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How to use this book


This book contains all the units you need to master the skills and knowledge for the NCFE CACHE Level 3 Technical Occupational Entry for the Early Years Workforce (Early Years Educator) (Diploma) (610/3984/6), the NCFE CACHE Level 3 Diploma for Working in the Early Years Sector (Early Years Educator) (610/4164/6) and the Early Years Educator Apprenticeship.

This book should be taught in conjunction with the most up-to-date qualification specification document, available from the NCFE website. You should also refer to the most up-to-date EYFS statutory framework document available on the gov.uk website. References to parents are intended to include other carers as well.

Key features of the book

LO 1 The professional roles and responsibilities required to work in an early years setting

Understand all the requirements of the qualifications with clearly stated learning outcomes and assessment criteria fully mapped to the specifications.

4.3 Opportunities for progression

Key areas of each learning outcome to signpost what you are going to cover in this section of the unit.


[image: ] Key term

Key person: An adult in an early years setting who is responsible for a group of children.



Understand important terms.


[image: ] Reflect

Have you noticed how young children like to copy other people?



Learn to reflect on your own skills and experiences.


[image: ] Research it!

When you start working in a setting, ask to see a copy of the organisational chart, if it is not already displayed.



Enhance your understanding of topics with research-led activities encouraging you to explore an area in more detail.


[image: ] Practice point

As you are just starting out in your career, think about ways in which you can be organised in your studies.



Practical advice and tips to help you with your practice.


[image: ] Case study

Look at these two examples of students who are working in an early years setting:



See how concepts are applied in settings with real-life scenarios.


[image: ] Test yourself


	1  What is meant by a key person?






Short tasks and knowledge-based questions to help enhance your understanding of the unit just studied.


Evidence collector

Find a copy of your own job description and complete a table relating it to specific examples of your responsibilities.



Opportunities to collect evidence for your portfolio.


[image: ] Sustainability focus

When thinking about your role, you should also consider the 17 Sustainable Development Goals as set out by UNICEF.



Ways in which to bring in a sustainability focus to your practice, processes and general setting.







Introduction


Welcome to this book, which has been written to accompany the NCFE CACHE Level 3 Technical Occupational Entry for the Early Years Workforce (Early Years Educator) (Diploma), the Level 3 Diploma for Working in the Early Years Sector and the Early Years Educator Apprenticeship. Congratulations also for deciding to study a qualification that will allow you to work with babies and young children.

Working professionally with young children is a demanding role. It is now recognised that the first few years of a child’s life can significantly impact on their later health, learning and emotional wellbeing.

There is research that indicates that adults who work with children need a good knowledge of how children learn and develop, as well as the ability to respond sensitively to them. It is also recognised that working with young children in the early years sector is a profession in its own right and while there are practical skills involved, it is far more demanding than simply keeping children safe and playing with them.

To help you achieve your qualification, the book has been written to follow the units in the qualification specifications, and there are many features included in each unit that should help you link theory to your everyday practice, know where to find out more or help you approach the assessments. These features are explained on pages v–vi.

Once you have achieved your qualification, you should have gained the skills and experience needed to work effectively with young children and their families. With your qualification, you can work in a range of different early years settings including nurseries and pre-schools, or develop your own business as a childminder or a nanny, for example. You may also be able to use your qualification as a stepping stone onto other qualifications or into other associated career paths (subject to their admission requirements).

Good luck with your qualification and with your career in the early years sector.

Structure of the qualifications

To complete these qualifications, you will study 10 units:


	1    Introduction to the role of the early years educator


	2    Holistic child development


	3    Children with special educational needs and disabilities (SEND)


	4    Effective communication in an early years setting


	5    Safeguarding and welfare requirements


	6    Health, wellbeing and safety


	7    Promoting an effective early years curriculum


	8    Assessment of children’s learning and development


	9    Understanding play for learning and holistic development


	10  Partnership working




Each unit is divided into ‘learning outcomes’. Some learning outcomes focus on knowledge and will often start ‘Understand’ (or ‘Know’), while others focus on practice and begin with ‘Be able to’.

This book will help guide you as each chapter follows the structure of the units of the qualifications. You will find that the learning outcomes are explained with an introduction and then the information needed to meet each assessment criteria is included.



How the qualifications are assessed

To gain your qualification, you need to build a portfolio of evidence that shows you have completed all the units and the learning outcomes. You will be allocated an assessor who will work out a plan with you as to how to collect the evidence that you need. As some of the learning outcomes require you to demonstrate your skills, your assessor will also watch you work with children and talk to you about how you might approach different situations. There is no exam for these qualifications, but you will need to show that you can use the knowledge that you have learned when working directly with children of different ages.






UNIT 1

Introduction to the role of the early years educator


[image: Woman and child play together with a modular construction set of colourful, plastic interconnecting rings. The child concentrates on building a tower while the woman holds a connecting piece.]
As a professional starting out in a career in early years, you will need to know about the requirements of your new job role and how you fit into the early years setting as part of a team. This unit explores the main areas that you will need to know about and understand as part of your role: the importance of good communication, understanding working relationships, and knowing why settings need to have policies and procedures. You should also start to keep track of your own professional development, and seek feedback from others so that you can identify personal career goals.


UNIT 1


There are eleven learning outcomes for this unit:


	1    Understand the professional roles and responsibilities required to work in an early years setting


	2    Understand procedures that must be adhered to in the work setting and their importance


	3    Understand the role of supervision


	4    Understand professional development


	5    Be able to use and model good communication skills, including a good command of the English language


	6    Be able to explain your own role, responsibilities and expected behaviours, and the roles of colleagues in the setting


	7    Be able to explain the impact of your own and others’ behaviour on babies and children, and the importance of role-modelling positive behaviours


	8    Be confident in supporting or challenging the practice of colleagues, including difficult conversations


	9    Be able to follow procedures in the work setting, including updating policies and procedures


	10  Be able to foster a culture of mutual support and teamwork through effective supervision


	11  Be able to seek out feedback and use reflection to identify personal goals






[image: Woman and child play together with a modular construction set of colourful, plastic interconnecting rings. The child concentrates on building a tower while the woman holds a connecting piece.]

LO 1 The professional roles and responsibilities required to work in an early years setting

All professionals will have a job description and a person specification.


[image: ] Key terms

Job description An outline of the role and responsibilities for the job, including key skills and required knowledge.

Person specification A description of the ideal candidate for a job role, including their skills, experience and behaviours.



[image: Concept map shows a central circle labelled roles and responsibilities of an early years educator. Three lines branch out from the circle to the following areas: knowledge, skills and responsibilities.]
Figure 1.1.1 Roles and responsibilities of an early years educator


➞ For more information on job roles, see LO6 in this unit.

