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How to use this book



Throughout the book, the use of the term ‘parents’ refers to all primary carers, including parents, carers, foster parents and those who have parental responsibility.


Key features of the book
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Why it matters


Jenna has finished her qualification and is just starting a new job in a different setting. Although many aspects of what she is doing are the same, she has to adjust to working in an unfamiliar environment with a new team.


By the end of this unit, you should have a clear understanding of the role and responsibilities of the Early Years Practitioner, and what you need to do to carry out your role effectively.
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Relates the theme of the chapter to its implications using a real-life example.
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Jargon buster


Continuing professional development (CPD) The ongoing process by which people keep up to date with what is happening in their professional area.
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Definitions of terms that are used in early years practice.
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Think about it


Who are the main colleagues, parents/carers and other professionals with whom you communicate? How regularly do you do this?
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A chance for the learner to reflect on their own practice.
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Do it


Look at a copy of the Statutory Framework. Find out what information the setting has to make available to parents and carers.
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An activity that helps consolidate learning.
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Find out about


… how your setting encourages parents to take an active role in their child’s learning and development. Could this be improved?


[image: ]





A research activity.
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Case study


Nilaya has been to a meeting with a speech therapist and a parent about one of her key children, Becky. The therapist has told Nilaya and Becky’s mum that they should work on her speech targets, and that Becky needs regular practice so that over time she will catch up. Nilaya thinks that it is up to the parent to practise with Becky, and does not choose to act on it.





1  Why should Nilaya carry out the practice with Becky as well as her mum, if she has been asked to?



2  How might her decision affect Becky’s speech and language?



3  Should she tell anyone about what she has decided to do?
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An example of a scenario, with questions for the learner.
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Top tip


ALWAYS make sure you give eye contact to the person you are speaking to, and actively listen to what they are saying. This will help to make the communication process as clear as possible.
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Advice from an experienced practitioner about working in an early years setting.
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Test yourself





1  What factors should you consider when thinking about online safety?



2  What are your responsibilities regarding confidentiality?



3  Name three types of abuse and the action you would take in each case.
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Knowledge questions to help learners recap on the previous section.
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Check out





1  Outline two requirements of the Health and Safety at Work Act 1974.



2  What health and safety procedures should you undertake before taking children on an off-site visit?



3  What should you do if you are first on the scene after an accident in the setting?



4  What causes an allergic reaction, and what should you do if you suspect a child is having one?



5  What should you do if a child has a nosebleed?



6  How can you support children in being able to manage risk?



7  Where should you look for advice on receiving, storing, recording, administering and the safe disposal of medicines?
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An end of unit check on some of the key points in the chapter.
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Unit 1 Roles and responsibilities of the Early Years Practitioner
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About this unit


When setting out on a career as an Early Years Practitioner, you will need to know about the requirements of your new job role and how you fit into the early years setting overall as part of a team. This unit explores the main areas which you will need to know about and understand as part of your role. These include the importance of good communication, understanding working relationships and knowing why settings need to have policies and procedures. You should also get into the habit of keeping track of your own professional development, and this unit shows you how to do this.


There are seven learning outcomes for this unit:





1  Understand the role of the Early Years Practitioner.



2  Be able to locate policies and procedures in an early years setting.



3  Be able to communicate with babies, young children and others.



4  Understand factors impacting on communication in practice.



5  Understand working relationships in early years settings.



6  Understand why continuing professional development (CPD) is integral to the role of the Early Years Practitioner.



7  Demonstrate continuing professional development.





You will be assessed on your knowledge for each of the learning outcomes, and will also need to show that you have the practical skills needed for learning outcomes 2, 3 and 7, which will be assessed in a real work environment. This unit should be looked at alongside Unit 11: Support the needs of babies and young children with special educational needs and disability, and Unit 13: Partnership working in the early years.
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Why it matters


Jenna has finished her qualification and is just starting a new job in a different setting. Although many aspects of what she is doing are the same, she has to adjust to working in an unfamiliar environment with a new team. This unit will support you as you develop the skills you need to be ready to work as a professional team member in an early years setting, skills that would support Jenna in her new role.


By the end of this unit, you should have a clear understanding of the role and responsibilities of the Early Years Practitioner, and what you need to do to carry out your role effectively.
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1 Understand the role of the Early Years Practitioner


When exploring the role of the Early Years Practitioner, it is important to look at your duties and responsibilities as well as different aspects of your role, and where these fit in with your own setting. You should also know about other settings which provide early years education and care.


Your role can be divided into three key areas – skills, knowledge and behaviours. Each of these are important as they focus on a different aspect of what you do. The skills and behaviour aspects look at what you will need to be able to show to others through your work and your outlook in the setting, and how you relate to and work with children, colleagues, parents and other professionals. The knowledge aspect looks at what you will need to know.


1.1 Explain the skills, knowledge and behaviours required for the role of the Early Years Practitioner


Skills


The skills listed below will all be covered as part of your qualification. You may need to have a professional discussion with your mentor or tutor when you have completed the relevant units so that they can verify you have gained the required skills for each area.


