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INTRODUCTION

Welcome to the Sheffield Continuous Professional Development (CPD) Toolkit.  This CPD Toolkit is intended to support you as providers of childcare in Sheffield to meet the Department for Children, Schools and Families (DCSF) Workforce Development expectations.  The toolkit is being promoted and used by all professionals supporting all types of childcare, ensuring a consistent approach throughout the city. 

It is a Local Authority Early Years Outcomes Duty to support and challenge settings to continuously improve the quality of provision, achieving good outcomes for all children and families.  It is the responsibility of the setting to develop its staff team and improve practice. There will be training and support available to you in order to effectively implement the materials. 

Within the toolkit you will find photocopiable materials that you can use or adapt.  There are examples of good practice and case studies to give you ideas and provoke thinking.  We believe that this toolkit will encourage you to develop your staff team not only through training but in a variety of other ways.

Why engage in CPD?

Findings from the Effective Provision of Pre-School Education (EPPE) and research into Effective Pedagogy in the Early Years (REPEY) tell us that quality of practice is related to outcomes for children.  These studies have strongly influenced all the recent Early Years legislation, frameworks and strategies in this country.

The Department for Children, Schools and Families (DCSF) have identified three key elements of high quality provision; Workforce, Practice and Content & Environment (see fig 1).  These three elements are strongly interlinked. For example, an audit of Practice or Content & Environment could highlight workforce development needs.  Similarly, it is likely that the implementation of practitioner learning would have a positive impact on the quality of the Environment and Practice. 

Good leaders recognise the value of CPD opportunities to develop the individual skills, knowledge and interests of practitioners and also to meet the wider requirements of the organisation. For example, learning from CPD opportunities can encourage practitioner confidence to embark on accredited training routes to the benefit of the individual and the organisation.  In auditing existing skills, knowledge and expertise within the team, leaders are able to recognise and share areas of strong practice as well as planning effectively to meet the organisation’s priorities for development or improvement.

It is important to give all practitioners, regardless of their level of qualification, opportunities to reflect on and extend their own practice in order to achieve continuous quality improvement.  
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            Figure 1
Continuously Improving your Setting through Effective Leadership and Management
The ability of leaders and managers to continuously improve practice informs key judgements within the Early Years Ofsted inspection framework. The provision of good outcomes for all children is also a key responsibility of every Local Authority through the Early Years Outcomes Duties. Effective leaders and managers use CPD to develop and retain highly skilled and competent staff teams.  Good outcomes for children occur when LAs and settings work together to support and challenge practitioners to deliver high quality learning environments. 

Reflective Practitioners within Effective Settings
Effective leaders and managers facilitate the growth of strong, self-motivated teams.  These teams demonstrate ownership and involvement in the development of quality services for children and families.  Practitioners feel valued and secure to take risks and suggest or make changes.  Effective settings are learning communities within which practitioners are able to recognise strengths and areas to develop and find ways to make continuous improvement.

EVERY CHILD MATTERS
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The aim of Every Child Matters is

to ensure that every child and 

young person has the opportunity 

to fulfil their potential, spotting any 

problems early and handling

them more effectively.

The 5 Outcomes are:

· Being Healthy – enjoying good physical and mental health and living a healthy lifestyle

· Staying Safe – being protected from harm and neglect 

· Enjoying and Achieving – getting the most out of life and developing the skills for adulthood

· Making a Positive Contribution – being involved with the community and society

· Economic Well-being – not being prevented by economic disadvantage from achieving their full potential in life

For more information visit:

www.everychildmatters.gov.uk

GOVERNMENT’S VISION 

The Childcare Act 2006 acknowledges the importance of a skilled workforce and sets out the vision of a world class children’s workforce that:

· Strives to achieve the best possible outcomes for all children and young people and reduce inequalities between the most disadvantaged and the rest

· Is competent, confident and safe to work with children and young people

· People aspire to be part of and want to remain in – where they can develop their skills and build satisfying and rewarding careers

· Parents, children and young people trust and respect

The Government’s Children’s Workforce Strategy identifies the need to develop a more professional early years workforce to raise the status of working with pre-school children. The local authority also has a duty under section 13 of the act to provide information, advice and training to childcare providers.

SHEFFIELD’S VISION

Our vision is to develop by 2015, in Sheffield, a confident, knowledgeable and well qualified workforce, that reflects diversity of local communities, to work with the youngest children in the city. 

We want to encourage a workforce that is keen to learn, to engage with the children’s participation agenda and follow the interests of the child. 

We want a workforce that promotes high quality provision and encourages children to enjoy and achieve, and a workforce that addresses the low attainment levels within the city. 

We want to encourage people to become part of a quality workforce and to remain within the workforce contributing their specialisms and understanding of young children to the wider workforce within Children’s Services. 

The key elements are to have a graduate lead (with Early Years Professional Status) in all full daycare provision and to raise the minimum level of qualification for working in group care in early years to level 3 by 2015. 

DEVELOPMENTS

Key Roles

The Children’s Workforce Development Council (cwdc) has set out how practitioner roles will be defined.  Based on the Children’s Workforce Strategy, key roles are linked to qualification levels as follows:

Level 2
Assistant early years practitioner

Level 3
Early years practitioner

Level 4
Senior early years practitioner

Level 5
Assistant early years professional

Level 6
Early years professional at an equivalent level to that of



Qualified teachers – Graduate level

Early Years Professional

The CWDC vision is that by 2010 practitioners with Early Years Professional (EYP) status will be in all children’s centres offering childcare; and by 2015 they will be in all day care settings.

By 2015 all those working in full day care settings will be qualified at level 3.

A long-term aim is that all those working in sessional care and out-of-school childcare settings (as well as full day care settings) will be qualified to supervisory level (level 3).

Common Induction Standards

The CWDC are developing a set of ‘Induction Standards’ which may become mandatory for any new practitioner to your setting, who is directly working with children.

For any information on the above contact:

Children’s Workforce Development Council

3rd Floor

Friends Provident House

13-14 South Parade

Leeds LS1 5QS

Tel:  0113 244 6311

www.cwdcouncil.org.uk

Common Core

The Common Core is a set of skills and knowledge standards, which have been identified by the Department for Children, Schools and Families (DCSF) as important for everyone working with children, young people and families.  The six areas of ecpertise identified as ‘common core’ are now National Occupational Standards (NOS) incorporated into many current qualifications.

Workforce development have produced a booklet for staff working with children from 0-16 years in the early years and playwork workforce which makes links to the common core values.

See Common Core of Skills and Knowledge and Induction Standards booklet produced by EYECS

QUALIFICATION PATHWAY
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QUALIFICATION PATHWAY CONTINUED …..



For further information on the above contact the Early Years Workforce Development Co-ordinator at Sheffield Early Years Education and Childcare Service on (0114) 2053402

WHAT IS CONTINUOUS PROFESSIONAL 

DEVELOPMENT (CPD)

Undertaking training, including accredited training is one way of accessing Continuous Professional Development opportunities. However, there are many other interesting, accessible and valuable ways of developing yourself and your staff team.  For example, ‘buddying’, coaching or mentoring, engaging in research and visiting other settings.  
It is important that before embarking on any kind of CPD there is recognition of what outcomes you want to achieve, not only for the staff involved, but also for the children and families receiving your services.

