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	Job title: 
	Nursery Manager 

	Hours of work: 
	Please see advert 

	Salary: 
	Grade 7 


 
Main Activities
· To be responsible for the day-to-day running of the Nursery under the guidance of the Executive Headteacher/Head of School.
· To take part in recruitment and to support a team of staff to meet statutory ratios and include contingency staffing where appropriate.
· To provide a child-centred environment where children are cared for in a safe, caring and stimulating way that ensures their individual needs are met within a group setting.
· To follow the Trust's Equal Opportunities Policy in all aspects of the Nursery.
· To maintain effective working relationships with partner agencies providing services within the Nursery.
· To work with colleagues to deliver an effective curriculum which includes planning and assessment.
· To ensure the implementation of the EYFS curriculum for all children aged 2-5 years.
· To maintain procedures for regular review and assessment of each child's progress in partnership with parents linking to the School SENCO.
· To assess children's learning, development and wellbeing using agreed assessment and screening tools, including WellComm, Dingley's Promise and other Trust-approved assessment systems.
· To analyse and track children's progress and attainment data at least termly, and more frequently where required, identifying children requiring additional support, intervention or challenge.
· To identify children with emerging SEND and additional needs and work collaboratively with families, the SENCO, Integrated Early Years Services and other professionals to secure appropriate support and funding.
· To complete referrals and supporting documentation for Inclusion Funding, Transition Funding and other support services where appropriate.
· To manage effective parent liaison, ensuring regular communication and interaction with parents, including termly family learning workshops/opportunities.
· To undertake home visits where appropriate to support admissions, transitions and family engagement. Staff undertaking home visits must hold appropriate business use insurance for their vehicle. Approved mileage expenses will be reimbursed in accordance with Trust policy.
· To lead and coordinate effective transition arrangements into Nursery and from Nursery into Reception, ensuring information is shared appropriately and children and families are well prepared for their next stage of learning.
· To promote good attendance and punctuality, supporting families to understand the importance of establishing positive attendance habits from the earliest stages of education.
· To receive and deal with complaints positively in accordance with procedure and liaise with senior staff for support and communication.
· To participate in the appraisal process.
Managing Resources
· To work with senior staff advising on capacity, reviewing numbers of children attending and following up enquiries promptly to ensure maximum capacity levels are maintained.
· To oversee nursery enquiries, admissions processes and school visits, ensuring prospective families receive timely information and support.
· To follow financial processes within the Trust when ordering resources and stock.
· To ensure an effective stock control system is maintained and order materials using financial process liaising with administration and senior staff.
· To organise and maintain high-quality indoor and outdoor learning environments which meet the developmental needs and interests of children and promote independence, exploration and learning.
Managing People
· To assist in recruitment and to support a staff team with the appropriate skills, qualifications, experiences and qualities, ensuring the Nursery is staffed to the required levels at all times.
· Promote staff management procedures in accordance with Trust policies.
· To support, coach and develop staff through effective supervision.
· To delegate responsibilities appropriately and ensure staff understand and fulfil their roles and responsibilities.
· To support staff in implementing effective behaviour management strategies and positive approaches to children's personal, social and emotional development.
· To work collaboratively with other Nursery Managers, school leaders and the Nursery Area Coordinator to share best practice and improve outcomes for children.
Managing Quality
· To be responsible for maintaining a safe and acceptable standard of practice that meets OFSTED criteria.
· To ensure the implementation of all relevant legislation, policies and procedures.
· Liaise with senior staff to equip the Nursery with suitable materials of a high quality which enhance the Nursery environment.
· To ensure the Nursery operates in full compliance with the current EYFS Statutory Framework, meeting all statutory welfare, safeguarding, learning and development requirements.
· To complete and monitor daily risk assessments and ensure prompt action is taken to maintain a safe, secure and stimulating learning environment.
· To ensure the effective use of Early Years Pupil Premium (EYPP) funding and monitor its impact on improving outcomes for disadvantaged children.
Managing Information
· To produce reports of data information as required, maintaining high standards of accuracy and confidentiality in record keeping and GDPR.
· To complete and submit all required funding documentation, including Parent/Carer Funding Declaration Forms, EYPP, DAF, Inclusion Funding and Transition Funding applications within agreed timescales.
· To support the completion of statutory census returns and funding allocation processes, ensuring all information is accurate and submitted on time.
· To undertake any other task requested which is commensurate with this role and responsibility.

Person Specification
Experience
· Minimum of five years working in an Early Years Care/Education setting.
· Experience of providing quality childcare and education within the early years.
· Experience of record keeping and maintaining confidentiality.
· Demonstrate an understanding of and commitment to equal opportunities.
· Knowledge and understanding of the EYFS curriculum and implementation.
· Knowledge of Health and Safety issues.
· Knowledge of child protection issues and procedures.
· Experience of working with children with SEND and additional needs.
· Experience of working collaboratively with parents, external agencies and multi-disciplinary professionals.
Qualifications/Training
· Minimum qualification of NNEB, BTEC National Diploma, Recognised NVQ Level 3 in Childcare or equivalent.
· GCSE Maths or equivalent Grade A*-C (or to achieve within 2 years of being in post)
· Paediatric First Aid (Desirable, not essential)
Practical Skills
· Effective communication skills.
· Ability to manage a team effectively.
· Must be able to work autonomously, manage own workload and meet targets set.
· Ability to analyse and interpret assessment, attendance and progress data to inform planning and provision.
· Ability to use a range of assessment and tracking tools to support children's development and progress.
Personal Qualities and Attributes
· Willing to work flexibly to meet the needs of the Nursery.
 

Additional Information: 
  
Hales Valley Trust is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. All offers of employment are subject to an Enhanced DBS check, and where applicable, a prohibition from teaching check will be completed for all applicants. 
  
This post is exempt from the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 2020).  This means that certain convictions and cautions are considered ‘protected’ and do not need to be disclosed to employers, and if they are disclosed, employers cannot take them into account.  Guidance about whether a conviction or caution should be disclosed can be found on the Ministry of Justice website:  
  
https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offendersact-1974 
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