	The Balsam Centre
Conkers Nursery Manager
JOB DESCRIPTION 




	Job Title:
	Nursery Manager

	Reports To:
	Children, Young People and Families manager, CEO and Trustees of Wincanton Community Venture (The Balsam Centre)

	Hours:
	37 hours per week
All year round

	Salary
	Range £30,000 – £32,000

	Purpose of Job: 

	The role of the Manager is to provide professional team leadership and effective management in all aspects of the day-to-day running of Conkers.  

The Manager is expected to lead the pedagogy to ensure the delivery of high quality care and education for all children in the nursery.  It is further expected that the quality of provision will lead to a Good or Outstanding grade on inspection by Ofsted and that this grade will be maintained.

The Manager is the designated lead for Safeguarding in the Nursery.

The Manager must ensure high levels of welfare and development for children, in line with the Statutory Framework for the Early Years Foundation Stage (EYFS) 2017.

The Manager is the Information Asset Owner (IAO) for Data Security in the Nursery







	Main Responsibilities and Duties:

	The Manager has responsibility for:

· Ensuring the provision of high-quality childcare and education for children aged between 3 months and 4 years, through a fully inclusive, integrated curriculum which adheres to all current statutory requirements (EYFS, OFSTED, SCC).

· Maintaining knowledge, understanding and compliance with both the Early Years Foundation Stage Statutory Framework and OFSTED Inspection Framework and  communicating these requirements to the staff team.

· Ensuring all DSL responsibilities are adhered to including the recording and monitoring of the safeguarding system My Concern, attending team around the child meetings, core group meetings and writing reports and early help assessments. 
 
· The day-to-day management, staffing, organisation and smooth running of the Nursery. 
· Leading a professional, qualified and experienced team, establishing good practice in all areas and leading by example.
· The induction of new staff ensuring all processes, policies and procedures are understood and supported. 

· Ensuring that the welfare and outcomes of all children are monitored and reported on as required under the Children’s Act 2004. 

· Developing a coherent vision for the nursery with the staff team which can be easily communicated.

· Leading the planning cycle within the nursery to develop, implement, review and maintain systems to monitor and record children’s progress and development. Support staff to regularly upload observations and share next steps using the Famly app.  
· Providing a safe, fully inclusive, stimulating and supportive learning environment both indoors and out of doors, promoting the principles of the EYFS and providing opportunities for children to experience the characteristics of effective early learning
· Developing and maintaining good relationships with local primary schools and other local childcare providers to support smooth transitions for children and strengthen the local early education sector.






	Main Responsibilities and Duties contd: 

	
· Ensure that all parents have the opportunity and support to be actively involved in their child’s development and education. 
· Work in partnership with the wider Balsam Centre to provide family and parenting support.
· Know the local community and provide a service which values, respects and reflects its ethnic, cultural, health and linguistic diversity and raises awareness of the wider demographic structure of the UK.

· Ensure that children and parents with special/additional needs are enabled to participate in the full range of available activities.  

· Ensure our SEND offer is effective and allows parents to be part of plans and processes. Monitoring EHCP’s and high needs funding.

· Keep records of pupil premium funding. 

· Keep abreast of good practice within the childcare sector and actively contribute to research and development within the sector.

· Ensure the Nursery meets the required standards, staff ratios and conditions of its registration.

· Ensure adherence to and updating of the nursery’s policies and procedures annually, complying with the Children Act 1989/2004, Childcare Act 2006, and all other relevant legislation.

· Respond to child protection and/or Safeguarding incidents or concerns immediately, following established protocols. 

· Ensure that staff implement relevant actions identified through e.g. Children’s Social Care in respect of a Child Protection Plan or Special Educational Needs Plan. 

· Oversee administrative procedures involved with registration, place allocation and other related matters.