CPD is essential in providing the highest standards of care and education for children and young people and to enhance your own personal development and career prospects.  It is an important way to keep your skills, knowledge and working practices up to date.

CPD was traditionally viewed as ‘going on training’ or undertaking a qualification, but CPD can include any or all of the following:

· Attending conferences, workshops, courses

· Undertaking courses that lead to a qualification

· Attending staff meetings and setting-based training

· Attending network meetings or Service District meetings
· Watching educational videos

· Visiting other settings

· Shadowing or working  alongside other staff members

· Professional discussions

· Networking with other professionals

· Presentations -giving or attending

· Reading appropriate materials, including relevant websites

· E-learning

· Reflecting and self evaluating your own practice

· Peer observation

· Job rotation

· Performance reviews

· Mentoring-new staff/students

· Distance learning (home study)

· Leading meetings

· Managing and supervising staff

· Leading a special initiative

· Membership of a professional body

Leaders, managers and individuals need to be able to recognise existing strengths within the team and areas of practice and knowledge that require improvement or development.  When an area of development has been identified, an appropriate package of support and learning should be planned, implemented and its effectiveness reviewed.

A useful tool for exploring different ways of learning can be found at (Appendix 1:  40 Ways to Learn document)
A GUIDE TO WHAT AN INDIVIDUAL CONTINUOUS PROFESSIONAL DEVELOPMENT (CPD) PORTFOLIO MIGHT INCLUDE

Section One:  Personal Details and Achievements 

· Personal details i.e. Name, address etc

· Job description

· Qualifications record

· Documentary evidence such as certificates of attendance/completion of courses, workshops and conferences

· Roles and responsibilities held

Section Two:  Induction

· Induction Programme

· Induction Standards (refer to www.cwdcouncil.org.uk)
· Learning style questionnaire (reflection on your preferred learning style) (Appendix 2) 
Section Three:  Professional Development

· Setting Quality Improvement Plans
· Performance reviews (one-to-one and appraisal)

· Observation notes (peer / management  / assessor)

· Evidence of leading presentations, meetings, contributions towards projects

· Individual learning and development plan

It may be useful to refer to the Common Core Skills and Knowledge booklet which is available from EYECS.
WHAT IS THE VALUE OF HAVING AN INDIVIDUAL 

CONTINUOUS PROFESSIONAL DEVELOPMENT (CPD) PORTFOLIO?

Personal

· To help you reflect upon and evaluate the CPD that you have taken part in

· To evidence how you have implemented learning from CPD

· To reflect on and illustrate your improvement in specific areas of work

· To help identify your training needs

· To help you plan a pathway for your CPD and future career

· To provide evidence to support Ofsted inspections, accreditation schemes and Sheffield quality improvement frameworks, e.g. Pathways to Quality

· To prepare evidence for future interviews for promotion or a new job

· To use as a record of your own contribution to staff training

Setting
· To help raise the quality of your setting

· To provide evidence for accreditation of learning e.g. NVQ qualifications, Post Graduate Certificates

Children

· To demonstrate the impact of each CPD activity on outcomes for children

SETTING CPD AUDIT
It is useful to carry out a setting CPD audit before you complete your Workforce Development Plan.

It will help to inform you of your current position and any action which may need to be taken.
SETTING CPD AUDIT

	Section 1.  CPD Leadership and Management

	Audit Criteria
	Is it in place?
	Evidence
	Action Required
	Person Responsible

	
	Yes
	Partly
	No
	
	
	

	1.  Is there a designated CPD
     co-ordinator?


	
	
	
	
	
	

	2.  Does the CPD 
     co-ordinator’s current job 
     description clearly
     define the specific CPD  

     roles and responsibilties?


	
	
	
	
	
	

	3.  How is the CPD
     co-ordinator supported to 
     be aware of best practice?


	
	
	
	
	
	

	4.  Do all staff with line
     management
     responsibilities understand, 
     influence, drive and support
     CPD within their areas of 
     responsibility, and is this 
     reflected in their job
     description?
	
	
	
	
	
	


	Audit Criteria
	Is it in place?
	Evidence
	Action Required
	Person Responsible

	
	Yes
	Partly
	No
	
	
	

	5.  Is there effective liaison and
     communication between 
     staff with line management 
     responsibilities and the 
     CPD co-ordinator?


	
	
	
	
	
	

	6.  Does an analysis of CPD
     needs take place at the
     level of the:-

· setting

· team

· individual


	
	
	
	
	
	

	7.  Is CPD provision, linked to
     the setting quality  

     improvement priorities?


	
	
	
	
	
	

	8.  Does CPD provision reflect
     a balance between setting
     and individual needs?


	
	
	
	
	
	

	9.  Do all staff have equality 

     of access to CPD
     opportunities?


	
	
	
	
	
	


	Section 2.  CPD Policy and Implementation

	Audit Criteria
	Is it in place?
	Evidence
	Action Required
	Person Responsible

	
	Yes
	Partly
	No
	
	
	

	1.  Is there an up to date CPD
     policy that highlights best 
     practice?


	
	
	
	
	
	

	2.  Does the policy document 
     reflect setting practice?


	
	
	
	
	
	

	3.  Is the policy reviewed and
    updated on an annual
    basis?


	
	
	
	
	
	

	4.  Are all staff consulted in the
    development and review of 
    the policy?

· Practitioners working with children

· Ancillary staff and people not working directly with children

· Managers (including management committee where appropriate)


	
	
	
	
	
	


	Audit Criteria
	Is it in place?
	Evidence
	Action Required
	Person Responsible

	
	Yes
	Partly
	No
	
	
	

	5.  Are policy documents easily

     available to all staff and do
     they know where they are?
	
	
	
	
	
	

	6.  Is there a CPD plan that
     is appropriately prioritised 
     and costed against the
     Setting Quality  

     Improvement Plan?
	
	
	
	
	
	

	7.  Is the impact of CPD on
     staff performance, and
     outcomes for children
     evaluated regularly?

· Staff performance

· Outcomes for children
	
	
	
	
	
	

	8.  Is the impact of CPD
     activity reported to all staff
     and to the Local Authority
     at least annually?

· All staff

· Local Authority
	
	
	
	
	
	

	9.  Are evaluations of impact 
     used to inform future
     planning?

	
	
	
	
	
	


	Section 3.  CPD and Performance Management

	Audit Criteria
	Is it in place?
	Evidence
	Action Required
	Person Responsible

	
	Yes
	Partly
	No
	
	
	

	1.  In the CPD policy is there a
     section explaining 
     performance management
     procedures that is
     understood by all staff

	
	
	
	
	
	

	2.  Does it have clear links
      with the Setting’s 
      Quality Improvement  
      Plan?


	
	
	
	
	
	

	3.  Are the written performance
     management procedures
     reflected in setting
     practice?


	
	
	
	
	
	

	4.  Are the performance 
     management procedures
     applicable to all staff?


	
	
	
	
	
	

	5.  Do management
     committees understand 
     their role in performance
     management?
	
	
	
	
	
	


	Audit Criteria
	Is it in place?
	Evidence
	Action Required
	Person Responsible

	
	Yes
	Partly
	No
	
	
	

	6.  Does the setting report on
     performance management
     at least annually to the
     management committee?


	
	
	
	
	
	

	7.  Does performance
     management practice focus
     on both:-

· Setting

· Individual needs


	
	
	
	
	
	

	8.  Are CPD needs arising 
     from performance
     management reviews 
     integrated into CPD  
     planning?
	
	
	
	
	
	


	Section 4.  CPD Opportunities

	Audit Criteria
	Is it in place?
	Evidence
	Action Required
	Person Responsible

	
	Yes
	Partly
	No
	
	
	

	1.  Does your CPD practice
     include internal and
     external activities,
     professional dialogue, and
     research?