Being committed to working with children


You will need to enjoy working with children, and have an understanding and respect for their needs. You should also be able to keep up with high levels of energy in order to carry out the demands of your role!


Good communication skills


This is very important – you will need to be able to communicate effectively with babies, children and their families, as well as the other adults with whom you work. For more detail about different aspects of communication, see Section 3 of this unit.


Being able to work as part of a team


As an Early Years Practitioner you will be working as part of a team. This means knowing when to share information and knowledge which will help others, as well as knowing about and respecting confidentiality when necessary. For more on working as part of a team, see Section 5 of this unit and working in partnerships in Unit 13.
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Top tip


When you start working in a setting, ask to see a copy of the organisational chart if it is not displayed, so that you can see where you fit in with the rest of the team.
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Good organisational skills


Organisational skills are vital – you will need to be able to carry out your duties in the workplace while also making sure that you can prioritise other parts of your job role when needed. For example, you may have been asked to update a policy or run a meeting within the setting as well as supporting children’s learning. You should also be able to plan and organise activities which are inspiring and capture children’s enthusiasm for learning.



Patience and understanding


Young children are demanding and caring for them on a daily basis can be tiring and challenging. You should be able to remain calm and speak quietly to children so that you can soothe them when they are upset or distressed.
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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. The learning environment should be inspiring for children and reflect the wider community, as well as being inclusive for children of all needs, ages and abilities.




[image: ]


Think about it


Have you created displays or set up different areas in the learning environment? How have you shown that these are inclusive and that children from all backgrounds are celebrated in your setting?
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Being able to work closely with parents and families


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


Key person A named member of staff in the setting who has responsibility for a group of children and liaises with their parents.
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Knowing how to develop children’s independence


Children will be learning and developing at different rates, but you will get to know them and their own abilities. It is important to be able to develop their independence as much as you can, particularly around self-care such as toileting, handwashing and starting to dress themselves.


Being able to keep children safe and promote healthy living


You need to be aware of health and safety, safeguarding, healthy food and exercise. You should be able to talk to children about the importance of keeping safe and about keeping their bodies healthy as well as taking account of their emotional well-being and mental health (see also Units 2, 4 and 9).


A sense of humour


This is crucial when working with young children, as you will need to be able to see the funny side in some situations!


Knowledge


To succeed at this course, you will need to:





•  have a thorough knowledge of the Early Years Foundation Stage (EYFS) Framework



•  have a good level of literacy and IT skills



•  know current relevant legislation, such as the Equality Act



•  know how babies and children learn and develop, and how to support this at different stages



•  know how to monitor children’s progress and 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.
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Find out about


… current Early Years Practitioner job vacancies. These should list the knowledge and skills which are needed for specific roles. Are these duties the same as your own, or are they different?
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Behaviours


One of the key behaviours you will need to have is to be able to act as a positive role model to young children. This means showing them how to behave through your own behaviour, and talking to them about the kinds of expectations which the setting has of them and why. As they grow and develop, they will start to realise that they have control over their behaviour. Children need adults to guide them so that they learn how to behave in an acceptable way alongside others.
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Jargon buster


Role model Someone who is looked up to and imitated by others.
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Did you know?


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 say please and thank you, or wanting to read a book. However, if adults show young children negative behaviour, such as regularly interrupting others or leaving the environment in a mess, the children will be likely to do the same.
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Top tip


When you are doing something which you want a young child to remember to do, such as washing your hands, talk to them about it as you are doing it, so that they also learn why it is important.
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Your attitude to your work and role should be positive, and this should be shown through your behaviour in the setting. Be as flexible as you can, and willing to undertake additional duties or out-of-hours activities such as attending staff or parent meetings, joining in on off-site activities, carrying out additional training, and so on. This will show your colleagues that you are able to support them and the wider work of the setting.




[image: ]


Case study


Gemma has been working at a Day Nursery for two months. As part of her professional development, she has been asked to attend a paediatric first aid course which takes place on her afternoon off. She has arranged with her early years supervisor to take other time off instead, but is talking to others about it in a negative way and saying that she isn’t happy about attending the course.





1  What do you think of Gemma’s behaviour?



2  Is it important that she attends the course or should she be able to choose whether to do it?



3  Do you think that she or her early years supervisor should have done something differently?





[image: ]





Finally, remember that your behaviour as an Early Years Practitioner should always be professional. For more on this, see Section 1.3 of this unit about the responsibilities, limits and boundaries of the Early Years Practitioner.


1.2 Identify settings which provide early years education and care


As an Early Years Practitioner, you might work in a number of different settings and job roles. All registered settings will need to be inspected by Ofsted. Settings include the following:





•  day nursery



•  nursery class



•  registered childminder



•  pre-school



•  nanny.





Day nursery


A day nursery will typically educate and care for children from the age of three months until they go to school. They are usually open for most of the year, and may be run privately, by employers or community groups.
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Nursery classes


These may be run by primary schools, if they have the capacity, and are a good way of introducing children to the school environment and to the other children they will be with when they start Reception. Children attend nursery classes during the academic year before Reception, and these classes usually run during term time only.