Health and Safety
· Comply with relevant Health and Safety legislation. Carry out risk assessment and put in place risk management measures/controls for all activities.
· Maintain highest standards of cleanliness/tidiness within the nursery. 
· Ensure all staff are aware of and appropriately trained in health and safety and first aid procedures, and that they complete all relevant checks and associated documentation.  
· Carry out health and safety checks required by legislation, in line with Conkers’ policies and procedures.
· Monitor accident and incident records and ensure all the relevant reports are submitted to the regulatory bodies.  
· Ensure a robust procedure is in place for the management of children’s allergy and dietary requirements.
· Ensure adherence to the nursery’s medication policy and procedures.
· Ensure safe sleep practice is followed at all times. 
· Manage food hygiene and practice to maintain a high standard of food safety. 


· Personnel

· Ensure that the nursery is adequately staffed at all times and meets the legislative requirements of the Childcare Act 2006 as well as Safeguarding and Welfare Requirements, EYFS 2017.  

· Be responsible for the deployment of all childcare staff. 

·  Provide regular supervision and annual appraisals for all nursery staff to ensure effective practice and identify any support needs. 
· Take a lead role in supporting apprentices and ensuring they have the opportunities to learn and develop through their qualifications. 

· Ensure that staff work to deliver agreed outcomes for individual children.

· Ensure that all staff participate in continuous professional development, in line with the nursery’s identified training priorities and as identified during appraisal.

· Facilitate in-house training, including 3 inset days annually.

· Co-ordinate and lead regular staff meetings that promote and develop best practice. 

· Be part of the Safer Recruitment process.

· Adhere to the nursery’s policy regarding supervision and training of students, apprentices and trainees.

· Support and mentor staff team and ensure the Induction Policy is fully implemented for all staff.

· Provide active advice and guidance to trainees, apprentices and to mentors when needed. This will include liaison with Heads of Departments at FE Colleges.







	SUPPORTING PROCESSES

	Problem Solving and Creativity: 

	
· The Manager will have a key role in planning, monitoring and implementing Conkers Nursery’s policy and procedures, in liaison with the Manager and Trustees of The Balsam Centre.  This will require an informed understanding of statutory requirements and best practice for childcare.

· The Manager will need to create procedures and practices which enable parents and children to express their needs and feel that their voice is heard.  Sometimes this will  involve developing, adapting and integrating services.  

· The Manager will ensure that childcare provision meets legal staffing requirements at all times, will manage staff rotas and arrange cover for absent staff colleagues. 

· The Manager will liaise closely with other childcare providers and schools in the community to develop best practice through e.g. joint training programmes and workshops.  This will involve both attending and delivering such training, as appropriate. 




	Physical Effort and Working Conditions: 

	· The post involves lifting and handling of play equipment 

· It is an active role, taking part in practical activities and physical care of young children.

· All staff are expected to use recommended manual handling procedures with children and equipment.

· We operate a free flow system (outside/inside), and all staff work outdoors daily. Appropriate clothing is required for all weathers. 

· The post may involve handling and caring for nursery pets

· The post holder may be exposed to infectious diseases.



	Contacts and Relationships: 

	· Working relationships include the following:
· Children
· Parents and families
· Staff employed within Conkers Nursery
· Balsam Centre Staff and Trustees
· External agencies: to include local childcare providers and schools, Local Authority employees and OFSTED

· The Manager is expected to:

· Share appropriate information with other professionals to ensure child safety.  Such sharing of information is directed by statutory legislation (GDPR) and ISA/DBS protocols, as well as being open to Freedom of Information requests


	Knowledge, Skills and Experience: 

	           Essential:

· A relevant Childcare level 3 (minimum) qualification as well as English and mathematics GCSE (or equivalent) at grade C or above. New requirements from January 2025 mandate that all nursery managers need a level 2 qualification in maths or achieve this within 2 years of starting the post. 

· Extensive experience of working with children in a range of settings, to include  substantial managerial experience.

· Experience of identifying and supporting children with additional needs, liaison with external agencies and working together with their parents and families. 

· Knowledge and understanding of the relevant Children’s Acts, frameworks and statutory guidance (including EYFS 2017)

· Experience of developing and leading CPD in Foundation Stage settings

· Excellent verbal and written communication skills

· Desirable:
· Qualified Teacher or Early Years Professional Status
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