	
	
	
	
	
	

	2.  Is there a CPD entitlement 
     for all staff which is used to
     support recruitment at all 
     levels in the setting? Don’t understand this statement??

	
	
	
	
	
	

	3.  Does the setting use peer
     mentoring and/or coaching 
     as a CPD activity for all 
     staff?


	
	
	
	
	
	

	4. Do staff have access to a full range of CPD activities?


	
	
	
	
	
	


	Audit Criteria
	Is it in place?
	Evidence
	Action Required


	Person Responsible

	
	Yes
	Partly
	No
	
	
	

	5.   Are staff supported in developing their own CPD portfolio?


	
	
	
	
	
	

	6. Are staff skills and strengths identified and used to provide in-house CPD opportunities?


	
	
	
	
	
	

	7. Are the EYFS/OCR frameworks and the Core Competency framework used to help identify CPD needs?


	
	
	
	
	
	


	Section 5.  CPD Planning and Evaluation

	Audit Criteria
	Is it in place?
	Evidence
	Action Required
	Person Responsible

	
	Yes
	Partly
	No
	
	
	

	1.  Is there a clearly understood system for prioritising CPD opportunities (particularly training)?


	
	
	
	
	
	

	2.   Do all planned CPD opportunities clearly link to the Setting Quality Improvement Plan and / or the Individual Learning and Development Plan?


	
	
	
	
	
	

	3.  Are aims and learning outcomes clearly identified when staff request/apply for CPD opportunities?


	
	
	
	
	
	

	4.  Are learning outcomes used to inform evaluation?


	
	
	
	
	
	


	Audit Criteria
	Is it in place?
	Evidence
	Action Required
	Person Responsible

	
	Yes
	Partly
	No
	
	
	

	5.  Following CPD 
     opportunities are staff 
     encouraged to implement
     new ideas, skills, try things
     out and influence practice?


	
	
	
	
	
	

	6.  Is CPD evaluated over time – from immediate reactions to long term impact?


	
	
	
	
	
	

	7.  Does the CPD co-ordinator evaluate the impact of CPD provision against the setting improvement priorities?
	
	
	
	
	
	  


STAFF SURVEY
It is useful to carry out a staff survey as it will help you to identify any actions that may need to take place to inform your Setting’s Quality Improvement Plan.  It will also help to make you staff feel valued and involved.

.

STAFF SURVEY
Name (optional):
Position (optional):




1. Leadership & Management

Do you know who your Line Manager is? YES/NO

Students         Person responsible for supporting you and giving feedback.

On a scale 0 - 4 with 0 being low and 4 being high, how true are the following statements?
	
	
	0
	1
	2
	3
	4

	1
	Gives praise and encouragement
	
	
	
	
	

	2
	Takes problems seriously & deals with them or helps me to solve them
	
	
	
	
	

	3
	Listens to me and encourages me to offer my opinion
	
	
	
	
	

	4
	Treats me fairly
	
	
	
	
	

	5
	Regularly supports me to assess my job performance through observation & feedback, support and appraisal
	
	
	
	
	

	6
	Helps me identify personal development goals


	
	
	
	
	

	7
	Supports and challenges me to improve my knowledge skills/competencies
	
	
	
	
	

	8
	Provides me with useful feedback


	
	
	
	
	



    2. Communication
    On a scale 0 - 4 with 0 being low and 4 being high, how  

    true are the following statements?
	
	
	0
	1
	2
	3
	4

	1
	There is effective communication within the setting


	
	
	
	
	

	2
	There is effective communication between individuals & team leaders


	
	
	
	
	

	3
	Staff have the information needed to set objectives and priorities


	
	
	
	
	

	4
	Team meetings are effective as a method of communication


	
	
	
	
	

	5
	I feel able to express my opinions freely to management


	
	
	
	
	

	6
	My opinion counts
	
	
	
	
	




3. Training and Development
On a scale 0 - 4 with 0 being low and 4 being high, how true are the following statements?
	
	
	0
	1
	2
	3
	4

	1
	I am encouraged & supported to identify my training and development needs
	
	
	
	
	

	2
	The development I receive  is relevant to my job and career aspirations
	
	
	
	
	

	3
	The development I receive is relevant to the setting’s objectives
	
	
	
	
	

	4
	I have agreed objectives for my personal development with my line manager
	
	
	
	
	

	5
	The setting is committed to the CPD of its employees
	
	
	
	
	

	6
	I have access to a wide range CPD opportunities
	
	
	
	
	

	7
	Staff who have joined the setting or have taken on new duties are inducted to their new role
	
	
	
	
	

	8
	Before and after CPD my line manager discusses with me how new skills can be used and what will be the benefits to my work
	
	
	
	
	



4. The Setting
    On a scale 0 - 4 with 0 being low and 4 being high, how 
    true are the following statements?
	
	
	0
	1
	2
	3
	4

	1
	The setting provides a high quality service to children and families


	
	
	
	
	

	2
	The setting is well run


	
	
	
	
	

	3
	The setting motivates its staff


	
	
	
	
	

	4
	I am fully aware of what my setting’s aims and priorities are


	
	
	
	
	



5. Job Satisfaction
On a scale 0 - 4 with 0 being low and 4 being high, how true are the following statements?
	
	
	0
	1
	2
	3
	4

	1
	I receive recognition for doing a job well


	
	
	
	
	

	2
	I am given authority to do the job properly


	
	
	
	
	

	3
	I have a good working relationship with my colleagues


	
	
	
	
	

	4
	I have a good working relationship with senior management


	
	
	
	
	

	5
	I am given the opportunity to develop skills and abilities


	
	
	
	
	

	6
	Overall, I am very satisfied with my job
	
	
	
	
	



6. In closing
6. Comments
If there are any other issues on which you wish to comment please do so below.  Continue on the back of this sheet if necessary:

	


Thank you for your time in completing this questionnaire

WHAT IS A SETTING QUALITY IMPROVEMENT PLAN?

All settings should produce Quality Improvement Plans that are reviewed regularly.

