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JOB DESCRIPTION 
	JOB TITLE:

    Deputy Nursery Manager

Faculty:

    Student Services

Grade: 


    Scale 4
Directly responsible to:   Nursery Manager
Directly responsible for:  Deputising for Nursery Manager & to work as a Special Needs Co-ordinator



	PURPOSE OF JOB:


To assist with the management of childcare facility and the learning, development and care of children aged 0- 5 years




	MAIN RESPONSIBILITIES AND DUTIES:

1. Plan, implement, assess, track and evaluate activities within the Early Years Foundation Stage and relate   this to the development and progression of individual children.
2 Ensure that high quality childcare facilities are delivered within the Early Years and Pre School Centre ensuring that key person responsibilities are adhered to at all times.

3 To provide support for the manager and to deputise for the manager in his/her absence in relation to the operation of the nursery and EYFS / Ofsted inspection requirements.
      4.   Implement policies and procedures relating to the Early Years and Pre-School Centre.

     5.   To work with the Nursery Manager to implement operational arrangements to ensure the effective     running of the setting.
6.  Act in the SENCO role by responding to any additional needs which the children within the Early Years and Pre-School Centre may have and co-ordinate services, liaise with agencies and devise strategies to meet these needs. 
7.    Draw up and implement Health Care Plans and Individual Behaviour Plans for appropriate children.

8.    Attend regular training to ensure professional updating.

9.  Undertake and record all risk assessments carried out for Health and Safety within the setting.

10.   Provide support and guidance for students on placement.

11.  Liaise with parents in regard to children’s developmental needs. 

12. Manage and lead teams within the rooms of the setting and manage the operation of the whole setting, in the absence of the Manager.

13. Ensure accurate records are maintained for both staff and children and produce regular reports e.g. occupancy levels.

14. To identify and promote staff development and training through staff meetings and in staff supervision in the absence of the Manager.

15. To network and liaise with other childcare providers, tutors and other agencies e.g. Children’s Services and Health Care Providers to share information, good practice and attend meetings..

16. To liaise with the Nursery Manager re; funding steams and manage the day to day budget of the facility, including keeping accurate financial records in the absence of the Nursery Manager.
17. To undertake duties of the Designated Person for Child Protection and Safeguarding Children in the absence of the Nursery Manager.

18. Undertake such other duties as may be required by the Principal, commensurate with the grade and nature of the post.

19. The post holder will be expected to participate in in-service staff development programme as appropriate.

20. The post holder will be expected to comply with any rules and regulations which the Corporation                   may from time to time issue to ensure the efficient operation of its business and the welfare and interests of its students and employees.

21. The post holder will be expected to work flexibly and efficiently, to maintain the highest professional standards and to promote and implement the policies of the Corporation.

22.  To actively contribute to the College’s safeguarding children and safeguarding vulnerable adult agenda.

23 .In carrying out their duties, the post holder must comply with Health and Safety regulations and policies.
a. To ensure the development of equality of opportunity throughout all aspects of service delivery and to comply with equality of opportunity within the team and in interactions with other college areas and external partnerships.



	PHYSICAL CONDITIONS

Place of work

The post holder will be located in the Early Years and Pre-School Cenre at the Bolton College .

Flexible Working
Whilst this particular position is normally located in the child care facility, the support services within the College are operated on a flexible basis and staff are required to give support in all areas of the College, as and when required by management, with due regard being given to their specialism.

Working Hours
The post holder will be expected to work such hours as agreed with the post holder and the Childcare 

Manager                                                                                                                                                                                                                                                                                                                                                                    

A certain amount of flexibility is therefore required of the post-holder, whose work pattern may vary from time to time involving work on a evening or some other time outside the stated pattern as part of the working week.  Such variations may, for example, operate through the calendar year covering evening classes, and will depend on Sector/Section requirements in relation to the type of course and the numbers enrolling, the location and curriculum needs. Intended variations to work patterns will be notified as soon as possible. 
Training
The College wishes to encourage support staff to increase their skills and qualifications, for the benefit of the individual and the College.  The post-holder may therefore, at the discretion of management, be required to undertake training and development appropriate to present and future needs of the College.

All staff will be required to participate in an annual staff development review and appraisal.

SOCIAL CONDITIONS

 Evening and Saturday morning work may be required.

Probationary Period (not applicable)
If the post holder is a new employee to the College, the first 9 months of employment will be a probationary period, during which the suitability of the post holder for the position will be assessed. The Corporation on giving one months written notice. The Corporation’s Disciplinary Procedure will not apply during the probationary period.
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