Registered childminder


A registered childminder works in their own home and cares for a small number of children. They provide a range of activities for the children, and can look after a maximum of six at one time (which may include their own).


Pre-school or playgroup


A pre-school or playgroup is normally open during term time only, and usually provides sessions for children between the ages of two and five. Sessions may run in the morning or the afternoon.


Nanny


A nanny usually lives in the child’s or children’s home, and cares for them there. Some nannies may travel to the family home rather than ‘live in’. They are likely to care for siblings within a family, although they may be split as a nanny-share and work for other families, too. A nanny cooks and provides care for children.
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Find out about


… an early years setting in your local area. What can you find out through looking online or visiting the setting?
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1.3 Discuss duties and responsibilities, limits and boundaries of the Early Years Practitioner


The duties and responsibilities of an Early Years Practitioner will vary slightly depending on the setting, but most will be very similar. Your own duties and responsibilities will be listed in your job description, and you should have a copy of this and keep it in your own records. It can be helpful to look at your job description from time to time so that you can remind yourself of your responsibilities and of the kinds of duties you might be asked to carry out. It is also useful to look at it before any meetings you may have about your own professional development (see Sections 6 and 7 in this unit).


You will have a number of specific duties to carry out, for example:





•  meet the needs of individual children through delivering the EYFS Framework



•  develop positive relationships with parents and carers



•  provide a high-quality learning environment



•  keep records of key children’s learning and development.





In addition to those outlined in your job description, you should remember that your duties and responsibilities in an early years setting are principally to the babies and children in your care. Their safety and well-being are the most important aspect of your role.
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Do it


Find a copy of a job description and look at your duties and responsibilities. Are you clear on what they all mean? Write a reflective account, outlining how you fulfil each of them in your daily practice.
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As already mentioned, it is important that your role as an Early Years Practitioner has limits and boundaries, particularly in your relationships with others. You should show that you have professional relationships with others, whether they are colleagues, families or outside professionals that come into the setting to work with children. A professional relationship is different from a personal one because it is based on your role within the setting and on professional support. This kind of relationship is not the same as one you have with a friend, partner or close family member. See also Section 5.1 of this unit.





[image: ]







[image: ]


Think about it


Look at the following list and think about whether they would be appropriate with a parent or carer whose child goes to the setting:





•  being ‘friends’ on social media



•  having a chat with them before or after the setting opens



•  inviting them over to your home



•  going for a drink with them



•  arranging a social gathering for them and other parents at the setting.
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There may also be limits to your role if you need to refer something to a more senior member of staff, for example if you have concerns about a baby or child in your care. In this situation, you should not try to deal with it yourself without speaking to others. (For more on safeguarding, see Unit 4.)


You should remember that you are viewed as a member of staff, and should maintain high standards of behaviour and professionalism in all areas concerning the setting. For example, if you bump into a parent at the weekend or after work, you should still remain professional, even though you are outside the setting.
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Test yourself





1  Name five skills you will need to become an Early Years Practitioner.



2  Name three things you will need to know about in order to fulfil your role.



3  Why is your behaviour important?



4  What is the difference between a personal and a professional relationship?



5  Give an example of when you would need to refer to a more experienced member of staff.
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2 Be able to locate policies and procedures in an early years setting


All early years settings are required by Ofsted and the Early Years Foundation Stage (EYFS) guidance to have policies and procedures in place. These are to make sure that everyone knows what actions to take in different situations and to keep these actions consistent among members of staff. They are also helpful for parents, as they can find out about the setting’s guidelines. An important part of your role is to know about and be able to locate policies and procedures in your setting.


This learning outcome is assessed in a real work environment.


2.1 Access policies and procedures within an early years setting
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Jargon buster


Policy A document reflecting the requirements of legislation and identifying the setting’s principles.


Procedures These provide rules and agreed guidelines, explaining how policies will be carried out in the setting.
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Your early years supervisor may show you the location and content of some of your setting’s policies and procedures when you first start at the setting. You should know where they are kept, both within your setting and online, in case you need to look them up when you are off-site. You may need to find them quickly, for example when dealing with medicines or managing allergies. Make sure you are aware of and are familiar with these key particular policies:





•  health and safety



•  equal opportunities



•  safeguarding/child protection



•  special educational needs and disability/inclusion



•  first aid



•  behaviour.
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Find out about


… your setting’s policies. Make sure you know where they are and write a reflective account or have a professional discussion with your tutor, stating where they may be found. You may also be able to show the tutor the location of your policies when they come into your setting.
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2.2 Summarise the responsibilities and accountabilities of the Early Years Practitioner in relation to policies and procedures


Policies and procedures are essential for the smooth running of any organisation. They help members of staff to know how to behave and what to do in different situations. As an employee, you will have some responsibilities and accountabilities with regard to policies and procedures. Depending on your role in the setting, you may also be responsible for updating some of them. This should be done regularly so that they do not become out of date. Many settings update these documents as part of a cycle, and give different staff responsibility for named policies which will then be read and approved by others.