1.1 The professional roles and responsibilities of an early years educator regarding knowledge, skills and behaviours

As an early years educator, you will need to develop your knowledge, skills and behaviours in order to work effectively, and be able to reflect on your role in the setting.

Knowledge

To succeed as an early years educator, you will need to:


	●  have a clear understanding of your role


	●  have a thorough knowledge of the early years foundation stage (EYFS) statutory framework and know how to promote an effective early years curriculum


	●  have a good level of literacy and IT skills


	●  have current knowledge of relevant legislation such as the Equality Act 2010


	●  know how babies and children learn and develop


	●  know how to support their learning and development at different ages and stages


	●  know how to promote health, safety and wellbeing in your setting


	●  know how to support children with special educational needs and disabilities (SEND)


	●  know the importance of promoting equality, diversity and inclusion


	●  know how to assess and monitor children’s progress, and be able to adapt activities accordingly


	●  know about safeguarding and child protection, and how to promote the welfare of children


	●  know about and understand the need for confidentiality as part of your role.





[image: ] Key terms

Early years foundation stage (EYFS) statutory framework Statutory guidance for early years settings, which means that it is enforceable by law.

Special educational needs and disabilities (SEND) A term used when a child or young person has learning difficulties and/or a disability that means they might require special education support or provision.



These areas of knowledge will all be covered as part of your qualification. When you have completed the relevant units, you might also need to have a professional discussion with your assessor or write a reflective account for them, so they can verify that you have achieved the required knowledge in each area.

Skills

Having a commitment to working with children

Working with children should not be seen as an ‘easy option’. You will need to enjoy working with them, and have an understanding of and respect for their needs.

Good communication skills

This is very important, as you will need to be able to communicate effectively with babies and children, and their families/carers, as well as your work colleagues.

➞ For more detail about different aspects of communication, see LO5 in this unit.

[image: Woman kneels with outstretched hands and an expression of excitement, facing a young child. The child holds up a small bottle towards the woman. ]
Figure 1.1.2 How can you tell that this adult enjoys working with children?


Being able to work as part of a team

You will need to recognise that, as an early years educator, you will be working as part of a team. This means:


	●  knowing when to share information and knowledge that will help others


	●  knowing about confidentiality, and respecting this when necessary.




➞ For more on working as part of a team, see LO6 in this unit and Unit 10 on partnership working.



[image: ] Research it!

When you start working in a setting, ask to see a copy of the organisational chart, if it is not already displayed.

Can you work out where your role fits with the rest of the team?



Effective organisational skills

Good organisational skills are vital. You will need to learn how to balance your everyday duties in the workplace with prioritising other parts of your job role when needed. For example, you might be asked to update a policy or run a meeting within the setting, alongside your normal role in supporting children’s learning. You should also be able to plan and organise activities that are inspiring and capture children’s enthusiasm for learning.


[image: ] Practice point

As you are just starting out in your career, think about ways in which you can be organised in your studies. This may be through keeping a reflective log of what happens each day, or making sure any action points from your day are completed straight away. This will help to get you into good habits from the start.




[image: ] Key term

Reflective log A personal diary or record of learning.



Patience and understanding

Young children can have difficulty in managing their emotions. This can lead them to place demands on adults that can be challenging to manage. You should be able to remain calm, so that you can help children to manage and discuss their emotions when they are upset or distressed.

Being able to create a positive and inclusive learning environment for children

It will be helpful if you have creative skills, for example in art or music, or are imaginative and resourceful in setting up different learning environments, such as role-play areas or displays. The learning environment should:


	●  be inspiring for children


	●  reflect the wider community


	●  be inclusive for children of all needs, ages and abilities.




Being able to work closely with parents/carers and families

Early years professionals should have positive relationships with parents/carers and families so that they can support children’s learning and development more effectively. If you are a key person, you will need to make sure that you communicate regularly with these families and carers.

➞ For more on the key person approach, see Unit 2, LO3.


[image: ] Key term

Key person An adult in an early years setting who is responsible for a group of children. The key person builds a close relationship with the children and their families.



Being able to develop children’s independence

Children learn and develop at different rates, but you will get to know them and their abilities. It is important for you to support their independence as much as you can, particularly around self-care such as toileting, handwashing and dressing.

Being able to keep children safe and promote healthy living

It is part of your job role to understand health and safety requirements, safeguarding, and the importance of healthy food and exercise. You should be able to talk to children about how to be safe and keep their bodies healthy.

➞ For more on this, see Unit 6.


[image: ] Key term

Safeguarding Protecting the wellbeing, health and rights of all babies and children, ensuring they are safe from harm or abuse.




[image: ] Research it!

Look at some current early years educator job vacancies. These should list the knowledge and skills that are needed for specific job roles.

Are these duties the same as or different from your own?




[image: ] Sustainability focus

When thinking about your role, you should also consider the 17 UNICEF Sustainable Development Goals. These highlight the importance of acting in a way that teaches children about sustainability, while also supporting the setting in working towards sustainable practice. To find out more, see Sustainability Matters in Early Childhood, published by NCFE.



Behaviours

Behaviours are closely linked to skills, and your own behaviour should both set an example for children and colleagues, and support them.

➞ For more information on specific behaviours, see LO6 in this unit.

Being a positive role model

One of the key behaviours you will need to have is to act as a positive role model to young children. This means showing them how to behave through your own behaviour, and also talking to them about what the setting expects of them and why. As they grow and develop, they will start to realise that they have control over their own behaviour.

➞ For more on this, see LO7, in this unit.


[image: ] Key term

Role model Someone who others see as a good example.




[image: ] Reflect

Have you noticed how young children like to copy other people? A child is more likely to try to do something if they have seen an adult doing it. This can have a positive influence − for example, learning to treat people kindly, or wanting to read a book. However, if adults display negative behaviour such as regularly interrupting others or leaving the environment in a mess, young children will also be likely to do the same.



[image: Two young children playing outside, washing a plastic, ride-on toy buggy with sponges.]
Figure 1.1.3 Why are children likely to look up to and imitate adults and what they do?



Being able to validate and support children’s emotions

Adults in early years settings play a key role in helping young children to recognise and validate their emotions. Children need adults to guide them in co-regulation and self-regulation so that they learn how to behave in an acceptable way alongside others. For example, saying ‘I understand that you are upset because it’s time to tidy up, but we need to get ready to go home’ helps the child to recognise the connection between what is happening and how they are feeling. It is important to do this rather than telling them to be quiet or to stop crying, as it helps to develop the child’s ability to express how they are feeling in an acceptable way.

➞ For more on self-regulation, see Unit 2, LO5.


