MIDLOTHIAN COUNCIL
JOB SUMMARY

	
JOB TITLE: Early Years Practitioner

	
POST NO(S): GENERIC

	
JOB PROFILE: GRADE 5 – C4 (B)

	
SECTION/UNIT: VARIOUS

	
DIVISION: EDUCATION AND COMMUNITIES

	
REPORTING TO: HEADTEACHER

	
REPONSIBLE FOR: 

	JOB PURPOSE:

As a member of a team responsible for developing life skills in children, contribute to the planning and implementation of a balanced curriculum for children, and provide a caring and stimulating learning environment, to enable children to achieve their potential.


	KEY OBJECTIVES

Contribute to the activities of the nursery or establishment and help deliver a programme of learning activities through active involvement to stimulate children’s interests, aptitudes and abilities.

Respond to the differing needs of individual children, by applying a sound knowledge of child development and of the appropriate curriculum on a daily basis.

Observe children during play and work, and be responsible for recording written observation notes, on children’s development and the effectiveness of activities, to assist with the planning and monitoring of child development.

In consultation with the SCDW, use these observations to assist in the planning of learning activities and experiences for individual children and for groups of children; and to contribute, through discussions under the guidance of the teacher, to the development of child “profiles” and individual education plans.

Encourage children’s development and language through stimulating play and personal intervention.

Support children in developing own personal care and basic skills such as pencil grip, IT mouse use, etc.

When required, liaise with other professionals to discuss children’s development.

Liaise and interact with parents and carers to share information on children’s development and when required, meet with parents within the agreed working pattern.

Using the daily plan, adopt a flexible, responsive approach and provide appropriate learning experiences for children, and co-operate with risk assessment of activities and workplace, under the guidance of the SCDW.

At all times, be aware of the safety of children, e.g. reporting and, if necessary, being responsible for putting unsafe play equipment out of use.

Have a sound knowledge of Council guidelines governing safety and security of children; be familiar with the reporting process. 

Implement child protection policies and procedures, after appropriate training.

Implement food hygiene procedures in accordance with Council policy and legislation, after appropriate training.

Be responsible for the safety and care of small groups of children on organised outings subject to guidance and legislation.

Administer medication to children* once appropriate training has been given, in accordance with the agreed care plan, divisional policy and guidelines and deal with minor injuries sustained by pupils e.g. cuts and bruises.  This includes accurate recording where required, such as completion of accident reporting forms etc.

Contribute to the general administration and organisation of the establishment by:-

· supervising indoor and outdoor play areas, and where appropriate, develop children’s play skills;
· support children with toileting and clean soiled children as necessary;
· cleaning up of spills and body fluids to ensure safe conditions for children and staff;
· preparing, supervising the issue and consumption of snacks;
· ordering / purchasing of food and materials during working hours;
· basic maintenance and care of equipment such as dressing up clothes, play materials, including visual and aural aids etc.; this includes laundering and repair of such items;
· preparing activity materials such as mixing paints and cutting-out;
· setting up and dismantling activity equipment indoors and outdoors;
· undertaking the basic hygiene routines of the establishment such as refrigerator checks; 
· occasional general clerical duties such as photocopying and filing and the occasional collection of monies such as sponsor money for passing to support staff;
· supporting Early Years trainee staff on site;
· contributing to the general security, including door duty, by welcoming carers, being alert to visitors’ behaviour etc.;
· undertaking termly cleaning, clearing and setting up, according to establishment and Council guidelines.

Use own skills to contribute to activities involving, for example, music, drama, movement, art, crafts, literature, environmental studies, healthy lifestyles, etc.

Mentor and supervise work placement and work experience students; liaise with tutors and complete reports as appropriate.

Work as one of the team to establish good and effective relationships with children, carers and staff, in order to promote child development and the smooth and efficient running of the establishment. 

Contribute to the drafting of the school/establishment development plan and guidelines.

Contribute to the evaluation procedures of HMIE/Care Commission and the Council.

As one of the team, participate in staff meetings, to ensure good team/client communications, and the smooth running of the establishment.

Participate in staff development opportunities, including In Service Days and the Council’s Personal Development Plan scheme in order to keep up to date with changes in statutory requirements and good practice, and to develop professional expertise.

Offer support and mentoring as appropriate to trainees, apprentices, and placements undertaking training in the establishment.  Confirm activities undertaken and successfully completed and offer feedback on progress as required.  

Occasionally, in unforeseen circumstances and in the absence of a SCDW, take responsibility for ensuring the safety of the children and the continuation of the service. 

Any other relevant duties identified by the line manager.


	KNOWLEDGE

Post holder must hold at least a practitioner level qualification, HNC Childhood Practice at SCQF Level 7; or SVQ Social Services (Children & Young people) at SCQF 7 

or equivalents that meet the requirements for SSSC (Scottish Social Services Council) registration e.g.
SVQ 3 Child Care and Education 
SVQ 3 Early Years Care and Education 
SVQ Children’s Care learning and Development SCQF 7 
HNC Childcare and Education.
HNC Working with Children in Early Years.
HNC Early Education and Childcare (at SCQF level 7).

Qualifications which were previously recognised for SNNEB/NNEB registration may be acceptable.

An up to date First Aid certificate is required; however, this can be obtained within 6 months of starting the post.
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