Responsibilities


As well as knowing where policies are kept, you will need to know what is contained in the key four – safeguarding, health and safety, data protection/confidentiality and equal opportunities. The policy of the setting should always be at the forefront of any decisions you make, and you should always think about whether you need to speak to other staff before acting. You should not wait to be asked whether you have read a particular policy – it is your responsibility to find out where it is and do so yourself. It is also good practice to familiarise yourself with other policies that are relevant to you; for example, if you are a first aider, you should read and understand the first aid policy.
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Case study


Matt has been working at a pre-school for six months. One afternoon he is working in the outside area with a group of children when the fire alarm rings. He is not sure what to do.





1  What should Matt’s priority be in this situation?



2  Who should he speak to about what has happened?



3  Whose responsibility would it be for him to know the correct procedure?
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Accountabilities


Your main area of accountability is acting in accordance with policy at all times. In some settings, you may be asked by your employer to sign a form to say that you have read and acknowledged what is in a policy; this makes it clear that you know what is expected of you, particularly regarding safeguarding and health and safety. As a member of staff, you should know the importance of all policies in your setting, and understand that the safety and welfare of children should always come first.


If you always act in line with policies and procedures, you will be doing what is required by the setting and will have the support of other staff.
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Do it


Choose any policy from your setting and list your areas of responsibility and accountability.
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Did you know?


If you are a childminder, you will not need to have as many policies written down. However, it is a requirement to have written policies for safeguarding, non-collection of children, complaints, lost children and staff conduct (if you have employees).
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3 Be able to communicate with babies, young children and others


Another important part of your role is the ability to be able to communicate effectively with others. This is vital both in your work with babies and children and in your relationships with colleagues and other adults. Communication is at the centre of what you do as an Early Years Practitioner, as it enables you to support babies and children as well as to form relationships with others. You will need to be able to use a range of communication methods so that you can work co-operatively with others, and recognise the importance of working alongside parents.


This learning outcome is assessed in a real work environment.


3.1 Identify reasons why people communicate and different communication methods


Why do we communicate?


Have you ever thought about why people communicate with one another? Communication is a quick and easy way of processing and passing on information as well as expressing thoughts, ideas and feelings. We also communicate so that we can develop our relationships with others, whether these are personal or professional. We need to have positive relationships in our work with children, colleagues and parents, and effective communication will support this (see also Sections 3.3, 3.4 and 3.6 in this unit).


Methods of communication


We can communicate in different ways:


Verbal communication


We generally think of communication as speaking and listening, and this is the method we use most of the time. However there are different types of verbal communication.





•  Intrapersonal – we use verbal communication when we are thinking or talking to ourselves. This is known as intrapersonal communication. It can help us to process our thoughts, and we sometimes use it to rehearse what we are going to say to another person. We may use it to reflect on what we do, to remind ourselves to do something or to react to an event which has happened.



•  Interpersonal – we may use verbal communication with another person face to face, or through sign language, phone conversations and digital formats such as Skype when we are online. This one- to-one conversation with another is known as interpersonal communication. In this form of communication, one person will speak while the other listens, and then the roles will be swapped over.
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Find out about


… intrapersonal communication. Can you find some examples of why it is useful?


[image: ]





Verbal communication may be used to talk to small or large groups. Examples may be during meetings or conferences where one person is speaking and passing on information, while others are listening.


Communication may also be written down in any form, for example through emails or letters to others. As with all types of communication, the type of language we use will depend on the situation and the person we are communicating with.


Non-verbal communication


This method is used when we want to back up what we are saying or pass information in a different way. It is the use of visual cues, and can be through the use of gestures, body language, touch, facial expressions or symbols. For more on verbal and non-verbal communication, see Section 4.1 in this unit.





[image: ]






[image: ]


Think about it


Do you think that you are a good communicator? Give reasons for your answer.
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Alternative methods of communication


If we are communicating with another person who has communication needs, such as a child who is on the autistic spectrum, we may need to adapt the way in which we communicate with them and use alternative methods, such as signs or pictures. See also Section 3.3 in this unit.


Bear in mind that you may not be aware of the needs of an adult with whom you are communicating; for example, a parent or colleague may have a communication or sensory impairment, or speak English as an additional language. Adults who have communication needs will need you to be very clear about what you are saying to them so that you avoid any confusion or misunderstandings. To avoid this, always make sure that you speak clearly, and check that others have understood at the end of a conversation.


3.2 Communicate with babies and young children in ways that will be understood, including verbal and non-verbal communication


In order to make sure babies and young children learn to understand us and want to communicate with us, we need to know how to make this easier for them. You will need to know how to communicate with babies and children at each stage of their development, using both verbal and non-verbal communication.


See also Section 4.1 in this unit, and Unit 5, Understand how to support children’s development.
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Do it


Observe experienced members of staff communicating with these different age groups in your setting:





•  birth to 12 months



•  one to two years



•  two to four years.