[image: ] Key terms

Co-regulation Supporting another person with managing their feelings.

Self-regulation Being able to regulate and control one’s own emotions and behaviour.



Being positive, self-motivated and using your initiative

Your attitude to your work and role should also be positive, and this should be reflected in your behaviour in the setting. Try to be flexible and willing to undertake additional duties or out-of-hours activities, such as attending staff or parent/carer meetings, taking part in off-site activities or carrying out additional training. This will show your colleagues that you are able to support them as well as the wider work of the setting. Being ready to join in is also important when you are around young children, as this will encourage them to try new activities.

Recognising the feelings of others

In the workplace it is important to recognise the feelings of others and be sensitive to their needs. For example, a colleague might be experiencing problems at home or have an additional workload that places them under stress; they might come to you for advice or support. You will be better able to support your colleague and develop your relationship with them if you can see the situation from their point of view and recognise how they are feeling. This will also help to develop a culture of understanding within the setting.

Young children often fall out with their peers as they are not always able to control their own feelings, and having to regularly take turns and share with their peers can become a challenge. This is because empathy, or recognising the feelings and wishes of others, is linked to a child’s stage of development. For example, while a three-year-old might be able to take turns, a two-year-old will find this very difficult. You will need to be able to support young children and talk through why they are upset, so that they can recognise other people’s feelings and start to look at situations from others’ point of view.


[image: ] Case study

Look at these two examples of students who are working in an early years setting:

Gemma is always slightly late to arrive to her placement. She has good relationships with the children. She is pleasant and polite to colleagues, and does what she is asked to do in her role, although she has missed the staff meeting on safeguarding.

Mo always arrives early to help set up, has read the setting’s policies and procedures, and is friendly and approachable to everyone in the setting. He dresses appropriately and always makes a point of asking if there is anything else that needs to be done before he leaves at the end of the day.


	●  Which of these two students might be seen as more professional in their new role? Give reasons for your answer.


	●  Why is it important to appear professional at work?








[image: ] Research it!

Watch an experienced educator supporting two children who have had a disagreement.

How do they recognise the children’s feelings and encourage each to see the situation from the other child’s point of view?

It may help to refer to the following documents for additional guidance:


	●  Early years qualification requirements and standards, available on the gov.uk website


	●  IfATE Early Years Educator standards.




You may wish to note this down in your reflective log.



➞ For more on your own behaviours, see LO6 and LO7 in this unit.

1.2 The professional role of the early years educator with regard to the potential of supervising other staff and leading the setting

You will also have other responsibilities in your professional role at the setting. As well as your work with babies and children, you might be responsible for supervising other staff.

Supervising other staff

As an early years educator, you might be responsible for supervising other staff and ensuring that they deliver high-quality outcomes to each child in their care. This means you will need to ensure that they are delivering the early years foundation stage (EYFS) statutory framework in line with statutory requirements. It can therefore be one of the first steps for you to progress within your role.


[image: ] Practice point

Make sure you don’t confuse supervising children or other staff in the setting with supervision sessions with work colleagues. These concern professional development and are covered later in this unit.



➞ For more on supervision, see LO3 and LO10 in this unit.


[image: ] Research it!

The Early Years Foundation Stage statutory framework on the gov.uk website is the key document for all those working with children from birth to 5.

It gives details of the curriculum and assessment requirements, and the legal requirements for safeguarding and welfare. There are separate documents for childminders and nurseries. Make sure you use the most up-to-date version!

Have a look at the most recent document for your own setting and read through the Summary and Introduction at the start.

We will be referring to this document throughout the book.




[image: ] Key term

Statutory Something that is required by law.



Leading the setting

You might have other responsibilities in leading the setting. Look closely at your job description, as it might include the following responsibilities.

Leading the curriculum

This means ensuring that the early years curriculum in your setting is planned and delivered in line with the EYFS statutory framework. The curriculum should include a wide range of both adult- and child-led learning experiences, which are fully inclusive so that all children can achieve.

Being responsible for key children

As mentioned earlier, all staff in early years settings are responsible for a number of key children and are known as their key person. They will get to know these children more closely than other members of staff, beginning at the settling-in period, when they should find out as much as possible about each key child. The key person liaises with parents and carers regularly, ideally on a daily basis, so that they have up-to-date information about their key children. They also share photos or videos regularly with parents and carers (in accordance with your setting’s video and photo policy), so that they can see what their child has been doing, and feel able to share and discuss their child’s experiences in the setting.

“Each child must be assigned a key person. Their role is to help ensure that every child’s care is tailored to meet their individual needs, to help the child become familiar with the setting, offer a settled relationship for the child and build a relationship with their parents and/or carers. They should also help families engage with more specialist support if appropriate.”

(Source: EYFS statutory framework, 2024)


[image: ] Research it!

Do you have responsibilities for key children in your setting? If not, find out who does.



Ensuring children’s safety and wellbeing

The physical and emotional welfare of babies and children must be your priority at all times. You will need to comply with your setting’s health and safety and safeguarding policies, as well as the EYFS statutory guidelines for safeguarding and welfare requirements.

➞ For more on health, safety and wellbeing, see Unit 6.

Respecting and promoting equality, diversity and inclusion

As a leader in an early years setting, you will need to show that you respect and promote equality, diversity and inclusion, as well as cultural differences and different family circumstances. This includes your relationships with colleagues, parents and carers, as well as the children in your care. All individuals have a right to be treated equally − to help ensure equity − and in a way that allows them to achieve.

[image: Child sliding down an outdoor play structure slide, grinning with arms raised in the air. ]
Figure 1.1.4 How can you ensure children’s safety and wellbeing at all times?


➞ For more on respecting the diversity, equality and inclusion of children, see Unit 7, LO2.

➞ For more on diversity, equality and inclusion when communicating with others see Unit 4, LO3.


[image: ] Key terms

Equality Being equal in status, rights and opportunities.

Diversity Recognising and including people with a range of individual differences.

Inclusion The process of identifying, understanding and breaking down barriers to participation and belonging.

Equity Making adjustments to be fair and impartial to all.




Working with parents and carers

All early years educators need to work alongside parents and carers to ensure that there is regular, two-way sharing of information about their child. The key person will be the parent’s or carer’s first point of contact, and they should have regular conversations about their key children. These conversations may be formal or informal.

[image: Nursery classroom setting with two women smiling and interacting. One woman is handing a child's lunchbox to the other, who is standing beside two children, holding one child's hand.]
Figure 1.1.5 Why is it important for early years educators to work closely with parents and carers?


➞ For more information on developing and working in line with policies and procedures to meet organisational and legal requirements, see LO2 and LO9 in this unit.

