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JOB DESCRIPTION BROCHURE FOR:

Deputy Head of Nursery

Creativity / Collaboration / Confidence / Communication
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OVERVIEW

The Nursery is part of the Early Years department at Kew Green Preparatory School and part
of the wider family of schools within the Gardener Schools Group. The Nursery is in a sepa-
rate building to the Preparatory school, located a short walk away on Kew Green (TW9 3AH).

The Nursery team will work closely with the Kew Green Preparatory School Early Years (Re-
ception) team to ensure the Early Years department for the whole school is united, both in
curriculum progression, staff partnerships and transition from Nursery to Reception.

The role requires an experienced, professional, dynamic, committed, creative, passionate,

warm, and forward-thinking person, who is willing to work flexibly to meet the needs of the
provision. The Deputy Head's role is suited to a person who is able to identify and reflect on
new ideas and initiatives and take action and would like to take the lead in certain key tasks.

The Deputy Head will work with the Head playing a key role in embedding quality teaching
at Kew Green Nursery.

The Deputy Head should be an enthusiastic, highly organised early years professional who

is confident supervising people, managing time and resources to ensure children experi-
ence exceptional early learning and childcare. A passion for delivering play-based learning
for young children is essential. The Deputy Head will ‘walk the talk’, and support the creation
of play and learning experiences that are of a high quality and child-led. The Deputy Head
must ensure compliance tasks are completed regularly and support staff with purposeful and
spontaneous planning.
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Ofsted

Outstanding
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THE ROLE

This job description is designed to provide a context for the role and is not in itself an ex-
haustive summary. The post-holder will have previous leadership experience and need to
show their own initiative, with a pro-active approach in order to lead effectively.

Responsible to: Head of Kew Green Nursery

Kew tasks and Responsibilities

Safeguarding and Child Protection:
e Be the Deputy Safeguarding Lead of Kew Green Nursery.

® To understand and be pro-active in your role in safeguarding, alert to issues of safeguard-
ing children and child protection.

e Toread, understand and demonstrate knowledge of the most up to date version of KC-
SIE, undertaking relevant training when required.

® Ensure the welfare and safety of children attending the Nursery is promoted and safe-
guarded.

e To report any child safety/protection concerns appropriately and immediately, following
the safeguarding policies, procedures, and practice.

® To understand and adhere to the requirements under the prevent duty.

e To lead by example and drive the culture of Safeguarding Children and professional be-
haviour.

e Advise the Head of any concerns. E.g., child protection, safety of equipment.
Responsibilities of the Deputy Head of Nursery

e Support the Head in the day to day running of the nursery.
e Manage the team, ensuring standard of care are maintained.
* |ead by example providing a role model for children and staff.

e Working along side the Head to make sure the Nursery to set up to begin the start of
each term, such as Famly set up, timetables, home visit schedules and term calendar
dates

e Manage the organisation of Famly

* Manage and lead risk assessments, ensuring they are compliant and reporting to the Site
Team on health and safety matters

e  Work with the Head and team to create high quality provocations and positive learning
experiences.

® Regularly update your professional knowledge and develop skills related to your role.
e Lead, along side the head, the CPD of staff at Kew Green Nursery
® |ead the induction process for new members of staff

e Lead all matters relating to Health and Safety, including updating the medical needs of
all the children within the setting, making sure the catering team as well as the staff are
aware of any updates.

* Liaising with Sharon and Carly on the termly menu and the milk orders

e Build relationships and clear communication with parents, families and all relevant agen-
cies.
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THE ROLE

® Proactively manage and support staff, and children in their day-to-day role.
® Use Famly to communicate children’s progress.

e Take part and contribute in termly/annual policy creation and reviews.

* Manage the setting and undertake all the necessary duties.

e Support the Head with the planning, delivery and monitoring of the curriculum. Support
the Head in implementing planning for learning ensuring a balance of purposeful and
spontaneous planning, evaluations, and appropriate next steps.