As you are doing this, make a list of the ways in which they are communicating, so that you can apply this to your own practice.
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3.3 Extend children’s development and learning through verbal and non-verbal communication


3.4 Encourage babies and young children to use a range of communication methods


Being able to communicate with others is a vital part of children’s learning and development, as it will influence many other areas. Children learn communication skills through the way in which adults communicate with them. If we communicate effectively, we will be supporting and extending their development, and giving them the tools to express what they are thinking and feeling. This will support their emotional as well as their intellectual development, and is particularly important in the earliest stages of language development (see also Unit 5, Understand how to support children’s development).


If children are not able to communicate with us, they will become frustrated. This will affect their behaviour and have a long-term impact.
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Did you know?


According to The Communication Trust:





•  50–90 per cent of children with persistent speech, language and communication difficulties go on to have reading difficulties



•  at least 60 per cent of young people in young offender institutions have communication difficulties. www.thecommunicationtrust.org.uk
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You can support and extend children’s speaking and listening skills through the way you communicate with them.


Ask questions to extend learning


Questioning children effectively is one of the best ways in which we can support their learning. We can build on what they know through taking their learning forward and extending their thinking by asking them open questions. Young children are naturally curious, and if we question them carefully we can help to develop their thinking skills. This also gives us more opportunities to assess their learning.
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Jargon buster


Closed question A question to which there is only one answer, such as ‘How many sides does a triangle have?’ This closes down the conversation as soon as it has started.


Open question A question which encourages the other person to talk more about the subject, such as ‘What do you know about triangles?’
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Case study


Leia is sitting close to Ben, who is painting. He is mixing colours, so she asks him about what he is doing. Look at the following examples of their conversations:


1


Leia: What can you tell me about what you are doing with your paintbrush, Ben?


Ben: I’m twirling the colours together! Look!


Leia: Yes, you are! Twirling – that’s a lovely word. Can you tell me about the colours?


Ben: I got red and yellow – they are sunshine colours and they made orange! Twirling, twirling.


Leia: Fantastic! Are you going to try more colours? What would you like to do next?


2


Leia: What are you doing, Ben?


Ben: I’m painting! Look!


Leia: That’s lovely! What are those two colours?


Ben: I got red and yellow.





1  What do you think about the two conversations?



2  In which example does Leia extend Ben’s learning?



3  Why is this important?
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Give them thinking time


Young children need time to process what you are saying to them and think about how they are going to respond. If you ask them a question, give them some thinking time so that they can do this.



Avoid ‘telling them the answer’



When young children ask us questions, it can sometimes be quicker and easier for adults to just tell them the answer. However, this will stop them thinking for themselves and make them more reliant on adults. This is true in practical situations as well as learning situations. For example, if a young child asks us if it is almost time to go home, we can guide them in their thinking:




Child: Is it nearly time for my mummy to come?


Adult: She is coming soon. But what happens in the afternoon before we go home?


Child: We have to tidy up.


Adult: What happens after that?


Child: Oh yes. We have a story and some singing. Then we go home.





Use simple language and avoid overloading with information or instructions


Make sure the vocabulary you use is appropriate for the age of the child, and try not to give them too much information at once. For example, if you say, ‘We need to tidy away the bikes and put everything away, and then we are going to sweep up the sand by the sand tray and go in for our snack and a story’, children will not be able to take it all in and will not know what to do next.


Make it easy for them to talk


Give young children the space to speak to you, and make it easy for them to do so. Dummies should not be used at the setting unless they help the child to sleep, as they will make it much more difficult for children to develop the muscles in their face and mouth which they need to use for speech. They are also less likely to try to speak if they have something in their mouth.


Repeat back what they say correctly


If children make an error with their speech (which is highly likely when they are still in the early stages of language development), try not to correct what they are saying as this may make them less confident or willing to try. Instead, repeat back what they have said in the correct way. For example, if a child says ‘I bringed this for you,’ you should reply, ‘Oh you brought it for me? That’s lovely’, so that you are modelling the correct use of the word.


Make it easier for them to listen by removing distractions


Sometimes we need children’s attention but they may be distracted by something that is happening, such as a loud noise outside. If possible, remove the distraction (in this case by closing the window) so that they find it easier to listen to what is being said.


Playing alongside young children


This is also an effective way of communicating with children, particularly if they lack confidence, have special educational needs, or are unwilling to speak to adults. If you can find an activity that they enjoy and can do this with them, this may encourage them to communicate with you.
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Alternative communication methods


One of these methods is known as Picture Exchange Communication System (PECS) which enables us to communicate through simple pictures. This simplifies what is being said so that it is more straightforward to process and understand. If you are asked to use this system with children, you would need to be trained in how to use it.
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3.5 Use a range of communication methods to exchange information with young children and adults


See also Sections 3.2, 3.4 and 3.6 of this unit.


You may need to use different methods to exchange information with young children and adults. This will vary according to the context of the communication and whether there are communication differences between you. The methods you use may be written, verbal or non-verbal.


The context of the communication means both the situation which you are in and what it is about. For example, the context of a team meeting may mean that you use different communication methods from the context of an informal chat with a parent, or working with a small group of children on an activity.
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Think about it


How would you communicate the following, and why?