Working with other agencies

As an early years educator, you will also need to work alongside professionals from other agencies. If, for example, you are supporting children who have special educational needs and disabilities, you will need to communicate regularly with other professionals to share relevant information about each child’s progress.

Dealing with conflict

In professional environments, conflict can occur between adults from time to time, causing bad feeling and damaging relationships if not resolved. This is usually caused by a lack of communication or awareness of another person’s point of view. You might need to take steps to support both sides in working through this.

➞ See LO8 in this unit for more guidance.

Keeping records in line with organisational and legal requirements

You will need to ensure that you (and any staff or volunteers you are responsible for in the setting) are keeping children’s records in line with legal and organisational requirements. For example, information that settings are required to hold on each child should be stored securely, in order to protect their privacy.

➞ For more on keeping records, see Units 6, 7 and 8.


[image: ] Research it!

Find out about the legal requirements for storing data in early years education.


	1  What are the key principles?


	2  Are there any points that surprise you?







[image: ] Test yourself


	1  Name four skills that an early years educator needs to develop.


	2  What is meant by a key person?


	3  Why is it important to be aware of equality, diversity and inclusion?






LO 2 Procedures in the work setting and their importance

All professional settings need to have policies and procedures in place. These are important for the smooth running of the setting, and are often linked to legal requirements − for example, when looking at staff-to-child ratios in the settling or how to deal with infectious diseases. The EYFS statutory framework is a legal document that must be implemented in the setting’s policies and procedures. It is mandatory and has two versions: one for schools and group settings such as nurseries, and the other for childminders. Both may be found on the gov.uk website. Procedures are designed to provide clear and accessible guidelines for all those involved in the setting. It is also useful to refer to procedures when speaking to staff, parents and carers, or when making decisions about the way in which the setting is run.

➞ For information on how to adhere to your workplace’s policies and procedures, see LO9 in this unit.


[image: ] Key terms

Policy A set of rules that is agreed by an organisation as the accepted way of doing something.

Procedure The guidelines for following policies that are agreed and adopted by an organisation.




[image: ] Research it!

Find out where you might find the policies and procedures in your setting.

Who should know where they are kept?



2.1 Reflecting on prior learning and experience

Your setting will have policies and procedures for a range of different areas. For the purpose of this qualification and before looking at how to work in line with these procedures, you need to reflect on your own prior learning and experience in each of the following areas, and how they relate to the role of the early years educator.


	●  Reporting and types of records expected − Do you know how to report any issues within the setting, and whether these need to be documented? If so, how would you record and/or report them?


	●  Whistleblowing procedures − What would you need to do if you had to pass on information about wrongdoing by colleagues, known as whistleblowing?


	●  Protecting and promoting the welfare of children in line with statutory requirements − What are the statutory requirements? Where might you find them?


	●  Safeguarding − What are the statutory requirements for safeguarding? Where might you find them?


	●  Confidentiality − How can you ensure that information such as child records, medical information and contact information are kept secure, and are not discussed outside the workplace?


	●  Information sharing − When is it appropriate to share information with others?


	●  Use of technology − What technology can you use in early years settings? What should you be aware of?


	●  Referring developmental concerns − How should you refer any developmental concerns about children?


	●  Protecting self (e.g. your social media and online presence) − What does this mean, and how can you do it?


	●  Staff health and safety, including mental health, wellbeing, support and supervision − What does staff health and safety mean, and where should you look for information on this? Where can you find support for mental health and wellbeing? What procedures are in place to support staff in their duties and professional development?





[image: ] Key term

Whistleblowing Reporting or passing on information about wrongdoing at work that affects other people.





Evidence collector

Table 1.2.1 contains a list of procedures. Working in a group, discuss each one in turn and complete the table, outlining your current understanding of these procedures in relation to your role as an early years educator, and the importance of each procedure. Use the questions in the bullet list above to guide you.

You could revisit this activity after you have completed LO9 of this unit. Have any of your answers changed?

Table 1.2.1









	Procedure

	My role as an early years educator

	Why is it important?






	Reporting and types of records expected

	 
	 



	Whistleblowing procedures

	 
	 



	Protecting and promoting children’s welfare

	 
	 



	Safeguarding

	 
	 



	Confidentiality

	 
	 



	Information sharing

	 
	 



	Use of technology

	 
	 



	Referring developmental concerns

	 
	 



	Protecting self

	 
	 



	Staff health and safety

	 
	 



	Staff mental health, wellbeing, support and supervision

	 
	 








[image: ] Test yourself


	1  Why are procedures important in the early years workplace?


	2  What is meant by whistleblowing?


	3  What is the difference between a policy and a procedure?






LO 3 The role of supervision

“Providers must put appropriate arrangements in place for the supervision of staff who have contact with children and families.”

(Source: EYFS statutory framework, 2024)

Supervision is a development tool that is used in professional settings to:


	●  monitor and review staff effectiveness


	●  support the interests of children in the setting.





[image: ] Key term

Supervision A professional development tool to identify solutions, address issues as they arise and receive coaching to improve personal effectiveness.



Supervision takes place with a supervisor or room leader, who may be part of the senior leadership team in the setting. It is likely to be documented so that both parties can refer to it and keep a record of what has been discussed.

➞ For more on supervision, see LO10 in this unit.

This is an opportunity to consider any issues or concerns in your work, and address them as they occur.

Supervision should be carried out regularly − for example, every six to eight weeks − although this will depend on your experience and your setting’s supervision policy.

3.1 Discussing issues, concerns and plans

A supervision session is a good chance to work through your own issues, concerns and plans. Figure 1.3.1 shows the different aims of supervision.

[image: Concept map with Aims of supervision label in central circle, from which six branches extend, illustrating different aspects of supervision goals.]
Figure 1.3.1 Aims of supervision


Aims of supervision

Supervision should:


	●  Provide coaching and access to support − Supervision provides members of staff with a specific time to talk through their experiences, and think about their work and its impact on the children in their care.


	●  Promote the interests of babies and children − Supervision should ensure that the focus of an early years educator is on babies and children, and that the main priority is their development and wellbeing.


	●  Address concerns − The supervision process should provide a safe space for the supervisee to address any concerns. However, any safeguarding issues or concerns about practice should always be shared as soon as possible, rather than waiting for the next supervision meeting.


	●  Identify solutions − Discussing and working through concerns with a more experienced member of staff empowers the supervisee to find solutions and develop problem-solving skills.


	●  Challenge and be challenged − Supervision should be a free space for both sides to challenge and be challenged about their experiences in the workplace.


	●  Clarify priorities − Actions should be agreed and written down on a template so that they can be reviewed at the next meeting.





