Deputy Head of Nursery —Candidate Brief
www.micklefieldschool.co.uk

“The excellent level of achievement is the successful fulfilment of the School’s aims to foster the pursuit of high standards and the encouragement to
become successful learners.” - Latest ISI Inspection
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Within a bright and colourful environment, Belton

We offer both full day and half day sessions for children

House Nursery provides an excellent first step for a

from rising three to four years of age. The post holder

child’s introduction to education. Fully supported by
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Our School

Our Nursery children enjoy all the facilities of the main
school as well as the multi-sensory experiences in
Belton House and the surrounding area.
Micklefield children are part of a rich curriculum which
provides opportunities for them to succeed in in the
Early Years Learning Goals. Children are introduced to
phonics and pre-reading skills. Fine motor control
activities help to develop writing skills. Fun, thoughtprovoking, numeric activities help build the children’s
understanding of mathematics. By nurturing a curiosity
of the world around us, their knowledge and under-

Our vision is to be a forward-thinking school that
delivers the very best educational experience for our

School Community.
Our mission is to be a vibrant independent school with
a warm, family environment. We are committed to
maximising the potential in each child by focusing on
them as individuals; whilst encouraging our children to
thrive and achieve through a rich, broad and ambitious
curriculum. We aim to develop happy, confident and
well-rounded children who are future ready with a life-

standing of the environment helps to develop their

long love for learning.

creative language and confidence.

At Micklefield, we are proud to be a family school with a

From April 2021 our highly successful Nursery extended strong culture of kindness. We aim to develop skills for
its provision from term-time only to all year round and life through our values of: kindness, respect, resilience
we are looking to appoint someone who can

and responsibility.

Purpose of the role and key responsibilities
To provide outstanding care and develop the education of children, using specialist knowledge and experience.
This involves undertaking tasks related to classroom and extra-curricular activities, the delivery of the designated
and enriched curriculum, raising standards through continuous self-evaluation and providing high standards of
supervision and pastoral care.
To take responsibility for managing the team and continuing with the smooth running of the Nursery when the
Head of Nursery is not on site. To deliver a flexible, high-quality education and care to meet the needs of the
children and their families.

In the absence of the Head of Nursery, the deputy will act as manager, this may include holidays and times of day
where the Head of Nursery is not on shift. In these instances, the deputy will be acting manager and daily duties
will include but are not limited to:



Ensuring the staffing and attendance is planned and ready for the holiday period.



Room planning and curriculum planning is carried out in advance of this time.



Act as the Designated Safeguarding Lead on a daily basis.



Ensuring that all communication to and from parents is carried out daily including keeping the Famly App
updated.



Put planning in place for when the Nursery is open during the school holiday times for when the Nursery is
a mixed cohort of 2 –4 year olds.

Main Tasks
•

To assist the Head of Nursery with providing an
environment that adheres to the vision, mission
and ethos of the School and to continue with the
smooth running of the Nursery when the Head of
Nursery is not on site.

• To promote the work and image of the School by
always maintaining high standards of personal
appearances and adopting a friendly, professional
approach to parents, members of the public and
the wider School community.

• To provide care, attend to children’s personal
needs and undertake activities necessary to meet
the
physical,
emotional
and
educational
requirements of individuals, groups or a class of
children. This will require knowledge of a range of
strategies and a high level of skills developed
through experience.

• To promote high standards, progression, continuity
and quality of learning.

• To observe children as individuals and in groups
and monitor behaviour, progress and possible
developmental needs utilising specialist knowledge
and experience.

• To liaise closely with other members of the Nursery
team ensuring that planning objectives are being
met and report back to the Head of Nursery.

• To assist the Head of Nursery with the preparation
of long, medium and weekly plans.

• To undertake other relevant duties allocated at the
discretion of the Headmaster.

• To play a wide and full part in the life of the School
as possible.

• To plan, teach and lead in our Rising 3 room, where
you will act as Room Leader.

