Job Descriptions 

JOB DESCRIPTION – CENTRE MANAGER

The Centre Manager is responsible to the Regional Manager and Operations Director.

Duties will include:
Responsibility for the daily running and administration of the centre whilst adhering to the Policies & Procedures of Cornerstone Academy, ensuring compliance with the Children Act and Health and Safety legislation, all within the requirements and guidelines laid down by Ofsted and the National Standards. 

Ensuring confidentiality is maintained in the centre.

Having key-holder responsibility.

Offering all children equal opportunities with regard to their religious persuasion, racial origins, gender, disabilities, and cultural or linguistic background; in particular, challenging situations where racism or discrimination is displayed.

Ensuring effective staff recruitment following Cornerstone Academy's recruitment procedures. Supervision of staff and students, conducting regular staff assessments, recognizing training needs, monitoring training and developing teamwork. Organizing of regular staff meetings and in-service training. 

Care and supervision of the children with regard to their physical, emotional and intellectual needs. 

Supervision of the planning and preparation of activities to develop all aspects of the child's individual development in a stimulating atmosphere. Ensuring developmental records and observations are kept.

Ensuring that the preparation, care, cleanliness and maintenance of the centre playrooms, kitchen and equipment are carried out according to the Policies & Procedures and risk assessments.

Administration and finance of all centre activities as directed by Head Office to manage budgets, and keep accurate records of staffing, payroll, banking, petty cash, fundraising and all other activities as requested. Issue of invoices and collection of fees, and meeting agreed targets as well as ordering and maintaining equipment and resources in the centre.

Admission of children in line with the Admission policy of Cornerstone Academy.

Liaison with parents and negotiation of working targets ensuring effective communication within the centre.

Ensuring a tier system of management is in place and that duties are delegated fairly. Maintaining staff ratios and ensuring staff are deployed effectively to carry out the correct preparation of bottles and babies' feeds, nappy changes, laundry duties and supervision of meals.

Centre Managers must at all times ensure that staff administers medication as recorded in the risk assessments and as displayed in the Operational Plan.

Keeping and monitoring accident, incident and risk assessment records.

Providing the Regional Manager with weekly reports on the centre and following Cornerstone Academy's procedures for reporting accidents and incidents.

Arranging regular parents' evenings, publicity, open weekends and children's outings and ensuring effective marketing.

Ensuring the effective and regular removal of waste materials to the designated area and ensuring regular collection of that waste.

Any other duties appropriate to the post as directed by the Regional Manager and Managing Director.

 

JOB DESCRIPTION - DEPUTY CENTRE MANAGER

The Deputy Centre Manager is responsible to the Manager and Regional Manager.

Duties will include:
Deputising for the Centre Manager and be responsible for the daily running and administration of the centre in their absence, adhering to the Policies & Procedures of Cornerstone Academy, ensuring compliance with the Children Act, Health and Safety legislation, all within the requirements and guidelines laid down by Ofsted and the National Standards.

Ensuring confidentiality is maintained in the centre.

Having key-holder responsibility.

Assisting the Manager in ensuring effective staff recruitment following Cornerstone Academy's recruitment procedures. Supervising staff and students, conducting regular staff assessments, recognising training needs, monitoring training and developing teamwork. Organizing of regular staff meetings and in-service training.

Assisting the Manager to ensure a tier system of management is in place and that duties are delegated fairly. Maintaining staff ratios and ensuring staff are deployed effectively to carry out the correct preparation of bottles and babies' feeds, nappy changes, laundry duties and supervision of meals amongst other tasks in line with delivering the service.

Supporting and liasing with the Manager on a daily basis.

Care and supervision of the children with regard to their physical, emotional and intellectual needs.

Planning and preparing activities to develop all aspects of the child's individual development in a stimulating atmosphere. This planning to be to cover all curriculums.

Ensuring that the preparation, care, cleanliness and maintenance of the centre playrooms, kitchen and equipment are carried out according to the Policies & Procedures and risk assessments.

Liasing with parents and negotiating working targets ensuring effective communication within the centre.