Practitioners can use the same format as are used for post Ofsted Quality Improvement Plans.  It is good practice to produce ongoing Quality Improvement Plans that include provision for continuous improvement and CPD.  
A Setting Quality Improvement Plan is a description of what you intend to do to improve your current practice and provision.  It is a long term process of continuous evaluation and improvement of the practice in your setting.

When you produce the Setting Quality Improvement Plan you need to consider the following questions:

· What do you intend to do as team and why?

· How will the task will be broken down into manageable parts?

· How will you will monitor progress?

· Who will be responsible for each task?

· What timescale have you set?

· What difference do you intend to make to the quality of provision for the children?

All practitioners working in the setting should be fully involved and consulted on the production of the Setting Quality Improvement Plan.

Completed examples of Setting Quality Improvement Plans are included see (Appendix 3)

For more information on post Ofsted action plans refer to:

A Guide for Private, Voluntary and Independent Providers of Nursery Education.  You can download this document from: www.dfes.gov.uk
alternatively Tel : 0845 60 22 260
SETTING QUALITY IMPROVEMENT PLAN

	Objective


	Action
	Responsibility
	Time Scale From …. To
	Resource Implications (people, time, cost)


	Monitoring

(who, when, how)
	Short term Progress Indicators
	Success Criteria

(Outcomes)

	
	i)

ii)

iii)


	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


CONTINUOUS PROFESSIONAL DEVELOPMENT AND PERFORMANCE MANAGEMENT

Learning and development plans of individual staff members and the setting’s quality improvement plan take into account the aims, objectives and vision of the setting within the performance review process.  This process includes both one-to-one and appraisal.

Performance review is a two way discussion about aspects of your job, focusing particularly on your achievements, work targets, development needs, career path, support required and resources needed.  

It is an excellent way of identifying and 

agreeing your individual training and

development needs and finding how

best to meet them.

Effective performance review:

· focuses on development
· does not make personal judgements
· provides the opportunity to review your performance since your last review
· should be motivational

· should lead to completion or updating of a personal development plan

· will ensure the objectives of the setting are achieved

· will ensure your skills are developed.

ONE-TO-ONE

Introduction

It is good practice to have a regular programme of staff one-to-one meetings. These will help your setting to continuously improve.

One-to-one is an integral part of the annual appraisal and should promote consistent practice throughout the year.

Guidelines for successful one-to-one

What is one-to-one?
· It is a time to sit down together to agree work priorities, share ideas, concerns, and discuss workload issues

· It is a time to jointly review and revise appraisal targets, including personal CPD needs

· It is the process for ensuring that work is carried out in line with the setting’s aims to improve the quality of its service 
· It establishes clear accountability and enables the sharing of responsibilities within the team

· It is an arrangement for ensuring the maintenance of effective communication between a line manager and staff

Why do one-to-one?

· To agree on tasks which need to be carried out, clearly defining what these are, how long the timescale is for carrying these out and when the review date will be

· To set objectives linked to the Setting’s Quality Improvement Plan

· To review performance against agreed priorities

When, where and how should one-to-ones take place?

· They should be held on a regular basis, e.g. monthly

· They should be planned and prepared for by both parties

· They should take place at an agreed time and location, ensuring confidentiality without distraction

· A standard template should be used for all staff

· The one-to-one notes should be securely stored, with copies provided to both parties ideally within one week
A completed example of a record of one-to-one session can be seen in (Appendix 4)
	RECORD OF ONE-TO-ONE SESSION

DISCUSSION RECORD

	Date:
	

	Attendees:
	

	Agenda:



	

	Item


	Key Points of Discussion


	Agreed Action




	Item

 
	Key Points of Discussion


	Agreed Action




Line Manager’s signature:  ______________________________________________

Staff member’s signature : ______________________________________________
WHAT IS AN APPRAISAL?

Both parties to the appraisal have an important role to play.

The appraiser should know the appraisee well, be familiar with all the setting’s issues and should complete the Appraiser Preparation form prior to the appraisal meeting. (Appendix 5)
It is important that the appraisee has undertaken some form of self review and has an idea of the developments she/he wishes to make, using the Self Review form. (Appendix 6) 

The appraisal meeting should be a professional discussion between the appraiser and the appraisee and will include discussion based on the Self Review form and the Appraiser Preparation form.  The CPD Annual Appraisal Review form should be completed at this meeting.  (Appendix 7)
The appraisal should:

· consider the job description of the appraisee 
· consider the organisation’s improvement priorities
· relate to the Setting’s Quality Improvement Plan.

· identify strengths
· agree areas for further development.

· set objectives for the coming year
· identify training and support.  An Individual Learning and Development Plan may be used for this purpose.  (Appendix 8)
It is good practice to review the objectives after 6 months. (Appendix 9)
An example of an Appraisal form and 6 month review form are included in this toolkit.

(Completed examples are included in the Appendix)

· Appraiser Preparation form  - Appendix 5
· Self Review form  -  Appendix 6
· Annual Appraisal Review – Appendix 7

· Individual Learning and Development Plan – Appendix 8

· 6 Month Review – Appendix 9
APPRAISER PREPARATION FORM
Name:

Job Title:

Date:

	ORGANISATION’S IMPROVEMENT PRIORITIES

	Specific roles and responsibilities - linked to Job Description:

	Areas of work you feel the appraisee has been successful in this year:



	What if anything could have been done better?

Guidance note: Discuss areas of work to develop


	Areas of work enjoyed:



	Details of how you have supported the appraisee this year:



	Identify two or three opportunities for development or learning you think the appraisee needs to concentrate on in the next year:




SELF REVIEW FORM

Form to be completed prior to the appraisal meeting by the appraisee
Name:

Job Title:

Date:

	ORGANISATION’S IMPROVEMENT PRIORITIES


	Specific roles and responsibilities - linked to Job Description:



	Areas of work I have been successful in this year:



	Areas of work I have enjoyed this year:



	Areas of work I would like to develop:



	Is there anything I could have done better or would like to have been involved with e.g. skills, knowledge, experiences?

Guidance note: Discuss areas of work to develop

	How my manager could help me to develop, or additional training support:



	Any other points I wish to discuss with my appraiser:




ANNUAL APPRAISAL REVIEW
To be completed together by the appraiser and the appraisee during the appraisal meeting.

Name:…………………………………………………………………………………..

Date:……………………………………………………………………………………

Job Title:……………………………………………………………………………….

Date of previous appraisal review:………………………………………………….

Date of 6 month review:………………………………………………………………

	Overall performance:  Identify at least three areas of strengths in the last 12 months linked to your job description (roles and responsibilities)

	

	Of the training you have undertaken what impact has it had on your work?

	

	Has it changed your practice in any way?

	

	Areas for further development:  Identify up to three areas of your work for further development during the next 12 months

	

	Aims:  Identify three achievable work related aims for yourself for the next 12 months

	

	Support/training required:  List the support or training that you require to improve the areas that you have identified

	

	Line Manager’s comments:

	

	Staff member’s comments:  Include any further comments

	


Line Manager’s signature:…………………………………………………………

Staff member’s signature:……………………………………………………………

INDIVIDUAL LEARNING AND DEVELOPMENT PLAN
□
This should be completed during the Appraisal meeting
□
It should reflect agreed learning and development needs
□
It is helpful to ‘plan in’ review dates as part of your one-to-one to look specifically at progress on learning and development over the year

	Identified Learning and Development needs
	Reason
	How will it be met?
	By when
	How will your practice be different?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Line Manager’s signature…………………………………………………………..   Date…………………………………………………….
Staff member’s signature…………………………………………………………    Date…………………………………………………….
6 MONTH REVIEW

To be completed with your line manager during the 6 month performance review meeting.