• To create enabling environments which reflect
children’s strengths, interests and current learning
by organising a range of stimulating resources and
creating aesthetically pleasing displays.

• To ensure all of our spaces remain clean, tidy and
reflect high standards of education and care at all
times.

• To assist the Head of Nursery and work closely with
the
Registrar
to
ensure
new
and
prospective pupils’ needs are correctly attended to.
This may include arranging and delivering stay and
play or settling in sessions.

• To adhere to the school’s policies with special
reference to the learning support, safeguarding and
child protection, equal opportunities policies, and
to help promote inclusion in the school.

• To be thorough and adhere to the School’s record
keeping policy in a timely manner by keeping up-to
-date records of children’s progress.

• To shared written observations and records of children’s progress with our families through our Famly
app.

• To be responsible for leading the

Outdoor

Learning sessions for the whole Nursery.

• To be the named Designated Safeguarding Lead on
premises in the absence of the Head of Nursery.

The Candidate Profile & Personal Qualities
Candidate Profile & Personal Qualities
The successful candidate is likely to meet and/or
demonstrate the following characteristics:

encourage their involvement.
•

Experience and knowledge of using Famly App
(or similar).

•

Strong written and verbal communication skills.

•

Commitment to equal opportunities and an understanding of equality and diversity issues.

•

Evidence of continuing professional development.

Essential criteria
•

A passion for working with children with a positive
can-do attitude.

•

A minimum, Level 3 Early Years Education and
Childcare qualification or equivalent.

•

To have a solid understanding of the Early Years
Foundation Stage (EYFS) curriculum.

•

Proven experience of working in an Early Years
setting.

•

•

Desirable criteria
•

Management experience or further qualifications.

•

Forest/outdoor learning experience.

Sound understanding of child development, and of
children's needs.

•

Current paediatric first aid certificate.

•

Current food hygiene certificate.

Ability to work with parents and families to

•

Designated Safeguarding Lead training.

Employment Terms & Conditions
Work Pattern

Full Time (All Year Round)

Reporting to:

Head of Nursery

Hours:

37.5 hours per week, excluding ½ hour break. Nursery is open from 7.30am to 6.00pm.
Working pattern to be agreed.
Parents Evening attendance and a set number of Saturday ‘Open Mornings’ per year.

Salary:

circa £26-30K dependent on experience.

Holiday Entitlement: 30 days plus bank holidays. 30 days to be taken when the Nursery is closed excluding bank
holidays and the remainder when the Nursery is open. For example if Nursery is closed for
25 days, then 5 days to be taken when the Nursery is open during the academic year
Benefits:

Company Pension, Discounted School Fees, Complimentary Lunches and Tea/Coffee

Application Process
Interested candidates are invited to complete the application form (there is no need to submit a CV) together
with a short covering letter addressed to Mrs Beth Rayner ’Head of Nursery’ which explains your motivation for
applying.
Candidates should send both documents by email marked Private & Confidential, care of the School Office at
Micklefield School, 10 Somers Road, Reigate, Surrey, RH2 9DU; hr@micklefieldschool.co.uk.
The deadline for receipt of applications is noon on Monday 27th June 2022
Process following submission of the application form

• Monday 27th June 2022 All applications will be acknowledged by email. If you have not received
acknowledgement that your application has been received within two working days of sending it, please
contact the School Office by telephone - 01737 224 212.

• Wednesday 29th or Thursday 30th June 2022- Interviews and a tour of the Nursery (and School) will take
place.

• July 2022 or sooner - Start date.
Micklefield School is committed to safeguarding and promoting the welfare of children and young people and

expects all staff and volunteers to share this commitment. Applicants will be required to undergo safeguarding
screening appropriate to the post of Bursar and Clerk to the Governors, including checks with past employers and
the Disclosure and Barring Service (DBS), sight of original qualification certificates,
satisfactory references and a medical.
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