* Support the Head with the creation of long, medium and short term planning

* Ensure that the setting is actively engaged in continuous quality improvement through
(and beyond) participation in reflection and ensure that identified improvements are im-
plemented. E.g. organising and reporting back to the team on learning walks conducted

e Support the head with supporting KGN families with the understanding of education and
wellbeing of their children both in KGN and at home: such as online safety tips, support
packs for families having a baby, potty training, parent workshops.

* Support the Head in the organisation of Open Mornings, Marketing Days, Parent Meet-
ings, KGN Events and by leading some of the parents tours/show rounds.

e Supervise the children and to protect them from dangerous or harmful situations.
* Provide a high level of care that will enhance the children’s general health and well-being.
* Promote equality of opportunity and foster an inclusive culture and environment.

* Promote equal opportunities ensuring individual children’s needs and circumstances are
known and met through the care and education provided.

® To be fully aware of Kew Green Nursery's operational policies and procedures and ensure
policies and procedures are followed, implemented, monitored and reviewed by all staff.
This includes ensuring that all accidents and incidents are recorded on Famly as outlined
in the policies and procedures.

® Actas a key person to a group of children and ensure their needs are reflected in the rou-
tines and curriculum of the setting.

® Recognise and act upon children’s additional or special educational needs and ensure
staff support these children effectively.

e Keep informative, accurate and up-to-date records, including records of progress and any
behavioural or developmental concerns.

* Arrange and attend parent/carer meetings to allow two-way discussion of their children’s
progress.

e Ensure all children’s dietary, allergy and cultural needs are met.

e |f overseeing the Squirrels, work with the Head to liaise with other local schools or the
KGPS to support the children in their smooth transition to their next school.

e Attend any conferences, training events or meetings identified by Head and to keep up to
date with current good practice.

¢ Contribute to and lead weekly team meetings.
e Adhere to Kew Green Nursery's policy and procedure on confidentiality.

e Perform any other duties as deemed necessary by the Head.
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THE ROLE

Community

Be part of and contribute to the strong, positive, and dynamic community at Kew Green
Nursery and Kew Green Preparatory School.

Communicate effectively with the parents and contribute to newsletters.

Attend and support Nursery events with parents and the wider community throughout the
school year. When required, attend Kew Green Preparatory School events.

Develop strong links and collaborate with the team at Kew Green Preparatory School.

Essential

Full and relevant Level 4 qualification.

Previous experience of working as a key person.

Commitment to, and knowledge of, safeguarding in EYFS settings.

Excellent understanding of the EYFS.

Evidence of continuous professional development.

Excellent organisation and time management skills.

Enthusiasm for the ethos of Kew Green Nursery and Kew Green Prep School.
A passion for Early Years.

A forward-thinking, adaptable, creative and positive mindset.

Desirable

Undergraduate or Foundation Degree in Early Childhood Studies, or other relevant sub-
ject.

EYPP/EYTT or QTS.
Knowledge of First Aid procedures and possess a Paediatric first aid qualification.
Knowledge of Famly system.

Experience in and ability to lead a specialist area (e.g., French, Spanish, Drama, Dance).

Other

The duties and responsibilities in this job description are not restrictive and the post holder
may be required to undertake any other duties which may be required from time to time. Any
such duties should not, however, substantially change the general character of the post.
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THE APPLICATION PROCESS

An application form, job description and person specification can be downloaded from our
website. Please send completed application forms to recruitment@kgps.co.uk. Applications
should be made by covering letter, accompanied by a fully completed application form
which can be found on our website: kgps.co.uk/about-us/job-vacancies/. Further information
about the school may also be obtained from there.

Closing date: 12.00pm on Friday 23rd May 2025. \We reserve the right to interview and
appoint prior to the closing date, so early applications are recommended.

All applicants will be considered on the basis of suitability regardless of gender, race,
religious belief, marital status or disability. Kew Green Preparatory School is committed to
safeguarding and promoting the welfare of children and we expect all staff and volunteers
to share this commitment. Applications will be subject to checks with past employer and an
enhanced check with the Disclosure and Barring Service. Applicants who have lived outside
of the UK in the past 5 years will be required to provide a Police Check from their country of
residence. Our safeguarding and safer recruitment policies can be found on our website:
https://kgps.co.uk/about-us/policies/
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