Thanet Early Years Project

JOB DESCRIPTION

Deputy Nursery Manager 

Responsible To:
The Setting Manager   

Job Purpose: 

· To deputise in the absence of the Setting Manager
· To work to high standards of practice in the setting ensuring a safe high quality appropriate environment for young children.

· To work in partnership with the parents, staff and other professionals to enable each child to be happy and secure and to promote development.

Main Duties: 

1. To work with the setting manager to ensure the safe and effective running and organisation of the setting, working in line with the Early Years Foundation Stage (EYFS), Safeguarding and Welfare Requirements, the Children Act 2004, the Childcare Act 2006 and Health and Safety legislation.
2. With the setting manager plan and organise staffing schedules to ensure staffing levels are maintained in accordance with the Safeguarding Welfare Requirements.
3. Managers must manage their staff in line with Thanet Early Years Project policies and procedures at all times.

4. Be responsible for the day to day organisation of the nursery in line with the requirements of the Early Years Foundation Stage (EYFS), Safeguarding and Welfare Requirements, the Childcare Act 2006 and Health and Safety legislation.

5. Act as a key person to a small group of children modelling good practice for other members of staff.

6. Ensure that individual staff make secure bonds with children, particularly when settling new children.

7. Maintain, oversee and record observations of children’s play, behaviour and developmental progress, to inform future planning, the writing of reports and to support children in reaching their full developmental potential. 

8. Support staff including students and volunteers in their roles and in their practice, ensuring that they are properly deployed and that they are interacting appropriately with the children to meet their physical and developmental needs.

9. Welcome parents/carers into the nursery, wherever possible deploying staff (in the absence of the Manager), so that each child’s key person is available to talk with their parent/carer when they bring and/or collect their child.

10. Ensure that all staff has an awareness of the dietary/medical needs of all children within the Nursery and provide children with healthy and nutritious snacks and food.
11. With the nursery manager and other staff, monitor review and evaluate the practice throughout the setting in line with the themes and principles of the EYFS and the Safeguarding and Welfare Requirements.
12. Contribute to creating an environment that is attractive hygienic, clean and welcoming for the children, families and visitors.
13. Have a pro-active awareness of and responsibility for all Health and Safety issues within the Nursery including the administration of First Aid and completing of risk assessments.

14. Ensure that all practitioners within the Nursery are familiar with KCC procedures for safeguarding children and work to these guidelines at all times.

15. Contribute to ensuring that all setting practices, procedures and planning are implemented to deliver inclusive anti discriminatory practice.
16. Have a commitment to equality and diversity.

17. Work closely with the SENCO ensuring that the setting is working to the Code of Practice for Special Educational Needs (SEN).
18. Maintain and develop effective communication with colleagues working within the nursery and with parents/carers and professionals working with the children.

19. Work to the policies and procedures laid down by TEYP.

20. Keep confidential all information concerning children, families and staff.

21. Work in partnership with the SENCO  and other professionals working with individual children 

22. Attend and participate in regular supervision meetings with the Nursery Manager and undertake regular supervision with staff and contribute to staff appraisals.

23. Be prepared to train and update knowledge and skills and be prepared to cascade and share knowledge gained with other colleagues. 

24. Participate in all staff and TEYP meetings as necessary.

25. Be willing to carry out any other duties commensurate with post.

NB  This post is exempt from the Rehabilitation of Offenders Act 1974.Applicants must be prepared to disclose any conviction that they may have and any orders, which have been made against them.  
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