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                                                                      Welcoming l Involving l Evolving

                                       Oxhey Early Years Centre 

Job Description for Day Care Manager Post OEYC 1718
Reports to:
Head of Centre
Directors of OEYC Ltd
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Staff Management and Development
· As a member of the Senior Leadership team of OEYC, attend regular meetings and contribute to the Centre’s Development Plan.
· Lead and manage the day care team in line with the ethos and vision of OEYC
· Be responsible for overall management of all day care including staffing rotas, timetables and leading team meetings
· Liaise with Head and Centre Business manager on HR related issues
· Manage day to day HR, including recruitment, probation and competency in line with OEYC policies
· Identify staff training and development needs and liaise with Head and SLT to plan for meeting these needs
· Plan, manage and implement the annual appraisal/performance management process and make recommendations to Directors, in line with policy, on Performance Related Pay awards
Daily Management of the Setting
· Develop and manage the operational framework of the day care
· Ensure that required standards, ratios and conditions of registration are maintained at all times
· Follow OEYC policies on child protection and act as deputy designated person as required.
· Monitor occupancy levels and work with admin staff to maximise occupancy.
· Establish and maintain all appropriate emergency procedures
· Be responsible for all health and safety issues in day care and compliance with the Company’s H & S policy and procedures at all times
· Be responsible for the day to day management of the day care rooms and report repairs and maintenance issues to the Head of Centre and SLT
Finance
· Lead admissions procedures with support from Finance Officer and Admin Team, ensuring occupancy is maximised in line with admissions policies and procedures
· Liaise with Head to give information to assist budget setting
· Liaise with Finance Officer to ensure all information on attendance/ start dates /changes to occupancy is up to date for invoicing
· Manage the budget for day care ensuring that staffing and resourcing remains within budgetary limits set
· Control and manage links with Catering suppliers and ordering of food and supplies within the required standard and budget
· Liaise with Centre Business Manager to maintain inventory of day care assets
Teaching and Learning
· Ensure that planning and organisation lead to an outstanding education provision in line with the EYFS and Ofsted criteria 
· Work in partnership with the day care team to develop and deliver an appropriate curriculum, taking into account, the unique child and equality and diversity.
· Monitor and evaluate the effectiveness of the teaching and learning across all day care provision
· Ensure that key people keep a detailed learning journal for each child, in line with OEYC policy and procedures. This journal contributes to both formative and summative assessment for the child.
· Monitor and support staff in making summative assessments against the EYFS development matters at, at least, 3 points during the year and report this data to the Head
· Ensure the implementation of the Special Educational Needs Code of Practice and work with the SENCo to maximise children’s learning and development through support plans and interventions, promoting and ensuring fully inclusive provision
Record Keeping and Reports
· In partnership with the CBM and Admin team ensure accurate records are kept for all children and staff in line with data protection legislation
· Provide termly reports for Directors
Parents and Carers
· Build strong relationships with parents through day to day interactions and resolution of any issues or complaints as they arise
· Encourage the involvement of parents in all aspects of day care, supporting them to contribute to their child’s learning through their learning journal and attendance at parent consultations and parent workshops
Professional Partnerships
· As a member of the SLT work closely with the staff of the onsite and integrated Maintained Nursery School
· Build strong relationships with supporting professionals e.g. Herts for Learning Early Years team, speech and language support, educational psychologists
· Attend local networking meetings and liaise with other early years settings in the locality
· Contribute to the Centre’s role as a system leader in all aspects of Early Years provision and welcome other settings to visit the Centre
· Build relationships with local FE and HE providers and lead a programme of student placements in day care
General
· Maintain a flexible approach to the work of day care in response to the needs of the children, families and staff
· Undertake any other duties within the scope of the post as required by the Head of Centre
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