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Chiddingstone Nursery School CIO
Job Description
Nursery Leader
Nursery: 
Chiddingstone Nursery School CIO, Chiddingstone Castle, Hill Hoath Road, 

Chiddingstone, Edenbridge, Kent

Job Title:  
Nursery Leader and DSL
Responsible to: 
Nursery Management Committee
Job Specification: 
Responsible for development and day to day management of the nursery, providing a safe, stimulating, high quality education and care for the nursery children.  
To fulfil legal and statutory requirements; to supervise staff on a day to day basis; to contribute and implement nursery policies; work in partnership with parents, carers, and professionals to promote the well being of the children. To develop and implement EYFS.  To work with Nursery Business & Finance Lead to develop, implement and review policies, procedures and practices within the nursery.
The Designated Safeguarding Lead (DSL) must be a senior member of the leadership team. They have a legal responsibility for dealing with safeguarding issues, providing advice and support to staff, liaising with the Local Authority, and working with a range of other agencies.

Member of management committee designated as registered person and Ofsted representative.  

Main Duties
1. To be responsible for the provision of a high quality of teaching and care, ensuring that staff are properly deployed and offer appropriate stimulation and support to the children.  To provide a child centred environment where the children are cared for in a safe and secure environment.

2. To take responsibility for drawing up long term, medium term and sessional curriculum plans which ensure that each child is working towards early learning goals and to monitor the effectiveness of the nursery curriculum.
3.  To draw up and to supervise the daily programme of nursery activities and events.
4.  To be responsible for implementing systems of observations and record keeping so that children’s attainment and progress are effectively and regularly assessed and to monitor the effectiveness of assessment procedures which can be shared with parents and other professionals and agencies as required and ensure this information is stored appropriately being aware of confidentiality.
5. To organise the key person system and to effectively supervise staff daily. To be a key person to a small group of children being responsible for profiles, liaising with parents, and ensure individual child’s needs are recognised and met. 
6. To be responsible for monitoring the quality of care of learning, provide staff supervision and appraisals, identifying in-service training needs to support staff personal, professional development, safeguarding issues and to reflect and evaluate nursery improvements, and where training needs are identified, ensure staff can undertake these, making additional arrangements with the management committee as necessary.
7. To work alongside Nursery Business & Finance Lead to ensure records are properly maintained, so that the nursery complies with registration and legislative requirements e g. daily attendance register, accidents and incidents book and medication administration.

8. To liaise closely with parents/carers, ensuring regular communication and interaction and maintain processes for regular review of each child’s progress in partnership with parents. 

9. To grow links with parents and the community, attend relevant community events to publicise the nursery, to plan and attend open mornings.
10. To work alongside Nursery Business & Finance Lead to ensure that the nursery is a safe environment for children, staff and others, that equipment is safe, standards of hygiene are high, safety procedures are implemented always, and fire drills carried out regularly. Security systems are fully operational, risk assessments updated.
11. To liaise with the Management Committee, Ofsted and other professionals to provide reports as required and ensure all legal and statutory requirements are identified and implemented.  To attend all Management Committee meetings.
12. As the Ofsted registered person and member of committee to work in partnership with management to prepare for Ofsted inspection and action that may result from inspection.

13. To work alongside Nursery Business & Finance Lead in drawing up and implementing all nursery policies and procedures, to ensure nursery is maintained to high standard of hygiene and cleanliness.
14. To implement and maintain the nursery Equality policy ensuring that children, parents, and the staff team are valued, and practice is positive and non-discriminatory.

15. To attend in-service training and meetings, as required.  To identify and enable the individual development and training needs of each member of staff which supports the development of the nursery.
16. Manage the staff team and deal with complaints and disputes with parents, staff and children.

17. Undertake the day to day management of nursery and to ensure that high standards are developed and maintained.
18. Ensure that the children receive physical, intellectual, language, emotional and social development and ensure that the diverse needs of every child are met within a child centred environment to ensure national standards are met always.
19. Ensure that nursery remains up to date with legislation, guidelines and best practice, ensuring that high standards of childcare are provided.

20. Alongside Nursery Business & Finance Lead to regularly review policies and procedures, bringing to the prompt attention of the Management Committee aspects of the setting which require their approval and input.
21. To assist in recruitment and support new staff members by providing a formal induction process to ensure that the nursery is always staffed at required ratios. 
22. Arrange monthly staff meetings for all staff to ensure regular exchange of information and training within the staff team.

