GENERIC JOB DESCRIPTION

POST TITLE:
Day Care Manager
POST NO:


GRADE:
Grade 8 
CONTRACTUAL 

ARRANGEMENTS:


ACCOUNTABLE TO:
Head of Centre
PURPOSE OF THE JOB

· To be the named ‘suitable person’ for OfSTED registration
· As a member of the senior management team, to contribute to the delivery of high quality, integrated education and care for children aged 3 months to 5 years  
key Accountabilities

1. In consultation with the Centre Manager, to plan, develop and maintain routines and initiatives to ensure the effective provision of day care for all children at the centre;
2. To assist with the management of the Centre, taking responsibility for defined aspects of care provision; 
3. In consultation with the Centre Manager, to be responsible for administering the agreed admission policies and procedures; 
4. To supervise the day care staff, students on placement and Modern Apprentices, ensuring that they are trained, developed and supported;
5. To carry out work planning and liaise with the Nursery teachers on a regular basis;
6. To undertake the duties of a key worker for a child or groups of children; 
7. To ensure that each child’s progress and development is planned, monitored and recorded and to share information with parents/carers both informally and formally at parents’ meetings; 

8. To ensure that the day care environment is attractive, stimulating and safe, and that all relevant health, safety and hygiene standards are adhered to; 
9. To foster the partnership with parents/carers by providing a welcoming atmosphere and encouraging involvement in activities and events;
10. To undertake the role of Child Protection Officer (jointly with Centre Manager);

11. To help and support children with personal cleanliness and toilet training, to administer First Aid and to keep appropriate medical and H&S records;

12. To maintain stocks of equipment and resources and ensure that items are properly maintained;
13. To liaise with health workers, Social services staff and other professionals and agencies as required.
Supporting the school

At an appropriate level, according to the job role, grade and training received, all employees in the school are expected to:

1. Support the aims, values, mission and ethos of the school and participate in a team approach to all aspects of school life.

2. Attend and contribute to staff meetings and INSET days as required, and identify areas of personal practice and experience to develop.

3. Take appropriate responsibility for safeguarding and children’s welfare and be aware of confidential issues linked to home/child/teacher/school and keep confidences appropriately.  
4. Be aware of health and safety issues and act in accordance with the school’s Health and Safety Policy.
OTHER DUTIES
The post holder may be expected to carry out duties other than those given in the job description where the level of responsibility is similar and he/she has appropriate qualifications or receives appropriate training to carry out these duties.
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