Thanet Early Years Project

JOB DESCRIPTION

Nursery Manager 
Responsible To:  
Thanet Early Years Project Manager

Responsible for: 
All aspects of leading and managing an early years setting.
MAIN DUTIES

1. 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. Ensure that the Safeguarding Welfare Requirements are fully met and that all staff are familiar with and working to these as a minimum standard.
3. Work within KCC and TEYP policies and procedures for Safeguarding Children/Child Protection.
4. Ensure that the setting is fully inclusive (Equality Act 2010), respecting diversity and ensuring that no child/staff/visitor is discriminated on the grounds of race, gender, disability, culture, religion, age, sexual orientation and home language.
5. Work closely with the AENCO and Area Senco ensuring that the setting is working to the code of practice for Special Educational Needs 2001 (Learning Difficulties and/or Disabilities).
6. To take responsibility for providing a safe environment, making risk assessments and checks in line with health and safety regulations and to the TEYP Health and Safety policy of the setting is implemented fully.  
7. To have an awareness of the dietary and medical needs of all children in your immediate care and ensure staff adhere to these at all times minimising risks to children.

8. To promote and publicise the Nursery to attract take up of services
9. To work closely with Children’s Centre personnel, including Early Help Workers, Hubs and the Children’s Centre Manager.

10. Work closely with the Nursery Finance Administrator to ensure funding and fees are correct for parent/carers.
11. Managers must manage their staff in line with Thanet Early Years Project policies and procedures at all times.

12. Plan and organise staffing schedules to ensure staffing levels are maintained in accordance with the Safeguarding Welfare Requirements (ratios).
13. In order to provide a high quality play and learning environment for the children, ensure that the staff are properly deployed and that they are interacting appropriately with the children to meet their learning and developmental  needs.
14. Ensure all key person/buddy plan for children’s individual needs and interests in line with the EYFS  and to monitor planning to ensure it is developmentally appropriate and purposeful to ensure all children receive good opportunities to meet their full potential.

15. Ensure all key person/buddy maintain records of children’s progress in the form of learning journals and assess children’s progress in line with the EYFS 2021, using the Kent Tracker audit tool, sharing this information with parents/carers on a regular basis.

16. Ensure that staff receive regular supervision (1:1) to support their professional development, identify training needs and develop their individual practice contributing to both the organisational and individual needs. 
17. Manage individual performance by role modelling and mentoring on an ongoing basis and using the capability procedures to manage low performance (including maintaining appropriate records/audit trail).
18. Involve parents/carers in all relevant aspects of the early years' settings and make appropriate information open to them.
19. Management of income and expenditure within a set budget.

20. Provide information and reports for monitoring purposes, for example TEYP annual accounts.
21. Be reflective in all areas of work ensuring that the setting SAWR is current and improvements are made within the setting in order to raise quality.
22. Regularly review all aspects of the organisation of the setting with colleagues to identify ways of improving practice as part of the TEYP Leadership Team.

23. Keep the inventory up to date and identify when equipment and resources need replacing, sourcing and purchasing as required.

24. Adhere to and be responsible for ensuring that everyone working in the setting is working to the policies and procedures laid down by TEYP.  
25. Work collaboratively with the Children’s Centre staff, sharing information (as required) and implementing good partnership working at all times.

26. Keep confidential all information concerning children, families, students, volunteers and staff.

27. Ensure effective communication with departments, peers and all levels internally and externally to ensure issues and concerns are actioned and that a high quality of service is maintained

28. Participate in regular supervision and appraisals as required.  

29. Be prepared to train and update knowledge and skills, sharing knowledge gained with other colleagues.
30. Attend managers meetings on a monthly basis and ensure attendance to other meetings are appropriate and useful.

31. Support and monitor students/apprentices in the setting.

32. Provide induction and support for new and inexperienced staff with support of the mentor.

33. Complete and submit headcount claims for 2 year and 3 year old funding to the Nursery Finance Administrator who can then input this data onto the KCC Synergy FIS Provider Portal.

34. Work together with the Area Senco completing SENIF and DAF forms.

35. Support the Quality Assurance and Training Manager in writing and delivering training to TEYP staff.

36. Hold monthly staff meetings within the setting – writing agenda and keeping minutes of the meeting.

37. Encourage and support  any volunteers or students working in the nursery.

38. Be willing to carry out any other duties commensurate with post and as required by the Project Manager.

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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