Name:…………………………………………………………………………………..

Date:……………………………………………………………………………………

Job Title:……………………………………………………………………………….

	Progress towards Aims:


	Variations / amendments:


Line Manager’s signature:…………………………………………………………………

Staff member’s signature:……………………………………………………………………
WHY DO YOU NEED TO EVALUATE YOUR CPD ACTIVITY?
After taking part in any CPD activity you should reflect on your learning, think how you can apply it and what impact it may have on outcomes for children and families.

It is useful to share the developments in your thinking with other practitioners as this may impact positively on their practice.

An example of a completed CPD Evaluation Form is included in this toolkit. (see Appendix 10)

Conferences.  Workshops.  Courses.  Presentations.  Observation.  Mentoring.  Peer Coaching.  Job Rotation.  E-learning

CPD EVALUATION
As a result of …………………………………………………………………...................

…………………………………………………………………………………………………
	How has your thinking changed?



	What will you do differently?



	What impact will it have on your setting, and outcomes for children and families?




Name: …………………………………………………..

Date: ……………………………………………………

Completed form to be retained by Line Manager and a copy included in your CPD Portfolio

WHAT IS A WORKFORCE DEVELOPMENT PLAN?

It is a summary of all the training needs of the practitioners and other people working in the setting.

It supports the manager/supervisor of the setting in summarising and planning for the CPD needs of all working in the setting.

It is evidence for your Self Evaluation Form (SEF) or to be used in the process of evaluation.

It will enable you and the manager/supervisor to plan your training budget and prioritise the need.

If your CPD need is a mandatory requirement, for example, First Aid Certificate, the manager/supervisor needs to prioritise this.

It will inform your Setting Quality Improvement Plan and can be used in the process for self evaluation for Ofsted.
Sheffield Early Years Education and Childcare Service (EYECS) will require a copy of this Summary Form to help them in planning the programme of CPD training offered.

An example of a Workforce Development Plan is included – See (Appendix 11)
WORKFORCE DEVELOPMENT PLAN 
Setting …………………………………………………………..






Date ………………………..

	What is the need?
	Who needs to access the training/CPD and why?
	How is the training/CPD need to be met?
	When?

Timescales
	Progress Indicators
	Sources of support

Review of impact
	M
	E
	D

	
	
	
	
	
	
	
	
	

	EYFS
	ECM
	
	
	
	
	
	
	
	

	
	H,SS,EA, PC, EWB
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	EYFS
	ECM
	
	
	
	
	
	
	
	

	
	H,SS,EA, PC, EWB
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	EYFS
	ECM
	
	
	
	
	
	
	
	

	
	H,SS,EA, PC, EWB
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	EYFS
	ECM
	
	
	
	
	
	
	
	

	
	H,SS,EA, PC, EWB
	
	
	
	
	
	
	
	


M = Mandatory,  E = Essential,  D = Desirable

ECM Outcomes: H (Health), SS (Stay Safe), EA (Enjoy & Achieve), PC (Positive Contribution), EWB (Economic Well-being) 

GUIDE FOR COMPLETION OF SHEFFIELD WORKFORCE PROFILE
It is a requirement for Early Years Education and Childcare Service (EYECS) to collate a workforce profile for Sheffield. The information entered on the form contributes to an accurate workforce profile for the city.  This is used to help allocate funding e.g. Graduate Leader Fund to ensure that there is sufficient training provision.   It also monitors progress made in up-skilling the Early Years workforce a key national government agenda.

Please inform us of all members of staff who are currently employed by your provision or have left since the last Workforce Profile – Only include staff that are directly involved in working with children and ensure all fields are completed.

The workforce profile form will be sent out termly, however, the information EYECS require may change from time to time.
· Personal Information.  This is needed to identify each member of staff individually and is essential so that we can provide accurate statistics and comply with the Data Protection Act (see also paragraph below).  Please ensure the name and date of birth for each member of staff is correct.  Also include their home address and their full postcode in the postcode field.  (Postcode Information Line 08457 111 222).

· In the column marked ‘Ethnicity’ please indicate the ethnicity of each member of staff at your provision.  It is important that we collect this ethnicity data in order to ensure that we are providing an inclusive service to the whole community.  For information on ethnicity codes please see the document entitled ‘LA Ethnicity and SEN Codes’.
The information collected in these forms will be used in compliance with the Data Protection Act 1998.  The information is being collected by the Early Years Education and Childcare Service to monitor DCSF targets and to help in the planning process.  The information will also be used to provide statistics for various documents.  All data will be aggregated, ensuring no individual can be identified.
SHEFFIELD WORKFORCE PROFILE 

Provider Name
Provider Type               
	Name
	Address
	
	
	
	
	
	
	
	Highest Childcare Qualification
	Qualification working towards
	Employment Dates

	Forename
	Surname
	House No.
	Postcode
	DOB
	M/F
	Ethnicity Code
	Disabled (y/n)
	Role eg Manager or SENCO
	Paid (y/n)
	CRB Date
	Title
	Level
	Date
	QTS/EYPS
	Title
	Level
	Start
	End

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Please ensure this form is fully completed

Signed………………………………………..………Position…..……………………………….
Date………………………

WORKING IN PLAYWORK: CASE STUDY OF A LEVEL 3 DIPLOMA IN PLAYWORK STUDENT
Why did you choose a career in Playwork?

I have had several varied jobs, but chose a career in playwork because I love working with children and planning exciting activities and trips out. I love the age variation as well being 4 to 14 years.
What is your educational and/or work background?

I did 4 years working in a combined nursery and out of school club, then decided I wanted a change and became an air hostess. I soon realised I missed working with children and came back to this role. I am currently studying for my Level 3 Diploma in Playwork.
What does a typical day contain for you?

Working at the breakfast club from 7.30 to 8.45am. At 8.45am I take the children to begin their day at school. I work in the nursery until 3.30pm, then pick up the children from school and take them to the after school club. I work at the after school club from 3.30 to 6pm.
What do you enjoy most and least about your job?             
I enjoy planning the children’s activities, setting the room up to look exciting and engaging. I love playing games and interacting with the children.

The only thing that’s difficult is finding the time to do all the necessary paperwork.
What skills are important in your job?

Being able to converse with each child in a particular age group. 

Being patient, controlled, fun and organised. 

Being a good role model for the children.

Team work.
What training have you received whilst working in your job?

I have received lots of training, such as food hygiene, first aid, EYFS training, planning courses and playwork training. Underpinning all this has been my NVQ level 2 in Playwork which I previously undertook.

Is there anything else you wish you had a chance to learn, develop or practice?