Working with the Manager to maintain administrative records as directed by the Regional Manager and Head Office.

The Deputy Centre Manager must at all times ensure that staff administers medication as recorded in the risk assessments and as displayed in the Operational Plan.

Keeping and monitoring accident, incident and risk assessment records.

Attendance and management of staff meetings at times appointed by the Centre Manager.

Offering all children equal opportunities with regard to their racial origins, gender, disabilities, and cultural or linguistic background; in particular, challenging situations where racism or discrimination is displayed.

Assisting the Manager and participating in arranging regular parents' evenings, publicity, open weekends and children's outings and ensuring effective marketing.

Any other duties appropriate to the post as directed by the Centre Manager and Regional Manager.

 

JOB DESCRIPTION - SUPERVISORY CENTRE NURSE

The Supervisory Centre Nurse is responsible to the Manager, Deputy Manager and Regional Manager.

Their duties will be that of a Nursery nurse/ Play worker with extra responsibilities.

Duties will include:
Working in partnership with the Manager and Deputy to ensure the daily running and administration of the centre, adhering to the Policies & Procedures of Cornerstone Academy and compliance with the Children Act, Health and Safety legislation and within the guidelines of Ofsted and the National Standards. Ensuring confidentiality is maintained in the centre.

Having key-holder responsibility.

Acting as a Named Coordinator relevant to their skills or training as designated by the Centre Manager.

Supervising Nursery Nurses/Play workers, Assistants and Students and carrying out appraisals where appropriate under the guidance of the Manager/Deputy Manager.

Being responsible for a staff team in a designated area of the centre.

Organizing staff in area of responsibility including staff rota, effective mentoring of junior staff, effective delegation and communication and promoting positive attitudes regarding Cornerstone Academy.

Leading staff meetings, promoting and supporting teamwork.

Performing staff inductions and helping new staff to fit into the centre.

Providing a good role model for Nursery Nurses/ Play workers, Assistants and Students.

Providing feedback to the Manager or Deputy Manager on issues relating to the centre day.

Liasing with parents and negotiating working targets ensuring effective communication within the centre.

The Senior Centre Officer must at all times ensure that designated staff administers medication as recorded in the risk assessments and as displayed in the Operational Plan.

Keeping and monitoring accident, incident and risk assessment records.

Offering all children equal opportunities with regard to their religious persuasion, racial origins, gender, disabilities, cultural or linguistic background; in particular, challenge situations where racism or discrimination is displayed.

Assisting the Manager and Deputy Manager, participating in arranging regular parents' evenings, publicity, open weekends and children's outings and ensuring effective marketing.

Any other duties appropriate to the post as directed by the Centre Manager and Regional Manager.

 

JOB DESCRIPTION - ROOM LEADER

The Team Leader is responsible to the Supervisory Nursery Nurse/Play worker, Manager and Deputy Manager.

Their duties will be that of a centre nurse with extra responsibilities.

Duties will include: 

Working in partnership with and supporting the Senior Nursery Nurse/ Play worker, Manager and Deputy to ensure the daily running and administration of the centre, adhering to the Policies & Procedures of Cornerstone Academy and compliance with the Children Act, Health and Safety legislation and within the guidelines of Ofsted and the National Standards. Ensuring confidentiality is maintained in the centre.

Acting as a Named Coordinator relevant to their skills or training as designated by the Centre Manager.

Supervising Nursery Nurses/ Play workers, Assistants and Students and carrying out supervisory meetings where appropriate under the guidance of the Senior Nursery Nurse/Play worker, Manager and Deputy Manager.

Supporting the Senior Nursery Nurse/Play worker, and assisting with the planning of activities in a designated area of the centre.

Liasing with the Senior Nursery Nurse/Play worker in organizing relevant staff, effective mentoring of junior staff, effective delegation and communication and promoting positive attitudes regarding Just Learning.

Attending regular meetings with the Senior Nursery Nurse/Play worker, and participating in staff meetings.

Assisting with staff inductions and helping new staff to fit into the centre.

