other senior managers where required. The Nursery Manager must
ensure the supply of appropriate resources. They must also ensure that activities are
appropriate for children's developmental stage, monitor their content, make assessments
of their worth and that appropriate records are kept with regard to Ofsted. The staff and
activities must achieve high quality teaching and learning within the Early Years
Foundation Stage Framework. The manager must also ensure the economic use of
resources and materials. The Nursery Manager should always be planning towards their
next Ofsted inspection with the objective of upholding high standards and to always be
aiming to attain an exceptional grade.

To ensure that the nursery operates at all times during opening hours and that childcare
is available to parents as agreed, and that there is a contingency plan for all unplanned
events, emergencies or extraordinary weather conditions. The Nursery Manager must be
efficient and organised in the administration of all nursery matters, especially funding
claims and manage thelr time well. They must maintain the organisation of the running of
the nursery and ensure sensible employment of staff throughout the day. The Nursery
Manager must ensure the maintenance of all nursery records, policies, procedures,
registers etc and the appropriate delegation of children's individual files etc to key
workers.

To provide a high level of management and leadership. The Nursery Manager must
maintain a professional manner at all times providing a good role model for staff during
work hours and out of work hours. They must maintain a professional manager's distance
from staff during work hours and out of work hours. The Nursery Manager must ensure
staff abide by all company policies and procedures. They must ensure the statutory staff
ratios are met at all times and organise the supply of bank staff to cover staff absences.
The Nursery Manager is responsible for staff development and must provide motivation,
training and discipline. They must ensure a happy, pleasant working environment for the
staff. They must at all times ensure high standards of staff appearance and attitude. They
must ensure fair and efficient distribution of duties via day plans and rotas and organise
and monitor staff holidays and sickness absences. The Nursery Manager is responsible
for the safe recruitment of staff, ensuring they are qualified, DBS checked, fully vetted,
sign annual declarations and that this is recorded. They will also ensure that all new staff
receive a full induction when they start, with a particular focus on safeguarding and that
they receive any training required as quickly as possible. The Nursery Manager will carry
out regular termly staff supervision and annual appraisals. They must organise and attend
regular termly nursery staff meetings for administrative and training matters and ensure
all staff attend.



The Nursery Manager must at all times ensure the health and safety requirements of the
nursery premises with regard to all persons within it. They must ensure the professional
image of the nursery including cleanliness, tidiness, atmosphere and organisation of the
equipment. The Nursery Manager must regulate heat and light as appropriate. They must
take responsibility for any areas in need of maintenance in consultation with the CEO.
They must also monitor the safety and cleanliness of the equipment and other facilities in
the nursery and ensure they are used appropriately. The Nursery Manager must maintain
a sufficient number of resources and consumables for daily and ensure economic use of
all resources in the nursery. The Nursery Manager must make contingency plans to check
the premises for emergencies, damage or break-in etc.

To ensure effective communication with the deputy via meetings etc. The Nursery
Manager must work with their deputy and senior staff as a team to ensure the smooth
running of the nursery. They must ensure the deputy is appropriately trained in all aspects
of nursery matters. The Nursery Manager and deputy must provide a role model of good
practice for their staff.

The Nursery Manager must promote good practice of regular payment of fees. They must
organise debt collection in consultation with Finance. They must maintain payment
records honestly and accurately and ensure the safety of cash in their care.

The Nursery Manager must market the nursery through Facebook and other means and
sell sessions as appropriate with a view to increasing and maintaining attendance to
100% of capacity and make the nursery as viable as possible. They must also ensure the
deputy is capable of selling sessions in their absence. The Nursery Manager must
manage nursery budgets carefully and ensure efficient use of nursery resources, for
example, bank staff, consumables and equipment.

The Nursery Manager must accommodate visitors and show them around the nursery
with a view to selling sessions. They must take new bookings and collect deposits where
required. They must also be available to accommodate visitors from outside agencies and
deal with their queries. The Nursery Manager must ensure the correct information and
ethos of the company is conveyed to all visitors, and they must ensure a good impression
to all people who come through the door. At all times the Nursery Manager must be
courteous and helpful.

The Nursery Manager must make plans to develop and progress all aspects of the
nursery in consultation with senior managers. They must attend regular meetings with
staff and other managers (at times out of hours). The Nursery Manager should attend
regular training courses to update their skills and knowledge, as appropriate (at times out
of hours).

To undertake any other and all duties and responsibilities as required, with honesty and

integrity, ensuring the needs of the nursery are always met.




Person Specification

*  Minimum NVQ level 3 in a DfE recognised full and relevant early education qualification

*  Minimum of 2 years experience in a senior nursery role

« Excellent knowledge and understanding of the Early Years Foundation Stage Statutory
requirements

+ Excellent knowledge and understanding of safeguarding children

* Excellent leadership and communication skills

Children and Families Ltd is committed to safeguarding and promoting the welfare of
children and vulnerable adults.

This post is exempt from the Rehabilitation of Offenders Act. Any offer of employment
and continued employment is contingent upon satisfactory vetting results, including
Enhanced DBS checks, Independent Safeguarding Authority registration and any
other vetting mechanisms and procedures as may be required in the light of changing
legislation and circumstances.