No, I have been very lucky and anything I have ever wanted to learn, I have done.

I have always been interested in sign language and started a qualification last year. I am thoroughly enjoying it.
What are your career aspirations?

As I am currently learning sign language, I would love to ‘in the future’ incorporate my signing alongside working with children.
What do your friends and family think about what you do?

They are all very supportive of my choice of career.

WORKING IN PLAYWORK: CASE STUDY OF AN NVQ LEVEL 3 PLAYWORK STUDENT
Why did you choose a career in Playwork?

Because I have always enjoyed being around children and being a mother to my 5 sons. I became a dinner lady and playwork was a natural progression. The opportunity arose at the after school club to become part of the team. I jumped at the chance and have enjoyed it very much.
What is your educational and/or work background?

I was at school until I was 16, left and went to work in an office. Various other part time jobs whilst my children were at school. I began working with children a few years ago.
What does a typical day contain for you?

I do a cleaning job 4 mornings a week, work as a dinner lady every day and work at the after school club from 3pm to 6pm each day.
What do you enjoy most and least about your job?

I love being with the children and helping them. I like playing football and being outside with the children. I don’t particularly like drawing things as I am not too good at it.

Paperwork is a bit of a pain!!
What skills are important in your job?

· Listening

· Empathising

· Supporting

· Understanding

What training have you received whilst working in your job?

I have done my NVQ in playwork, first aid certificate, food hygiene course and child protection/safeguarding training.

Is there anything else you wish you had a chance to learn, develop or practice?

I enjoy learning and developing my skills so I would love to carry on doing courses that are available.
What are your career aspirations?

Not sure yet. I have always wanted to work in a women’s refuge possibly still in childcare or with women. I would love to work somewhere like OSN as the support is great and everyone is so friendly.
What do your friends and family think about what you do?

They are all very supportive and encourage me to achieve.

WORKING IN PLAYWORK: CASE STUDY OF A TRANSITION AWARD IN PLAYWORK STUDENT
Why did you choose a career in Playwork?
I am qualified in childcare and saw the playwork job advertised. I went for the job ,was successful and found playwork a lot more interesting than childcare.
What is your educational and/or work background?

I left school with GCSEs and went to college studying for my childcare qualification.

I worked at a private nursery before now working in after school club.
What does a typical day contain for you?

Lots of playing and planning. Carrying out different games and activities.
What do you enjoy most and least about your job?

Most - I love giving children the opportunity to play in a safe welcoming environment. Seeing smiles on the kid’s faces as they walk into the club.

Worst – Clearing away (especially after glitter). Being out in the yard on a cold day.
What skills are important in your job?

Social, emotional, friendly, reliable, honest and trustworthy.

What training have you received whilst working in your job?

I am currently undertaking the Transition Award.
Is there anything else you wish you had a chance to learn, develop or practice?

I want to go to University in the future.
What are your career aspirations?

To study either Playwork or Early Childhood Studies at University.
What do your friends and family think about what you do?

They are all very supportive of my choice of career.
WORKING IN CHILDCARE – CASE STUDY OF A NURSERY APPRENTICE

What is your job title and role?

I work as an apprentice nursery nurse at the Toppers Day Nursery in Rishton, Lancashire, looking after pre-school children.  The nursery employs me as an apprentice and I get paid a full apprenticeship wage.

Which Apprenticeship are you taking?

I’m taking what is known as the Children’s Care, Learning & Development (CCLD) Apprenticeship.

How did you first hear about Apprenticeships and why did you decide to undertake one?
When I was at school we had a visit from Connexions which aims to provide young people with help and advice about the options available to them.  I liked what I heard so I decided to pay them a visit to find out more.  The more appealing thing to me about Apprenticeships was the idea of being able to learn while gaining experience and a wage.  That’s a major plus.  I ended up writing to several employers around where I live and, sure enough, got a reply back.

What have been the most rewarding and difficult parts of your Apprenticeship so far?

The most rewarding part without a doubt is working with the children at the nursery.  That really is something special.  I spend one day each week at college which for me if the most difficult part because I’m away from the children and something I enjoy.  But I know doing it this way is the right way for me because I’m building up  my experience as I go along, learning more all the time.

What advice would you give to someone who might be considering an Apprenticeship?

I would tell them to go for the Apprenticeship because it’s a practical, fun and interesting way of learning and developing your skills.  I would definitely do it again!

What things do you enjoy most about your Apprenticeship?

I think there are three main things.  First, I’m earning a wage while learning.  Second, being able to work directly with the children at the nursery each day. And third, I’m broadening my experience while at the same time working towards a qualification.  It’s a perfect combination.

Case Study from CWDC website
WORKING IN CHILDCARE - CASE STUDY OF A BILINGUAL EARLY YEARS PRACTITIONER
Alongside speaking English, Aziz-Fatama is fluent in Urdu and Punjabi as well as being able to converse in various dialects. Aziz-Fatama wanted to use these skills to help others and decided to work with Early Years and Childcare so she could support families with young children who don’t speak English as their first language.

Aziz-Fatama always wanted to work with children and initially thought about teaching but she wanted a job where she would have more contact with the children and their families.  By working in Early Years and Childcare Aziz-Fatama felt she could help children develop and at the same time provide advice and guidance to parents on the best way of supporting their children’s early years education.

Aziz-Fatama works as a bilingual Early Years Worker and uses her language skills to support and help integrate families from minority ethnic groups.  Being able to speak to families in their native language benefits the children because parents are able to continue to build upon skills and knowledge the children have learned, helping them to understand the importance of the early stages of children’s development.  This is a role that Aziz-Fatama really enjoys as it involves working with children and supporting the community.

Aziz-Fatama said: “Although in the Midlands there are a lot of Early Years Workers from Ethnic Minority groups this isn’t the case for the rest of the UK.  It is a shame that more people from these groups don’t work in the sector because it is important for children to have role models from a range of cultural backgrounds.  It is also important for parents to feel able to ask for help and advice and the presence of bilingual workers ensures this happens.

I think that working in Early Years is so rewarding.  When I leave work each night I feel good because I know that I have mad a difference: that could be helping a family interact more with their children or working with a child to build confidence or learn a new skill.  It’s nice to know that you have helped someone and that a family’s life will be a little bit better because of my assistance.”

Case Study from DCSF website
WORKING IN CHILDCARE – CASE STUDY OF A PRACTITIONER

When Kevin Grant was made redundant from his unfulfilling job as a chef, he had no idea his working life was about to change entirely.  Kevin decided to take up a career in Early Years and Childcare, which would enable him to take on a lot more responsibility as well as have more fun.

Kevin knew a friend who had recently opened a nursery and she encouraged Kevin to do some work experience so he could gain a real understanding of what the job would entail on a day-to-day basis.  Kevin already knew he enjoyed working with children, but completing a work experience placement gave him a more accurate idea of the roles and responsibilities of the job.  In addition, Kevin realised he would need to acquire some qualifications in order to succeed in his new career.  Consequently, Kevin studied part-time through Work-based Learning for Adults to achieve a CACHE Level 2 Certificate in childcare and Education, which enabled him to take up a position as a nursery nurse at Broadway Children’s Centre.  Kevin’s desire to succeed has now led him to enrol on an Open University degree course on Working with Children in the Early Years, which will open up further career opportunities to him within the company he works for.