•  informing a group of colleagues about some changes in the setting’s rota



•  letting others know that a member of staff has had her baby



•  telling parents about a meeting to support their child’s transition to school



•  reading a book with a child



•  telling a parent that their child has had an ‘accident’ at nursery and that you are sending him home in different clothes.





What method of communication would you use in each situation, and why?


[image: ]





You may also need to adapt the way in which you communicate depending on the needs of the person you are communicating with. There may be barriers to communication which will affect the method you use.


Sensory impairment


In this situation, either you or the person you are communicating with may have an impairment with their vision or hearing. This can mean that it is harder to pick up some of the subtleties of communication such as body language or facial expressions as you or the child will be concentrating on what is being said. Aids to communication such as a hearing loop or hearing aid might be required. Support with communication such as signing might also be necessary.


If this situation arises, you will need to be prepared and have the required aids with you.
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Top tip


ALWAYS make sure you give eye contact to the person you are speaking to, and actively listen to what they are saying. This will help to make the communication process as clear as possible.
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Speech, language and communication needs


You may not know if a child or adult has a communication or speech and language difficulty – a child may not be diagnosed when still very young, and an adult may not tell you. This can mean that there are misunderstandings, particularly if information is only partially understood. If you find that it is a problem, always ensure that the other person has understood by asking them to repeat back what you have said. If an impairment has been diagnosed, support should be available to help you when working with others.
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Do it


How might you communicate the following using just body language and gestures:





•  ‘Well done!’



•  ‘You shouldn’t be talking now.’



•  ‘I’m not sure.’



•  ‘We are all going outside.’



•  ‘It’s time to tidy up.’



•  ‘Can you help me with this?’
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3.6 Communicate effectively with colleagues, parents/carers and other professionals


As part of an early years team, you will need to be able to communicate effectively with other adults so that you can support children in your setting through successful professional relationships and mutual trust. This may be verbally with colleagues, parents and carers on a daily basis, as well as other professionals who may come into the setting. Remember that communication may also be via emails, websites and newsletters.
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Think about it


Who are the main colleagues, parents and other professionals with whom you communicate? How regularly do you do this?
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Being aware of confidentiality is an important part of communication and information sharing. According to the General Data Protection Regulation (GDPR) legislation, you should only share information with others when it is necessary. For example, you may need to share information about children with other professionals in order to support them in their role. However, you should not gossip or pass on information about children and their families, and you should always make sure that information and records are stored securely.


For more guidance on this, see Unit 13, Section 5.3. Your setting will have a confidentiality policy which you should have read and understood.
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Find out about


… the GDPR 2018. Why do settings need to know about it? How does it influence your confidentiality policy?
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Colleagues


You may be part of different teams of colleagues in your setting, if, for example, you mainly work with babies, or are supporting children with special educational needs. You are likely to be closer to these teams as you will spend more time with them and get to know them better. You can communicate effectively with them by making sure that information is passed on quickly and ensuring that you look for opportunities to help others, whether this is practical or in other ways. See also Section 3.7 in this unit.


Parents/carers


As already discussed, you need to communicate regularly with the parents and carers of your key children. In this way you will develop a more effective relationship that will benefit them. Remember that although you may develop friendships with parents or carers, your relationship with them should always remain a professional one. See also Section 3.8 in this unit.


Other professionals


You may need to communicate with other professionals who come into the setting, for example those who work with you to support children who have special educational needs and disabilities. You may also have other professionals and visitors to the setting, such as students or those working with them. See also Sections 3.7 and 5.3 in this unit.
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Do it


Write a reflective account of the people you need to communicate with as part of your role, and give examples of how you might communicate with them. If any of these methods are paper-based, you could use them as work product-based evidence.
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3.7 Work co-operatively with colleagues, other professionals and agencies to meet the needs of babies and young children and enable them to progress


Communicating effectively with others will also lead to working more co-operatively with them. This is because there will be closer relationships and more respect and understanding between you. As well as communicating effectively, working co-operatively means being organised in your role so that you can support the needs of babies and children.


To work co-operatively with others and meet the needs of children you should:





•  attend any meetings which you are invited to



•  carry out any action points and answer emails promptly



•  be open to others’ opinions and address any disagreements.





Attend any meetings which you are invited to


Meetings between different professionals and agencies are an opportunity to share information about babies and children. They are likely to include information about any assessments which have taken place, and give all those who work with the child an opportunity to discuss their needs and act on them.


Carry out any action points and answer emails promptly


If you are asked to do something by a colleague, you should do it as soon as you can. This shows them that you view it as important, but it also helps to act on things quickly and while you can remember the context, before the next thing comes along. If you do not respond to an email, or take a long time to act, it will not be clear to others whether you have remembered what you have been asked to do.
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Case study


Nilaya has been to a meeting with a speech therapist and a parent about one of her key children, Becky. The therapist has told Nilaya and Becky’s mum that they should work on her speech targets, and that Becky needs regular practice so that over time she will catch up. Nilaya thinks that it is up to the parent to practise with Becky, and does not choose to act on it.





