[image: ][image: ]JOB DESCRIPTION

	POST TITLE: Nursery Manager

	OVERALL PURPOSE OF THE POST

	Supported by the Principal, the post holder will provide professional leadership and management of the nursery, to effectively manage the day to day running of the nursery and to deliver the highest standards of care and education. 
The Nursery Manager will ensure that the nursery is a safe environment for children, staff and others. You will take lead responsibility in maintaining high-quality teaching and ensuring every child accesses a broad and balanced curriculum that gives them a range of knowledge and skills needed to make good progress. As Nursery Manager you will strive to maintain the excellent reputation of our nursery and sustain positive relationships with parents. 

	MAIN DUTIES AND RESPONSIBILITIES

	1.	Main Duties

· Planning and delivering effective daily management of the nursery, in accordance with current policy, practice and the statutory EYFS Framework. 
· Ensuring that the nursery provides a safe, caring, stimulating and educational environment both indoors and outdoors at all times
·  Demonstrate the very best teaching practice and classroom management consistently
· Continue to develop effective partnerships with parents and ensure they are well informed about their child’s attainment and progress 
· Implementing effective and flexible planning that meets the needs and interests of all children 
· Taking overall responsibility for planning and assessment, which ensures each child is making regular progress
· To be responsible for children’s outcomes within the EYFS, through effective formative and summative assessment 
· Regularly evaluating and reviewing children’s progress and ensuring appropriate interventions are in place for those pupils with SEND.
· Work closely with the special educational needs coordinator (SENCO) to ensure the curriculum meets the needs of all children.
· Liaise with academy subject leaders to understand how their subject is impacted by the EYFS
· To manage behaviour effectively, and advising senior leaders of any ongoing issues or concerns
· Managing, supervising and supporting nursery staff 
· To induct, support and monitor newly appointed members of staff
· Ensuring effective communication with parents is upheld 
· [bookmark: _GoBack]Identify and contribute towards staff training needs
· Uphold the academy’s robust safeguarding policies and procedures
· To build relationships with local schools and nurseries, ensuring that transition to and from our academy is well managed
2.	Nursery Admissions

· Acting on enquiries, arranging and hosting visits and ‘settling in’ sessions
· Being pro-active in managing the portfolio of enquiries to maximise admissions and contribute to nursery admissions targets
· Arranging offer letters and follow-up of offers in a timely manner  
· Ensuring pupil details are up-to-date and applying for the relevant funding from the Local Authority for pupils accessing 15 or 30 hours funding. 

3.	Leading the Curriculum

· Ensuring that our bespoke curriculum supports children in reaching their full potential 
· Ensure our curriculum is effectively and consistently implemented across the EYFS 
· Monitor any changes to EYFS teaching, learning and school improvement plan and share with staff as appropriate
· Make sure our effective system of assessment continues to meet the requirements of the EYFS framework and tracks the progress of children to check the curriculum has a positive impact on learning
· Have an overarching responsibility for children’s achievements and standards in the EYFS
· Delivering purposeful activities that meet the needs of all children
· Delivering local and national learning strategies in relation to Early Years and make effective use of opportunities provided by other learning activities to support the development of pupils’ skills
· Ensure our continuous provision offers learning opportunities across all 7 areas of learning
· Selecting and preparing resources necessary to lead learning activities, taking account of pupils’ interests and language and cultural backgrounds
· Advising on the appropriate deployment and use of specialist aid / resources / equipment

4.	Support for the Academy:

· Be aware of and comply with policies and procedures relating to Safeguarding, Health and Safety, confidentiality and data protection, reporting all concerns to an appropriate person in accordance with policy
· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop
· Contribute to and promote the overall ethos/aims of the academy and trust
· Sustain constructive relationships and communicate with other agencies / professionals,  to support achievement and progress of pupils.
· Take the initiative, as appropriate, to develop appropriate multi-agency approaches to supporting pupils.
· Recognise own strengths and areas of expertise and use these to achieve and support others. 
· Promote children’s social, cultural, physical and mental development alongside Fundamental British values

General duties and responsibilities:
· To be the named person responsible for First Aid in the nursery provision and to be paediatric first-aid trained. 
· To appropriately maintain the confidentiality of the working environment 
· Support and maintain a positive working environment between colleagues across the academy
· To deliver and undertake training as required
· To be familiar and comply with all relevant Health and Safety, Management of Risk, Operational, Personal, Data Protection and Financial Regulations policies and procedures.
· To ensure duties and responsibilities are carried out in a safe manner and safe working practices are adopted, in accordance with the Health and Safety at Work Act, 1974.
· To understand and comply with procedures for the emergency evacuation of the academy
· Appropriate knowledge of safeguarding procedures, for which training will be provided. 

	OTHER

	All ACET staff are expected to:
· Appropriately maintain the confidentiality of the working environment;
· Promote and support the aims, ethos and vision of the academy/trust;
· To comply with all ACET policies and procedures;
· To comply with all statutory guidance as relevant for their role, including the Health and Safety at Work Act 1974;
· Work in a flexible manner, undertaking any reasonable duties commensurate with the salary and grade of the post.
· Work in other ACET academies, as required (with travel payment if appropriate).

The purpose of this job profile is provide an overview of the duties and responsibilities involved in this role, however it is not intended to be exhaustive. In consultation with the post holder, this profile may be reviewed and could be subject to change during the course of employment.



ACET is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
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