Kevin’s role encompasses a wide range of skills, such as teaching the children basic concepts such as colours and numbers, but more importantly, teaching them the life skills they need to develop and learn.  He is responsible for planning a range of activities for the two to five year olds, but must also remain flexible so the children do not feel pressurised into participating.

Kevin said: “I find my job extremely rewarding because I love knowing I am helping children and parents to get a little bit more out of life.  The children respond really well to having a male role model and I feel it is essential for them to learn and interact with men as well as women.

“I would encourage anyone considering a career in Early Years and Childcare to do some work experience in order to really find out what the job involves.  Once you begin to train, you will discover there is a lot of opportunity to progress high up the career ladder so you will definitely be able to satisfy all your career ambitions whilst working with children.”

Case Study from DCSF website
WORKING IN CHILDCARE - CASE STUDY OF A CHILDCARE TRAINER 

MY LEARNING JOURNEY…

I got involved in my local playgroup when my third son joined at the age of three – in 1997.  With the two elder boys at school, I was able to offer my help on a voluntary basis, for a few hours once a week.  I thoroughly enjoyed it and began to realise the importance of playing with my child, and not feeling guilty that I wasn’t doing the washing up or cleaning the windows!

At that time, the group was overwhelmed with demand for places and as a result, a steering committee was set up to enable us to develop a sister playgroup within the area.  This was one of my first experiences of being part of a committee, working as a team, problem solving and communicating with local providers and institutions; all great skills which have served me well since.

We set up the new playgroup in a local sports hall – lovely and cool in the summer but rather bracing in the winter.  I became the chairperson of the group and with some spare time on my hands, I commenced the basic course with the Pre-School Learning Alliance (PLA) along with two members of the playgroup staff.  It was fascinating stuff, opening my eyes to the underpinning knowledge of child development and the role we as adults play in this formative stage of our children’s lives.  I was firmly bitten by the lifelong learning bug… I did not want to stop.

I enrolled on the Diploma in Pre-School Practice, a big step up to a level three qualification, but I had a qualification in Nursing and Midwifery which had covered some of the information and gave me the reassurance that I could fill in the gaps!  I finished this course in 1999; A new Millennium was unfolding and a new career for me.

At this time there were great changes going on both nationally and within my playgroup, we lost our leader (she got a wonderful job with the PLA), so I stepped into the role of playgroup leader.  Nationally the Government was pushing for a more professionalised workforce in early years; they wanted staff to embark on training in level two and level three courses (for once I was ahead of the game!)  and groups were undergoing Ofsted inspections to ensure quality for parents/carers and families.

It became increasingly obvious to us at our sports centre; we couldn’t mount wall displays, or store the diversity of equipment and evidence required by Ofsted … we had to find new premises.

Whilst on short training courses at this time I would regularly meet up with other provision leaders in the area.  We bonded and germinated the idea of combining our three smaller playgroups into one pre-school which would use existing staff, create new jobs and provide flexibility of choice for parents as we would be open for ten sessions over the week, providing part-time pre-school education.

As luck would have it, the local primary school had independently been pursuing the idea of starting a nursery within their premises.  We approached them at just the right time and were offered a classroom and kitchen/office to rent.  We had exclusive use of the playground and shared access to the toilets.  This really was a gift of opportunity.  We opened our doors in September 2000 and the places have been full ever since.  It has a wonderful atmosphere and I find myself smiling broadly whenever I am there.  I was also worried at this time; worried because the Government were asking for qualified staff.  Yet I know from my connections with the PLA that there wasn’t the teaching staff available to run such courses and demand was huge.

I approached a local training provider and enrolled on a City and Guilds initial teacher training course.  Just as the childcare courses had opened my eyes to a whole new world, so too did this training.

Everything I had ever done with my life; nursing, midwifery, sales, raising children, committee meetings – everything seemed to reinforce my confidence in a teaching role… I just loved it and was a bit of the class swot!  By 2001 I started my Certificate in Education at Sheffield Hallam University and I shared my graduation ceremony with Gervaise Phinn in 2005.

I now teach all around the city, in many different guises.  I meet new faces on a daily basis and my life is filled with stimulating events and wonderful friends.  All this stems from those first tentative offers to help at my son’s playgroup back in 1997!

No regrets – just opportunities!

Testimonial from PLA
	Department for Education and Skills

Guide to training and development


	www.dfes.gov.uk 

Tel: 0870 0002288

	Sheffield Early Years Education

and Childcare Service

Workforce Development Team


	www.sheffield.gov.uk/eyecs
Tel: 0114 2053402

	Sheffield Early Years Education and Childcare Service


	www.sheffield.gov.uk/eyecs 

Tel: 0114 2811881

	Learning and Achievement Service


	www.sheffield.gov.uk/education/services-to-schools/learning--achievement-service/early-years 

Tel: 0114 2056852

	Sheffield Early Years Education and Childcare Service

Community Based Childcare Team


	Tel: 0114 2506762

	The framework of National Accreditation

Qualifications in Early Years & Playwork
	www.qca.org.uk 

Tel: 020 7509 5556

	Association for teachers and lecturers


	www.askatl.org.uk

	The Teacher’s Professional

Learning Framework


	www.gtce.org.uk 

Tel: 0870 001 0308

	Council and Awards in

Children’s Care and Education (CACHE)

	www.cache.org.uk 

Tel: 0845 3472123

	Children’s Workforce Development Council

	www.cwdcouncil.org.uk 

Tel: 0113 2446311



	Sheffield Information Link

	www.sheffinfolink.org.uk 

Tel: 0114 2756699

	Out of School Network

	www.osn.org.uk 

Tel: 0114 2494941

	Pre-school Learning Alliance

	www.pre-school.org.uk 

Tel: 0114 2731007

	City & Guilds

	www.cityandguilds.com 

Tel: 020 7294 2800

	Skillsactive

	www.skillsactive.com 

Tel: 020 7632 2000

	Ofsted

	www.ofsted.gov.uk 

Tel: 0845 6404 045


Useful Contacts / Websites


40 WAYS TO LEARN

NB:  We use the term ‘staff’ rather than ‘practitioner’ because it is important to consider the CPD needs of all individuals within your organisation including ancillary staff and those who do not work directly with children.

Training Courses
1.
Training courses are sometimes seen as the only answer to an
individual’s development needs.  It is important that we consider the other ’39 ways to learn’.  This should help an individual receive:

· Development in the most appropriate form

· Cost effective development

· Development tailored for the way in which they learn.

Training courses can be in-house or external, can vary from one day to several years and may not result in a recognised qualification.

· Short courses – time limited – look at specific areas

· Modular courses – short courses as part of an overall development plan

· Refresher courses – overview – keep up-to-date

· Professional skill courses, e.g. word processing

· Formal training courses as part of a qualification

· Part-time course run for two hours to a day a week for a defined period of time 

Other 39 Ways to Learn
On the job – activities which occur in the workplace as part of normal working

2.
Reality Training

Returning to work at grass roots  level / do someone else’s job for the day, e.g. Manager taking on role of nursery assistant for whole day not just covering for a short period.

