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PASSMORES COOPERATIVE LEARNING COMMUNITY 


 
Job Description 
 
Position: Nursery Manager  
Location: The Downs Primary School

 
Job Purpose 
 
To provide safe, high quality education and care for Nursery children; to fulfil legal and statutory requirements; to supervise staff on a day to day basis; to contribute and implement Nursery policies.
 
	· Deliver long term, medium term and sessional curriculum plans which ensure that each child is working towards desirable learning outcomes.
· Create weekly planning in line with school expectations 
· To be responsible for providing a high quality of teaching, ensuring that staff are properly deployed and offer appropriate stimulation and support to the children.
· To lead the daily programme of Nursery activities and events. Overseeing staff timetabling (indoors and outdoors, observations, adult lead, child lead activities, breaks etc) 
· To run whole class teaching carpet sessions. 
· To be responsible for implementing systems of assessment, observations and record keeping so that children’s attainment and progress is effectively, up to date and regularly assessed.
· To monitor the effectiveness of assessment procedures.
· To organise the timetable and jobs and to supervise staff on a daily basis, offer staff support and guidance as needed. 
· To ensure records are properly maintained, e.g. daily attendance register, accident & incident book 
· In line with school communication systems, liaise closely with parents/carers, informing them about the Nursery and its curriculum, exchanging information about children’s progress and encouraging parents’ involvement,  dealing with concerns in a timely manner, run parents consultation and write year parents report. 
· To ensure that the Nursery is a safe environment for children, that equipment is safe, standards of hygiene are high, first aid is completed and recorded correctly, safety procedures and risk assessments are implemented at all times and fire drills are regularly practised.
· To complete paperwork, observations, My Concern , learning journey write ups and school assessment documents.  
· To liaise with SLT, social services and other professionals as necessary and ensure that all legal and statutory requirements are implemented, to provide reports as required with support from the DSL and SENDCo. 
· To contribute to and to implement all school policies, codes of conduct and procedures, especially those on equal opportunities, safeguarding, SEND, behaviour etc.

· To attend in-service training and meetings as required.

	· To participate in the performance and development review process, taking personal responsibility for identification of learning, development and training opportunities in discussion with line manager.
· To comply with individual responsibilities, in accordance with the role, for health & safety in the workplace
· Ensure that all duties and services provided are in accordance with the trust’s Equal Opportunities Policy
· The trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment
· The duties above are neither exclusive nor exhaustive and the post holder may be required by the Headteacher to carry out appropriate duties within the context of the job, skills and grade 


 
 
Whole School 
 
· To participate in the performance and development review process, taking personal responsibility for identification of learning, development, and training opportunities in discussion with line manager. 
· To comply with individual responsibilities in accordance with the role for health & safety in the workplace. 
· To ensure that all duties and services provided are in accordance with the academy’s Equal Opportunities Policy. 
· The Governing Body is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment. 
 
Well-Being and Mental Health 
 
As a member of staff at PCLC, we take responsibility for looking after our own mental health and wellbeing and that of other adults and children by: 
 
· Supporting and adopting evidence-based practice from credible organizations (e.g. Mind), which have been proven to improve and sustain positive mental health and wellbeing for children and adults. 
· Developing knowledge and awareness of how children's mental health can impact on their wellbeing and development.  
· Managing our own health and wellbeing, by adopting good health behaviours (for example in relation to diet, exercise, alcohol consumption and smoking). 
· Informing a line manager or mental health first aid team member if concerned about the mental health or wellbeing of ourselves or of others. 
· Tackling and challenging any stigma regarding mental health and offering support, kindness and understanding to others in need. 
 
 
 
 
 
 
In addition to the above areas, the postholder is responsible for the following actions: 
 
Liaising with line manager, relevant support staff, subject staff, pastoral staff, LA staff, parents/carers and outside agencies, as and when required. 
 
Health and Safety 
 
1. To assist with the carrying out of risk assessments. 
2. To ensure that Health and Safety policies and procedures are followed. 
 
 
Other specific duties 
 
1. To play an active part in the life of the school community 
 
The job description is current at the date shown, but, in consultation with you, may be changed by a co-principal to reflect or anticipate changes in the job commensurate with the grade and the job title. 
 
Vic Goddard  
CEO 
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