[image: ] Case study

Pushra has been working alongside a childminder for eight months. She has had two supervision sessions since she started, but the childminder says that she ‘does not have time’ to carry out any more supervision sessions with her.


	●  What should Pushra do in this situation?


	●  Explain why it is important that she continues to receive her supervision sessions.






There are differences between supervision and other forms of professional development such as an annual appraisal:


	●  Supervision takes place more regularly.


	●  It is a response to what has taken place since the previous meeting.




Supervision is also a form of reflective practice, and it encourages practitioners to improve their work by discussing any concerns as and when they happen.


[image: ] Research it!

Have a look at the NCFE Education and Childcare Career Toolkit, where you will see an example of a professional practice framework containing a supervision template.





[image: ] Reflect

Write a reflective account about what you understand supervision to mean. Analyse its effectiveness as an opportunity for staff to discuss issues, concerns and plans.



➞ For more on contributing to a culture of mutual support through supervision, see LO10 in this unit.


[image: ] Test yourself


	1  Identify three aims of supervision.






LO 4 Professional development

Continuing professional development (CPD) is an important part of your role, and should be integrated into your work. Supervision is just one aspect of reflecting on practice and thinking about professional development. You should always be thinking of ways in which you can improve your own skills in the workplace so that you continue to evolve in your role and can support children and colleagues more effectively. As part of your professional development, you are also likely to receive feedback from others. This is important because feedback:


	●  Improves performance − Ongoing feedback will help you to reflect on your performance and think about how you can develop in your role.


	●  Supports children’s academic outcomes − If you are observed working with children, feedback from your colleague might include strategies you could use to improve your work with them. This will better support their learning, particularly if you are working in an area of disadvantage (such as an area where there is a lack of employment, high levels of crime or limited income). It will also keep children at the centre of the process and enable you to support them to achieve success.


	●  Increases motivation − Talking to another person about your role and setting targets that have specific time limits should help to boost your motivation and enthusiasm for your role.


	●  Enhances both personal and professional growth − Feedback can enhance your personal and professional growth as it allows you to see your situation from another point of view. A change of perspective can often draw your attention to something that you have not seen before.


	●  Provides constructive criticism − We often say that the person giving feedback is acting as ‘a critical friend’ who can work with us and show us how we might improve our practice in a positive way.


	●  Supports reflective practice to identify your professional developmental needs − Ongoing feedback should encourage you to reflect on your practice (an activity known as reflective practice) so that you can start to think about developmental needs through a structured process.





[image: ] Key terms

Continuing professional development (CPD) The ongoing process of training, monitoring and documenting your professional skills, practice and subject knowledge.

Reflective practice The process of looking at your own practice and what you could do to improve and develop.



4.1 The role of reflective practice and continuing professional development

Reflective practice for continuing professional development (CPD) is the process of thinking about and analysing what you do in your role so that you can improve and develop your practice. It is important to make time to do this, because it will encourage you to take a step back and look at your own experiences and beliefs. This will help you to improve your self-awareness, and think about how you react in different situations and why. It is important that your CPD is evidence based, and looks closely at your own skills, practice and subject knowledge.

Reflective practice means taking time to think about:


	●  how you support children in the setting


	●  your own areas for development


	●  your work with colleagues and others


	●  your specific training needs.




Reflective practice should improve your work and increase your career opportunities.


[image: ] Sustainability focus

Improving your practice can also help better the learning experience of children in your care. This could help to improve their academic outcomes throughout education and contribute to reducing inequality between disadvantaged areas.



[image: Two women sitting at an office table reviewing documents.]
Figure 1.4.1 How does reflection help you to improve your practice?



[image: ] Reflect

Have you thought about your own role in the setting and where you would like to be this time next year? Look at this as your target and then start to plan how you can achieve it. This is one of the first steps towards planning your professional development.



Reflective practice helps improve children’s academic outcomes because it will encourage you to critically evaluate what you are doing in your work with them and adjust your practice to suit their needs. For example, you might set up a learning activity with a specific learning outcome, but the children take their learning in a different direction through their play. This does not mean that the activity has not been successful, just that the children have chosen to explore it differently. Children can often surprise us with their creativity! Reflecting on the activity afterwards might help you to see why it resulted in different learning outcomes, and how you could change your approach next time.

➞ For more on reflective practice, see LO11 in this unit.

4.2 Methods of reflective and reflexive practice

You will need to reflect on your practice regularly as part of this qualification. Through reflection, you might think about and evaluate things that have gone well or not so well, and how you might change things next time. In this way, you will learn from your experiences and better support children’s learning.

➞ For more information on reflection and development, see LO11 in this unit.

Reflective practice

Check your practice by keeping a reflective log of what you do in the setting and updating it regularly − daily, if you have time. You could write in a notebook, or record your thoughts for an audio description. This will enable you to record and consider a range of content:



	●  Information − A factual record of what happened − who was there, what was said, the activities, dates and timings, and resources used.


	●  What you noticed − Were the outcomes what you expected? Did you make any assumptions?


	●  Reflection − Your interpretation of what happened and why.


	●  Links to theory − Does the log relate to any theories you have learned about as part of your qualification?


	●  Questions − What questions do you have?


	●  Evaluation − How successful or effective was this experience? Has anything changed? How has your practice been affected?




Keeping a reflective log may also help you when writing reflective accounts from the real work environment for your portfolio. Always remember confidentiality when keeping a log that may be seen by others: use initials or ‘Pupil A/B/C/D’ when writing about individual children, to show that you are aware of this.

[image: Man siting at a desk in a classroom, holding a pen in one hand and a document in the other. A laptop and other materials are also on the desk.]
Figure 1.4.2 How can keeping a log help you to think about your experiences?



[image: ] Reflect

Think about an activity you have carried out with children in the past week. What went well? What could you have done differently? Would you make any changes if you repeated the activity?



Another form of reflective practice is an appraisal or performance management meeting, in which you might create a personal development plan. This might be carried out once a year with your line manager, so that together, you can clarify specific goals to work on.

➞ For more information on personal development, see LO11 in this unit.

Reflexive practice

Reflexive practice means looking at your practice as and when it happens, and responding to it immediately. This differs from reflection, which takes place at a later time. Reflexive practice encourages you to be more aware of your own actions, habits, thoughts and attitudes while you are working, and to develop strategies to improve. It might persuade you to be more proactive and to acknowledge your own role in shaping your surroundings.

Reflexive practice can take place during supervision, as it is a means of evaluating your practice as it happens.

➞ For more on supervision, see LO3 and LO10 in this unit.


[image: ] Key term

Reflexive practice The process of looking at your practice in the moment, and evaluating how your role might affect the situation and the outcome.