1  Why should Nilaya carry out the practice with Becky as well as her mum, if she has been asked to?



2  How might her decision affect Becky’s speech and language?



3  Should she tell anyone about what she has decided to do?
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Be open to others’ opinions and address any disagreements


It is important to listen to the views and opinions of others so that you take different ideas on board. In some cases you may not agree with what they are saying, but if this happens you should speak to them respectfully and bear in mind that you both have the best interests of the child at heart.


See also Section 5.3 of this unit for examples of the agencies or professionals you may come into contact with.


3.8 Work alongside parents and/or carers and recognise their role in the baby’s/child’s health, well-being, learning and development


The content for Sections 3.7 and 3.8 of this unit appear again in Unit 11, Sections 6.2 and 6.3; and Section 3.8 also appears in Unit 13, Sections 2.2 and 3.3. You may refer to the evidence used below in those units too.


All key persons in early years settings need to work closely with parents and carers so that they can support their children more effectively at home. At the time of writing, the EYFS requires that parents and the setting work closely together and exchange information regularly. This is important to build up familiarity, mutual respect and trust, so that positive relationships are created which will benefit the child.


Communication between parents and the setting may be verbal or written, and should take place as much as possible. Although the main opportunities will be when parents take and collect children from the setting, there are also other opportunities to communicate and develop positive relationships so that parents can take an active role in their child’s learning and development.


Parents and carers should also be encouraged to pass on information about children’s learning at home, so that staff are aware of the kinds of things which they have been doing. Regular contact with parents is also very important when you are working with babies and children who have special educational needs and disabilities.
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Do it


Look at a copy of the EYFS. Find out what information the setting has to make available to parents and carers.
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Health and well-being


Communication about the child’s health and well-being is important for many reasons, and parents and carers will have a key role in this. They will have the greatest knowledge and understanding of their child’s health as well as knowing in detail about any allergies or intolerances, and know about any medical conditions and how these may be managed. If key persons have good relationships with parents, they are also more likely to remember to pass on any new information to staff about changes to their child’s health or well-being. However, parents may also need support from the setting in managing different childhood issues as they arise, and they should be able to give this.


For more on how the setting can support parents, see Unit 13, Section 4.3.
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Learning and development



Parents and carers play a huge role in their child’s learning and development as they will spend much of their home life together. While some parents may be aware of the importance of regular and positive opportunities for communication and building relationships with their child, such as spending time talking to them or reading with them, others may be less confident. The setting may run workshops or information evenings to support them in doing this.
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Find out about


… how your setting encourages parents and carers to take an active role in their child’s learning and development. Can you think of other ideas for involving parents?
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4 Understand factors impacting on communication in practice


As we have already discussed, in your role you will need to be able to communicate effectively with babies, children, their families as well as your colleagues, as this affects all aspects of your practice. You will always need to think about factors which may impact on this, including their stage of development, or whether they speak English as a second language or have delayed speech.


4.1 Explain ways to communicate with all children appropriate for all their stages of development, including communication with those children for whom English is an additional language (EAL) or who have delayed speech


See also Unit 5, Section 1.4 for stages of language development.


Communication with children at different stages of development


When thinking about babies and young children, you will need to consider their age and stage of development so that you can adapt the way in which you communicate.


Birth to 12 months


We start to communicate with babies from the earliest stages in ways that they understand. For new parents, holding their baby and soothing them communicates physical safety and security as well as love and emotional support. Non-verbal communication such as facial expressions and physical reassurances such as touch will all support the development of communication. Although we may not realise it, even before babies learn to communicate with us through speech, we are communicating with them in many of the small things we do.
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Twelve months to two years


At this stage, young children will be listening to the language around them and gradually starting to use a few simple words. Activities such as sharing simple books and teaching young children nursery rhymes and songs will help them to develop their vocabulary and have fun with words. For young children, non-verbal communication such as holding their hand and smiling at them reassures them, and helps to give them confidence.


Two to three years


At this stage, a child’s vocabulary will be expanding very quickly. It will help them if you talk to them about what you are doing (this is sometimes called commentary or narration) and why you are doing it, so that that they can develop their vocabulary; for example, ‘I am putting the dishes into the dishwasher so that they can get clean.’


Songs and rhymes which are familiar are also important with young children, as the words start to become predictable and they will soon be able to join in. This helps to develop children’s confidence.
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Did you know?


As the adult, you are acting as a role model for babies and young children when you are communicating with them. If you do not communicate regularly, or ignore them when they are trying to communicate with you, they will be less likely to try to do it themselves. The reverse is also true, so the more you communicate with babies and young children, the more they will communicate with you.
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Three to four years


Children of this age have lots of questions, and this is a great opportunity for you to support the development of their language by having regular conversations with them.





•  Make time to talk to them, and ensure that you listen to what they are saying to you.



•  If you use words which may be new to them, make sure they know what you mean.



•  Continue to play games as well as sharing lots of books with them, so that you can talk about the characters and the stories with them.