23. Alongside Nursery Business & Finance Lead to be responsible for the day to day management of the staff team including cover staff for illness, training cover, risk assessments and ratios .
24. Prepare and present reports to the management committee at their meetings, keeping them up to date with nursery matters and advising them of currant situations, improvements and concerns.
25. Alongside Nursery Business & Finance Lead to ensure the nursery always meet minimum requirements for young children in relation to heat, water, illness, staffing, acting as necessary.

26. To understand any other reasonable duties as directed by the Chair of the Management Committee, in accordance with the nursery improvement plan.

27. As the Designated Safeguarding Lead, to monitor any safeguarding issues following Local Authority procedures, working with other professionals to identify and monitor child abuse and the management of appropriate care programmes and maintain relationships with external agencies and professionals (as required) ensuring the needs of the children are met.
28. Alongside Nursery Business & Finance Lead, as the Health and Safety coordinators, provide training, support and opportunities to relay appropriate policies and practices to staff.

29. Ensure that the staff team receive appropriate regular in house and ongoing safeguarding (child protection) training during staff meetings.
30. To disclose any conviction, cautions, court orders, reprimands and warnings that may affect their suitability to work with children (whether received before or during their employment at the nursery). To disclose any changes in medication or health care that may affect their suitability to work with children

Covid Addendum

31.  Chiddingstone Nursery School CIO will, so far as is reasonably practicable, take steps to meet its responsibilities through a robust Risk assessment process which highlights the risk of transmission and infection of the COVID-19 virus as well as all steps taken to reduce the potential spread of the virus.
32.  Staff are responsible for complying with and supporting the safe implementation of the Health and Safety Policy as well as those measures outlined in the COVID-19 risk assessment. 
33.  Staff must always remain vigilant, ensuring their own safety and that of their colleagues and students.
34.  All members of Chiddingstone Nursery School CIO community can request and complete a COVID-19 test, they will be requested to submit their result, either positive or negative, to the nursery leader as soon as possible.
35.  New cleaning procedures have been included in the COVID-19 Risk Assessment and include daily checklists for indoors and outdoors to be used by staff to limit the risk of infection to the nursery community. 
36.  High risk areas, such as door handles, hard surfaces and light switches and toilets will be cleaned throughout the day with a thorough clean at the end of each day; 
Staff need to have strict personal cleanliness and hygiene regimes in place. Staff are good role models and supervise and support children in Covid preventative measures
Person Specification/Necessary Experience
· Minimum of NVQ Level 3 qualification or equivalent in Early Years and Childcare development (Essential)
· Minimum of 2 years supervisory experience in an early years and childcare setting (Essential).

· Knowledge and experience of policies and procedures particularly relating to child protection, health and safety, security, equal opportunities and confidentiality. (Essential)

· Experience of budget monitoring and control (Essential).

· Experience and understanding of multi-agency and partnership working (Essential).

· Designated Safeguarding Lead training or willingness to obtain (Desirable).

· Paediatric First Aid Certificate.

· Prevent training or willingness to obtain.

· Food Hygiene training or willingness to obtain.
· Experience of basic technology (computer, tablets, digital cameras, video, photocopier)

Scope for Impact

The Nursery Leader has the responsibility of ensuring that the nursery runs smoothly and that all staff are directed in an organised and consistent way. The safe, secure, and happy learning environment of the nursery depends on the management skills of the Nursery Leader and Nursery Business & Finance Lead with the support of the Nursery Deputy.

The post holder will be expected to undertake training and other learning activities and attend relevant meetings (within contracted hours) as required to ensure own continuing professional development.

The post holder acts as a role model, not only for the children, but also for the students, trainees etc and their conduct will help ensure the Nursery’s continued viability.
Job Context
In consultation with the Nursery Management Committee the Leader will be expected to direct and supervise the Nursery staff. The post holder must have a good understanding of the National Standards for Full Day Care and be conversant with Curriculum Guidance for the Foundation Stage. An awareness of child protection issues and procedure is essential. The post holder must have effective communication skills to be able to inform, persuade, inspire and motivate children and staff and provide feedback to other professionals and parents, students, trainees etc.
Organisation (Not Line Management responsibility)

                                  Nursery Management Committee

                                  Nursery Leader and Nursery Business and Finance Lead
                                  Deputy Nursery Leader/SENCO
                                  IT Manager/Deputy SENCO

                                  Nursery Assistant (Qualified and Unqualified)
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