[image: ] Case study

Helene is an early years educator working in a nursery. She has two key children under two years as part of her role and has good relationships with the families. However, when she came back from a week’s holiday, one of the parents had issued a complaint because she had not told them she would be away or that their baby would be looked after by another member of staff in her absence.


	●  Should this incident be part of the reflective or reflexive process?


	●  How can this occurrence help to develop Helene’s practice?






There are other opportunities for CPD, as shown in Figure 1.4.3.

[image: Concept map with Continuing Professional Development label in the central circle. Three branches extend to: attending training courses, reading and visits and discussions with others labels.]
Figure 1.4.3 Continuing professional development



	●  Attending training courses − If additional training is available, for example in first aid or early language development, it is a helpful way of developing your professional role and a good opportunity to network with professionals from other settings.


	●  Reading − Reading and being up to date with relevant news, both online and through publications, will keep your work in line with current practice and thinking. It is also important to follow childcare issues in the news and be aware of changes to legislation. Online early years groups are another useful resource for information.





[image: ] Research it!

Search online for these useful websites and browse their content:


	●  Nursery World


	●  Under 5 magazine




Choose two articles or pages from any of the sources above to read in more detail.



Visits and discussions with others

These can be a good source of new ideas to support your practice, and might help you to reflect on what you do. You might be able to observe colleagues in your workplace or visit other settings to be inspired by new ideas.

[image: Two women sitting at a low table in a preschool classroom, one holding an infant on her lap while a young boy draws with a crayon next to the other.]
Figure 1.4.4 How might visits to other settings help your own practice?


Reflective and reflexive practice for professional development

For your own professional development, begin to use both reflective and reflexive practice regularly, as well as the other opportunities we have explored above. As you become more experienced in your role you will become more skilled in reflecting on your work and will be able to quickly process each day’s events.


4.3 Opportunities for progression

As we have seen, there are many ways in which to progress and develop your personal practice. However, your own experiences as an early years educator will also help you to progress professionally and to think about working towards leadership and management positions, either within or beyond your current setting. If you look at an organisational staff chart for a setting and your position within it, this should help you to think about your own next steps. You might need further qualifications and experience to achieve your goals, but progression might also include smaller steps, such as gaining experience in working with different age groups or taking on additional responsibilities.

[image: Concept map with Opportunities for Progression label in the central circle. Four branches extend to: taking on additional responsibilities, working with different age groups, mentoring students and observing colleagues labels.]
Figure 1.4.5 Opportunities for progression


Taking on additional responsibilities

You might be given the opportunity to take on additional responsibilities within your setting, such as managing learning resources or risk assessments. In addition, if there is an area that is of interest to you, for example creating displays, or if you have an idea you would like to develop, you should make this known to your colleagues.


[image: ] Key term

Risk assessment a check for potential hazards which also looks at the likelihood or risk of them happening, so that measures can be put in place to control them.




[image: ] Case study

Mark is new to his setting and has a talent for music. He has asked if he can run a singing session at the end of each morning with his guitar, and teach the children some additional nursery rhymes and songs.


	●  Name two benefits from Mark’s suggestion.


	●  Consider your own areas of interest and how you might work them into your role.






Working with different age groups

You should always take the opportunity to work with different age groups in your setting. You might have more experience at working with one age group, and are therefore more confident with those children, but you might find that you enjoy another age group just as much. This can expand your knowledge and experience at the same time!

Mentoring students

As you will have experienced the mentoring process as part of your qualification, you might be well placed to mentor other students in the future. This is good experience for future senior positions, as you will be working alongside others to reflect on their own practice and identify areas for development.


[image: ] Case study

Look at the management chart in Figure 1.4.6. Sajida is working as a Level 2 student in the baby room. She would like to work towards her Early Years Educator qualification when she has completed Level 2, and is particularly interested in working with pre-school children as she thinks she might eventually want to be a primary school teacher.


[image: Flowchart illustrating six childcare roles arranged in a hierarchical structure.]
Figure 1.4.6 Organisational flow chart



	●  How might Sajida expand her knowledge and experience?


	●  What other method could she use to support her progression?







[image: ] Reflect

Have you ever given advice or help to others in your setting? How could you do this in a more formal way?



Observing colleagues

You might be given the opportunity to observe more experienced colleagues in the workplace. This might enable you to look at specific issues, for example how they use questions with children to encourage their learning, or how they manage children’s behaviour.


[image: ] Test yourself


	1  What is meant by reflective practice?


	2  Give two examples of ways in which you can progress within an early years setting.


	3  How can reflection help you to develop in your own role?






LO 5 Using and modelling good communication skills

Another important aspect of your role is the ability to use and model good communication skills with others. This is vital both in your work with babies and children and in your relationships with colleagues and other adults. You will need to have good communication skills, including a good command of spoken and written English, so that you can work cooperatively with colleagues and children, and alongside parents and carers. Good communication skills also include non-verbal aspects, such as giving eye contact and using positive body language when speaking to another person.

Please note that you will need to hold a suitable Level 2 English qualification (e.g. GCSE or Functional Skills English) to be included within the staff-to-child ratios at Level 3.

Good communication is at the centre of what you do as an early years educator, as it enables you to form relationships and support children more effectively. If we have positive relationships with others, we are far more likely to want to interact and share with them. This in turn will benefit everyone at the setting, from staff, parents and carers to babies and children.

➞ For more information on effective communication with babies and children, see Unit 4.


[image: 1. Headshot of a young man. He is smiling. 2. Headshot of a young woman with her mouth open and hands lifted, conveying an expression of surprise or excitement. 3. Young man smiling at the camera with both thumbs raised. 4. Woman with glasses, looking forward intently and smiling gently. 5. Headshot of a young woman facing forward with one eyebrow raised. She has a bemused, puzzled expression. 6. Man standing upright with his arms crossed over his chest, looking straight ahead with a neutral expression.]
Figure 1.5.1 Can you identify what is being communicated by these expressions and gestures?


5.1 Communicating effectively in spoken and written form

Effective communication is one of the key aspects of your professional role. You will need to be able to listen and respond appropriately in different situations, and have a good command of written English.

Spoken form

You will have to communicate effectively in spoken form during meetings and in discussions with parents, carers and colleagues. Communicating effectively in spoken form includes a range of skills:


	●  Ability to listen to others (active listening) − Many of us appear to listen to others but can be distracted or thinking about what we are going to say next. Take time in conversation to focus on what people are saying to you, rather than just thinking about your own responses. Asking questions to clarify what has been said, or summarising what has been discussed to the other person, are good ways to make sure you have understood the conversation.