You may communicate slightly differently with babies and with children who are older, but the main principle of conversation will remain the same, which is that there is a sender and a receiver, and the communication may be verbal or non-verbal. For example, if you smile at or sing to a baby, he or she will start to respond, which will make you respond, and so on. This is a very important stage, as in this way children will learn about the principles of conversation. They will also start to understand what we mean through the way we use our tone of voice alongside non-verbal communication.


As children grow older, you should also think about the speed you talk and the vocabulary you use to communicate with them, and not make assumptions about what they know. This is particularly important if children have communication needs or speak English as an additional language (EAL).
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Communication between the setting and parents/carers

Type of communication '
between setting and
parents/carers

Function and reason

Noticeboard This is a useful way of passing information to parents and carers
which may be less formal, for example if there is a social event or

an activity being run outside normal setting hours. It may also give
information about local events and organisations, or photos of

things which have been happening in the setting.

Newsletter This may be a regular email or message to parents and carers, giving

up-to-date information about what has been happening.

Suggestion box This is an opportunity for parents and carers to communicate ideas

to the setting about activities that children or parents might like to do.

Parent workshops These may be run by setting staff to inform parents and carers
about how they can support their child’s development at home - for
example, supporting early reading or number, or the importance of

developing independence skills.

Wow wall/Proud cloud

In some settings, parents and carers will contribute to a ‘Wow wall’ or
equivalent, which is in a shared area so that they can display children’s
notable achievements that have happened at home. For example,

a parent might contribute: ‘Alyssa learnt to do up her coat at the
weekend’, or ‘Bobby can tell me the names of eight different dinosaurs’.

Information about the
setting

According to the EYFS, the setting must make some key information
available to parents and carers.






OEBPS/OEBPS/images/ii-1.gif
MIX

Paper from
responsible sources

EMS‘M FSC™ C104740





OEBPS/OEBPS/images/18-1.jpg
Parents’ Boa

bbbt b A

op Tip ToF Talki

n

prr—

Get your child’s
attention before you
talk to them.

Get down to thelr lever; <
and face your child, =
Say their name

hofore you start 0
s speaking. B

oaen iho are A rofore
Figure 1.8 How do you encourage parents to celebrate children's home learning with the setting?

NEEE Cfm,






OEBPS/OEBPS/images/18-2.jpg
Figure 1.9 Why do we need to work closely with
parents and carers to support their child's health
and well-being?
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Figure 1.10 How many examples can you give of
ways in which we communicate with babies?
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Figure 1.6 How will finding out about a child's
interests support your communication with them?
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Figure 1.7 How can alternative methods of
communication enhance our work with children
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JOB DESCRIPTION
Title: Early Years Practitioner
Post No: Level 2

Summary of responsibilities and duties
« The Early Years Practitioner will contribute a high standard of physical, emotional, soial and intellectual care
for all children in the nursery and work as part of a team in order to provide an enabling environment in which
all individual children can play, learn and develop.
«Build and maintain strong partnerships with parents and work within the requirements set out in the
Statutory Framework for the Early Years Foundation Stage — setting the standards for learning,development
and care for children from birth to five.

« Contribute to your own Personal Development Plan to support the development of skills and career
development.

« Be accountable for safeguarding children, being responsible for immediately raising any concerns and following
the correct process. Provide support, advice and guidance to any other colleagues, parents and other
professionals on an ongaing basis, and on any specific safeguarding issue as required.

« Contribute to a programme of learing experiences that meet the individual needs and interests of children
in your area in conjunction with other team members.

« Submit reports as required.
« Engage in good team working and develop your role within the team, especially with regard as a key person.

« Help children become familiar with the setting, offering a settled relationship for the children, building a positive
relationship with their parents and any other family members.

+Be involved in any overall nursery activities (including out of working hours activties), e.g. training, monthly
staff meetings, parent evenings, fundraising events, volunteering, etc.

«Be flexible within working practices of the nursery. Be prepared to help where needed, including to undertake
certain domestic jobs within the nursery, e.g. preparation of snack meals, cleansing of equipment, etc.

«Read, understand and adhere to all policies and procedures and act in accordance with current legislation
and good practice.

« Support the children’s care and welfare on a daily basis in line with their individual needs.
« Ensure someone known and agreed by the nursery and parent collects the child.

* Respect the confidentiality of allinformation received.

« Ensure good standards of safety, security, hygiene and cleanliness are maintained at all imes.

«Manage children’s behaviour positively and communicate with parents to support the children's developmental
needs.

« Attend training identified in your performance reviews or one-to-ones and any other training courses that are
necessary for you to fulfil your role.

*Work towards the Special Educational Needs and Disability Code of Practice to support identified children’s
needs and ensure the provision of a high-quality environment to meet the needs of individual children regardless
of any disabilties, family backgrounds or medical history.

Figure 1.4 An example of an Early Years Practitioner job description
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Figure 1.3 How many different types of early
years settings have you visited?
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Figure 1.2 Why are children likely to look up to and imitate what adults do?
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Figure 1.5 How do you use non-verbal
communication in the early years environment?
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Figure 1.1 How do you remain calm in stressful
situations?