Providing a good role model for Nursery Nurses/ Play workers, Assistants and Students.

Providing feedback to the Senior Nursery Nurse/Play worker on issues relating to the centre day.

Addressing staff and parent queries.

The Team Leader must at all times ensure that designated staff administers medication as recorded in the risk assessments and as displayed in the Operational Plan.

Keeping and monitoring accident, incident and risk assessment records.

Offering all children equal opportunities with regard to their religious persuasion, racial origins, gender, disabilities, cultural or linguistic background; in particular, challenge situations where racism or discrimination is displayed.

Assisting the Senior Nursery Nurse/ Play worker, Manager and Deputy Manager, participating in arranging regular parents' evenings, publicity, open weekends and children's outings and ensuring effective marketing.

Any other duties appropriate to the post as directed by the Senior Nursery Nurse/ Play worker, Centre Manager and Deputy Manager.

 

JOB DESCRIPTION - NURSERY NURSE/ PLAY WORKER

The Nursery Nurse/ Play worker is responsible to the Manager and Deputy Manager.

Duties will include:
Adhering to the Policies & Procedures of Cornerstone Academy and compliance with the Children Act, Health and Safety legislation and within the guidelines of Ofsted and the National Standards. Ensuring confidentiality is maintained in the centre.

Working as part of a team.

The care and supervision of the children with regard to their physical, emotional and intellectual needs.

The planning and preparation of activities, to meet children's individual needs, liasing with parents and negotiating working targets ensuring effective communication within the centre.

Offering all children equal opportunities with regard to their religious persuasion, racial origins, gender, disabilities, and cultural or linguistic background; in particular, challenging situations where racism or discrimination is displayed.

Keeping of development records and observations.

Positive management of children's behaviour.

Preparation, care, cleanliness and maintenance of the playrooms and equipment.

Supervision and effective mentoring of Assistants and Students.

Providing a good role model for Assistants and Students and helping new staff to fit into the centre.

Keeping and monitoring accident, incident and risk assessment records.

Supervision of meals and mealtimes and, where appropriate, preparation of babies' bottles.

Laundry duties.


Attendance of staff meetings as arranged by the Centre Manager.

Participating in regular parents' evenings, publicity, open weekends and children's outings.

Any other duties appropriate to the post as directed by the Centre Manager and Regional Manager.

 

JOB DESCRIPTION - CENTRE ASSISTANT

The Centre Assistant is responsible to the Manager and Deputy Manager.

Duties will include:
Adhering to the Policies & Procedures of Cornerstone Academy and compliance with the Children Act, Health and Safety legislation and within the guidelines of Ofsted and the National Standards. Ensuring confidentiality is maintained in the centre.

Working as part of a team

The care and supervision of the children with regard to their physical, emotional and intellectual needs.

Working with the Nursery Nurse/Play worker on planning and preparation of activities, to meet children’s individual needs, liasing with parents and negotiating working targets ensuring effective communication within the centre.

Offering all children equal opportunities with regard to their religious persuasion, racial origins, gender, disabilities, cultural or linguistic background; in particular, challenge situations where racism or discrimination is displayed.

Keeping of development records and observations

Positive management of children's behaviour.

Preparation, care, cleanliness and maintenance of the playrooms and equipment.

Providing a good role model for Students and help new staff to fit into the centre.

Keeping accident, incident and risk assessment records.

Supervision of meals and mealtimes and where appropriate preparation of babies’ bottles.

Laundry duties

Attendance of staff meetings as arranged by the Centre Manager.

Participating in regular parents' evenings, publicity, open weekends and children's outings.

Any other duties appropriate to the post as directed by the Centre Manager and Area Manager.

 

JOB DESCRIPTION - CENTRE ADMINISTRATOR

The Centre Administrator is responsible to the Manager and Deputy Manager.

Duties will include:
Maintaining family and account records on centre computer programme (First Steps), for which some training will be given.

Preparation of monthly invoices.

Collection of fees (mostly by Direct Debit), pursuing outstanding fees.  Resolving any account queries.

Maintaining accurate and confidential staff, children's and parents' records.