	●  Making time to talk to others − Sometimes colleagues or parents and carers will just need some time to talk through an issue or seek advice. Make sure you are approachable and offer time to talk, particularly if you are specifically asked for support.


	●  Being polite and considerate, and showing respect − Check that you are being polite and considerate in your responses. Also, take account of any cultural differences that may affect how others interact with you. For example, men and women shaking hands is normal in some cultures but considered inappropriate in others.


	●  Being clear in what you say and adapting your communication methods if necessary − Make sure you are very clear, particularly if you are speaking to someone who has communication needs, or who speaks English as an additional language. You might need to plan ahead and use alternative methods of communication such as a hearing loop to enhance what is being said. Check that everyone understands what has been said, and recap at the end of any meeting to repeat key action points.




[image: Concept map showing the four aspects of effective communication.]
Figure 1.5.2 Skills of effective communication



[image: ] Reflect

When you are speaking to others, are you communicating in any other way at the same time? Do you think about the communication needs of other people when you are speaking to them?



In addition, you will need to think about how you adjust the way in which you speak to adults as opposed to how you communicate with young children.

Spoken language skills − with adults

Adults should be able to communicate with one another in a way that is open and professional. This applies to parents/carers, colleagues and other professionals with whom you may come into contact as part of your role. Make sure that you know the correct titles (such as Mr, Miss, Dr) and family names of the people you are talking to, and can pronounce and spell them correctly. This is particularly important if you are the key person to a parent’s or carer’s child. Remember also that parents and carers might hold different attitudes, values or ideas from those of the setting, and that this might cause barriers to communication.


[image: ] Case study

You are running a session for parents/carers of children who will be joining the setting in a few weeks. You discuss the different foods available for the children at meal and snack times. One of the parents interrupts you, saying that their child has a special diet due to their culture and that they are concerned the setting will not be able to cater for the child’s needs.


	●  How might you respond to this parent?


	●  Why is it important to be calm and respectful in this situation?






You should also be aware of your own values, attitudes and behaviour when communicating with adults, and how these affect the way in which you view them. For example, you might make incorrect assumptions about what a person with a disability is able to do or understand.


[image: ] Case study

Sami is one of your key children and his mum is partially sighted. You are giving out some leaflets to parents/carers about the children’s summer

production later in the term, but decide not to give her one and plan to speak to her instead to pass on the information.


	●  How has your own attitude impacted on your behaviour?


	●  What might have been a more appropriate way of approaching this?






Spoken language skills − with children

Young children are developing their own communication skills. They model their communication on those around them, as they learn to work and play together cooperatively. Progress in communication skills also affects other areas of learning and development, for example social and emotional development. Good communication helps children to develop positive relationships with both their peers and adults, and also those from other backgrounds and cultures.

➞ For much more on communication with children, see Unit 4.

[image: Woman and a child in a classroom, both focused on an object the woman is holding.]
Figure 1.5.3 How is this adult showing effective communication skills?


Written form

It is important to remain professional at all times when using written forms of communication, such as letters and emails, reports or responses to concerns. If you do not have a good command of the English language when writing, this might come across as unprofessional, as it will appear as though you have not taken the time to check what you need to say. Always use spellcheck, and read through your writing or ask a colleague to check it for you if you are unsure.

Your setting might also have a procedure that sets out the professional expectations when communicating via email and your use of social media (e.g. acceptable use, ICT policy). You are likely to be given an email address for use when communicating on behalf of the setting, and should not use personal emails for this purpose.


Evidence collector

Carry out a discussion with a group about the importance of good communication skills for early years educators. You might wish to record this, making it clear which is your contribution. Make sure that you are given the opportunity to put forward your ideas, so that this can be used as evidence for this assessment criterion.



LO 6 Individual role, responsibilities and expected behaviours, and the roles of colleagues

As well as the professional knowledge, skills and behaviours described in LO1.1, you need to be able to explain the roles and responsibilities of the people in your team and others within the setting.

6.1 Roles and responsibilities

All professional roles within the setting have a job description and person specification. A job description sets out the role’s specific duties and responsibilities, while the person specification sets out the person’s required experience, knowledge, skills and behaviour. Job descriptions vary in their detail, but the responsibilities of an early years educator are generally similar for most settings.



Evidence collector

Find a copy of your own job description then draw up and complete a table like the one below, relating your job description to specific examples of your responsibilities.

We have given a few examples in Table 1.6.1 to help you.

Table 1.6.1








	Responsibility examples (add your own from job description)

	Example in practice (add your own)






	Ensuring high-quality, inclusive childcare

	Including all babies and children in high-quality learning activities.




	Setting up and maintaining the learning environment

	Setting up indoor and outdoor learning activities each morning; maintaining the learning environment; regularly changing displays.




	Carrying out planning and evaluation, monitoring and assessment

	Attending and contributing to weekly planning meetings with other staff. Providing monitoring and assessment for key children.




	 
	 



	 
	 



	 
	 



	 
	 



	 
	 








[image: ] Reflect

During a morning within your own setting, take notes on your role as you carry out different activities, and write down which of your responsibilities you cover. You might be surprised by how many of these you fulfil in just a few hours!



Other roles in your setting

As well as your own role and responsibilities, you also need to be aware of the roles of others in your setting and team. Your team is likely to include a manager and deputy, room leaders and early years educators. Some settings might also have a special educational needs and disabilities coordinator (SENDCo) and additional students or apprentices. Each member of the team has their own roles, responsibilities and person specification, which will reflect what is expected of them. In childminding settings, the childminder’s role will incorporate many of these areas.


[image: ] Key term

SENDCo/SENCo Special educational needs and disabilities coordinator, responsible for identifying and supporting children with special educational needs (SEN).




Manager and deputy

The manager has overall responsibility for the management of the setting. This includes making sure that:


	●  the staff are suitable and qualified


	●  the EYFS curriculum is followed


	●  care, safeguarding and key person requirements are fully implemented


	●  all legal and statutory requirements are met


	●  the necessary policies and procedures are in place.




All early years managers must have a named deputy who has the necessary knowledge and skills to run the setting in their absence. The deputy might also have responsibility for supervising and managing any volunteers or students in the setting, and managing staff rotas.


[image: ] Research it!


	1  Who is responsible for the following in your setting?


	●  Nutrition and food policy


	●  Supervision


	●  Online safety






	2  Who is the designated safeguarding lead (DSL)?


	3  Was this easy to find out?


	4  How does the setting ensure that roles and responsibilities are clear to all staff and to parents and carers?






SENDCo/SENCo

This will be an experienced member of staff who might have additional training in the area of SEN and disabilities. In their role they work closely with all members of staff in the setting along with parents and carers to identify and support babies and children with additional needs. They also liaise with outside professionals and agencies where needed, to provide adequate resources and training for staff and to ensure that these children’s needs are met on a day-to-day basis.

➞ For more on special educational needs and disabilities, see Unit 3.

Room leaders

Room leaders are responsible for the day-to-day running of their room. They need to be able to lead and supervise other staff, and ensure they work as a team to meet the requirements of the EYFS statutory framework and the setting. Their role might also include monitoring the effectiveness of the key person system in their room.

PANCo

The setting may also have a PANCo, or physical activity and nutrition coordinator. They are responsible for promoting health and nutrition within the setting, and support the wellbeing of all. The PANCo will have an additional Level 4 qualification, and will support children in understanding the importance of healthy eating and exercise.

[image: Three young children riding tricycles in an outdoor playground.]
Figure 1.6.1 Why is the role of the PANCo important?



[image: ] Research it!


	1  Visit the PANCo website as a starting point.


	2  Find out more about the role of a PANCo.


	3  Is there one in your setting?








Evidence collector

Choose to complete one of the following activities to use as evidence for your portfolio.


	1  Using your own organisational chart as a starting point, create a leaflet for parents/carers, outlining the job titles and roles of each member of your team and setting.


	2  Carry out and record a small discussion with others in your group, explaining your own role and those of others within your team and setting. Make sure you use a professional level of spoken English.






Expected behaviours

We looked at some of the expected behaviours of an early years educator in LO1.1 and how they are linked to your skills, but expected behaviour in your setting will also be linked to your person specification. For example, the specification is likely to say that you should be able to relate well to children and babies, and have good relationships with adults. Professionalism is important in any workplace, so make sure you have seen your person specification or that of an early years educator, so that you are aware of what kind of professional behaviour is expected of you. In addition, you need to be able to show the following significant attributes through your practice.


[image: ] Key term

Professionalism conducting yourself in a way that is suitable and appropriate for your job.



Being self-motivated

In your professional role, you will need to show that you are interested, have enthusiasm for your work and want to make a difference. This in turn will mean that you have a positive influence on children and inspire them in their curiosity for their environment, supporting the development of their own motivation.

Being proactive

This means thinking about how you act and being focused on planning your actions in advance, rather than just reacting to what others do. Being proactive can make you feel empowered and give you more control over what you do. You might feel inspired to be proactive after a supervision session during which you reflected on your work with children.


[image: ] Case study

Jo has just been promoted to room leader in the under-twos room. Although she is keen to do the job well and is enthusiastic about it, she feels that she will not be good enough in her new role. After a supervision session with her line manager, Jo has set out a small list of tasks to complete before the next meeting.


	●  Give two reasons why this might be a helpful activity for Jo.


	●  How might being proactive help Jo to grow into her role?






Using your own initiative

There is always plenty to do in an early years environment, and you need to show that you can carry out your duties without specific instructions. For example, if you see something that needs tidying up, you can set an example for children by using your initiative and moving it. On a professional level, you might use your initiative in other ways, such as:


	●  identifying areas in the curriculum that might be approached differently


	●  finding different ways of involving parents and carers in the life of the setting.





Evidence collector

Carry out a small-group discussion with your peers in which you give examples of how you have been motivated and proactive, and used your initiative in your professional role. Make sure this is documented in some way so that you can use it as evidence for your portfolio.




➞ For more on professional relationships and partnership working with others, see Unit 10.

LO 7 How your own and others’ behaviour can impact on babies and children

As discussed in LO1.1, it is important that you act as a positive role model for babies and children in the setting at all times. This is because it is natural for them to imitate what adults do and want to be like them − children learn through imitation, and feel the need to belong and be accepted by adults. As an early years educator, you are in prime position to act as a positive role model for children, and your behaviour should reflect this responsibility.

➞ See also Unit 7, LO11, for more information.

7.1 The impact of our behaviour and the importance of role-modelling positive behaviours

As well as the expected behaviours discussed in LO1 and LO6 of this unit, other forms of adult behaviour that can impact on babies and children include:


	●  how adults relate to and communicate with others


	●  how adults manage and express their feelings (emotional intelligence and self-regulation)


	●  how adults act within the setting (e.g. tidying up, acting responsibly, following routines)


	●  how adults use problem-solving skills.




How adults relate to and communicate with others

This covers your relationships with both children and adults, within and outside the setting. You should always be polite, respectful and approachable in your relations with others. Remember to bear the needs of the other person in mind, particularly if they have communication needs or speak English as an additional language. Young children learn how to respect others from seeing the reactions of adults, and might need particular guidance when relating to those who have a different culture, appearance or form of dress. For example, if an adult reacts negatively to anyone who is different from them, children are likely to respond in the same way. You should always be respectful and interested in differences, and show children that everyone is unique.

You can also give children opportunities to develop positive relationships through carrying out group activities such as games that encourage turn-taking.

➞ See also LO5 in this unit.


[image: ] Case study

Jack is three and has recently started at pre-school. Both his parents have hearing impairments and use British sign language (BSL) to communicate. Although Jack does not have a hearing impairment, he knows how to sign. However, his speech


	

	





How adults manage and express their feelings













How adults act within the setting







How adults use problem-solving skills









	

	

	

	

	



[image: Young girl at a table, focused on threading beads on to string.]







	

	










LO 8 Supporting or challenging the practice of colleagues


8.1 The importance of challenging practice








Difficult conversations




Planning the conversation


	

	

	

	

	

	



During the conversation


	

	

	

	

	

	







	

	





After the conversation


	

	

	









8.2 Steps to take when challenging practice






	

	

	

	




[image: Two women seated together reviewing documents in a folder, with one pointing at the papers and the other reading.]












LO 9 Following procedures in the work setting



9.1 Working in adherence to policies and procedures

Reporting



	

	

	










Whistleblowing









Protecting and promoting the welfare of children/safeguarding








	

	







Confidentiality and information sharing






	

	





Use of technology/ICT policy (sometimes known as acceptable use policy)








Referring development concerns







Protecting educators











	

	





Staff health and safety









LO 10 Mutual support and teamwork through effective supervision


10.1 Contribute to a culture of mutual support through supervision


[image: Concept map with Supervision label in the central circle, connected by three lines leading to mutual support, teamwork and continuous improvement labels.]


Mutual support







Teamwork







Continuous improvement





	

	








	

	

	

	

	










10.2 Confidential discussion of sensitive issues









LO 11 Using feedback from others


11.1 Collecting feedback from others









[image: Concept map showing the five concepts of Ongoing Developmental Feedback.]


11.2 Developing a personal development plan



	

	

	

	

	






	

	

	









11.3 The role of the mentor and supervision in supporting career goals
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