Liasing with Head Office and Administration staff.

Sending reports to Head Office as appropriate.

Preparing banking.

Sending authorised invoices to Head Office for payment.  Applying to Head Office for authorised refunds.

General computer use, preferably with knowledge of Microsoft Word and Excel.  Ability to type at RSA level II (35 words per minute).

Keeping petty cash records.

Welcoming parents, children and visitors.  Showing a caring attitude towards distressed parents, children and staff. 

Communicating pleasantly and effectively in person, in writing and on the telephone.

Keeping the office tidy.

Monitoring the CCTV and being vigilant regarding security.

Working closely with the Centre Manager.

General office duties.

Any other duties requested by the Manager/Deputy.

 

JOB DESCRIPTION - CENTRE COOK

The Centre Cook is responsible to the Manager, Deputy Manager and Regional Manager.

Duties will include:
Working in partnership with the Manager and Deputy to ensure the preparation of a balanced and healthy diet for the children, adhering to the Policies & Procedures of Cornerstone Academy and in compliance with the Chartered Institute of Environmental Health-Food Safety, Health and Safety and within the guidelines of Ofsted and the National Standards.

Observing the company dress code:      

Hair to be tied back if touching your collar

No nail varnish

No rings with the exception of the wedding band

Trousers, white coat and appropriate head covering to be worn

Preparing a suitably balanced rotating menu taking into account dietary and cultural requirements of the children in line with the Centre Manager's requirements. 

The preparation and cooking of all foods in accordance with the daily menus and for special functions.

Preventing cross contamination of food within the kitchen area.

Ensuring that all foods are ready at the specified time and correctly served. Ensuring that the correct food is served to children with known allergies, as notified to you by the Centre Manager.

Making sure that all foods are covered prior to serving and during transportation to the rooms.  Also ensuring that foods stored in the refrigerator are adequately covered.

Ordering stock in line with requirements, keeping accounts and budget control.  Maintaining correct stock levels, ensuring stock rotation and ensuring all stock is clearly labelled to include expiry dates.

Monitoring and recording in writing the temperature of fridge and freezer on a daily basis.

Temperatures of high-risk food must be recorded at time of delivery and cooking. All food must be stored and served at the temperatures required by the Chartered Institute of Environmental Health-Food Safety.

Ensuring the kitchen and equipment is kept suitably clean at all times including walls, floors and trolleys to transport food following a cleaning schedule. On a daily basis that all crockery, cutlery and cooking utensils are washed and sterilized in accordance with food safety guidelines.

Ensuring the effective and regular removal of waste materials to the designated waste store.

Any other duties appropriate to the post as directed by the Centre Manager and Area Manager.

 

JOB DESCRIPTION - CENTRE CLEANER

The Centre Cleaner is responsible to the Manager, Deputy Manager, and Regional manager.

Duties will include:
Working in partnership with the Manager and Deputy to ensure the cleanliness of the centre, adhering to the Policies and Procedures of Cornerstone Academy and in compliance with COSSH Regulations, Health and Safety legislation and within the guidelines of Ofsted and the National Standards.

All rooms, toilets and changing areas

Daily duties:
Ensuring all floors are swept and mopped thoroughly with germicidal disinfectant.

Carpets to be vacuumed and edges cleaned.

All bins to be emptied, refuse to be taken to appropriate storage area and bin liners replaced.

Dust furniture, picture frames, ledges, skirting, sills and radiators up to normal hand height 5-6".  Polish where necessary.

Wash WC pans and washbasins using germicidal disinfectant.

Damp dust and polish taps and mirrors.

Damp dust pipes, cisterns, disposal units and towel cabinets.

Damp dust wall tile up to normal hand height of 5-6".

Replenish toilet roll holders, soap dispensers, and towel cabinets.

Weekly duties:
Damp dust light switches, door furniture and walls to remove any marks.

Damp dust telephones using germicidal disinfectant.

Clean glass doors to remove hand marks etc.

Check outside area by front door for debris, cigarette ends etc.

Clean nameplates.