3.
NVQs

Training and assessing individuals in the workplace as part of a National Vocational Qualification programme.

4.
Re-training / upskilling

When job requirements / equipment change for example in line with new expectations e.g. changes to the observation, planning, assessment cycle.
5.
Trial and Error


Give people the chance to try new skills and learn from their mistakes.

6.
Coaching

This approach is generally used to develop specific skills e.g. to lead part of a training session or to show prospective parents round the setting.

7.
Shadowing

Staff are attached to a manager or colleague for a period of time so that they can learn skills and/or knowledge from that person.

8.
Buddying

Two practitioners from the same or different organisations work together on developing practice through an identified issue or project.

9.
Observation

Staff attend defined activities, e.g. meetings, to learn from watching other in action.

10.
Peer Observation

Staff observe their peers then analyse the observations together in order to identify areas of strength and areas to be developed.  Peer observations may be of individual practitioners or may be a team approach to key processes within their practice e.g. welcomes, snack times and story time.  (Could include the use of video)

11.
Delegation


Staff have the opportunity to test new skills in an area of work.  Leaders explain or demonstrate the required performance, give appropriate levels of support to complete the task and then facilitate evaluation e.g. through 1-1.

12.
1-1 /Appraisals

Provide staff with opportunities to discuss their performance including strengths, difficulties and areas to develop.

13.
Mentoring

A trusted and experienced person, with relevant understanding of the role, supports the mentee to reflect on their practice and to find their own solutions to issues.

14.
Job Enlargement

Gives staff opportunity to undertake new challenges, add duties to present post, related to new work objectives. 
Self-Development Activities

Self-development activities are those instigated by individuals themselves, who then have control over the timing or methods used.  Although usually taking place outside work, managers need to provide support and encouragement for such activities and recognise that the skills gained may well be transferred to the workplace.

15.
Life Long Learning

May cover anything from learning a language, to assertiveness, e.g. adult literacy / numeracy and I.T. skills.

16.
Leave Without Pay

Approved leave (without pay) for people to develop themselves, e.g. travel, short courses.

17.
Study Leave

Approved leave (with or without pay) to attend an approved course of study.


18.
Special Projects

Set a special assignment to develop skills, monitor performance and provide feedback, e.g. project on transition, induction or of personal interest.

19.
Research


Research into a work related topic.

20.
Computer Assisted Learning Packages

Interactive computer packages on a wide range of subjects where individuals work at their own pace.

21.
Open Learning Materials/Courses

Available at Open University or other organisation, usually includes some tutorial and group learning situations.

Group/Team Activities

We gain an enormous amount of our knowledge and skills from other people.  Group activities are the core components of many training courses.  These activities do not have to be confined to courses but can be set up in the same ways.

22.
Projects

Groups of people are brought together to carry out a defined project.  Project groups or working parties may consist of people who normally work together. (e.g. a room in a daycare setting) or may work in different parts of the same organisation (e.g. a working party for developing outdoor play made up from interested practitioners from several rooms) or may come from different organisations (e.g. a group of SENCOs).

23.
Working Parties

This group would be responsible for action planning, review and monitor.

24.
Team Building Exercises

Can involve a facilitator who helps the team to explore issues and develop relationships.

25.
Thought Showering


Structured or unstructured generation and collation of ideas.

26.
Workshops


Applying practical application of knowledge or skills.


27.
Network Groups/Support Groups


Sharing information and knowledge in a defined work area.


28.
Reading


Books, articles and research papers.


29.
Viewing


Film and video, e.g. National Strategies DVDs, EYFS video clips.

Work Experience

Changes in current job or doing different jobs internal or external to the organisation.

30.
Secondment

Individuals work on a (new) particular task or in a (new) particular position for a set period of time.

31.
Job Rotation

Individuals experience a number of jobs over a set period of time, e.g. staff take turns in being the Health and Safety Officer.

32.
Transfer

Permanent sideways move into vacant position at same level, e.g. move to another age range within a setting or move to another setting within a chain.

33.
Temporary Move/Acting Up

Opportunity to learn new skills/knowledge while covering for a colleague who is absent for a long period, e.g. maternity leave.

34.
Promotion


Permanent promotion.

35.
Work Experience in another Organisation


Arranged through secondments or swaps.

36.
Visual Aids/Video


Use of visual material to stimulate discussion and learning in whole `
staff group.

Other Activities


37.
Visits

Talk with and observe practice and/or environment in other organisations.

38.
Conferences

Forum to hear about new ideas/research.  Meet and discuss with colleagues from other parts of the country/city/ other organisations.


39.
Seminars


Focused, short presentations followed by discussion.

40.
Networking

Individuals consciously building up a network of contacts.    This is different to support a bank of networks (where a group of people with similar roles get together) it is about developing a group of contacts to support you in your work.
APPENDIX 2
LEARNING STYLES - WHICH ONE ARE YOU?
Peter Honey and Alan Mumford have identified four main learning style preferences. By thinking about your preferred style, you can try and apply this to learning new things. If you're able to use your natural style, you're likely to find learning much easier and quicker. 

	 
	


	


	 

	 
	Reflector
	Theorist
	 

	 
	


	


	 

	 
	Activist
	Pragmatist
	 


Activists:

Activists like to be involved in new experiences. They are open minded and enthusiastic about new ideas but get bored with implementation. They enjoy doing things and tend to act first and consider the implications afterwards. They like working with others but tend to hog the limelight.

Activists learn best when:
· involved in new experiences, problems and opportunities 

· working with others in business games, team tasks, role-playing 

· being thrown in the deep end with a difficult task 

· chairing meetings, leading discussions 

Activists learn less when: 

· listening to lectures or long explanations 

· reading, writing or thinking on their own 

· absorbing and understanding data 

· following precise instruction to the letter 

Reflectors
Reflectors like to stand back and look at a situation from different perspectives. They like to collect data and think about it carefully before coming to any conclusions. They enjoy observing others and will listen to their views before offering their own.

Reflectors learn best when: 

· observing individuals or groups at work 

· they have the opportunity to review what has happened and think about what they have learned 

· producing analyses and reports doing tasks without tight deadlines 

Reflectors learn less when: 

· acting as leader or role-playing in front of others 

· doing things with no time to prepare 

· being thrown in at the deep end 

· being rushed or worried by deadlines 

Theorists
Theorists adapt and integrate observations into complex and logically sound theories. They think problems through in a step by step way. They tend to be perfectionists who like to fit things into a rational scheme. They tend to be detached and analytical rather than subjective or emotive in their thinking.
Theorists learn best when: 

· they are put in complex situations where they have to use their skills and
           knowledge 

· they are in structured situations with clear purpose 

· they are offered interesting ideas or concepts even though they are not 
           immediately relevant 

· they have the chance to question and probe ideas behind things 

Theorists learn less when: 

· they have to participate in situations which emphasise emotion and feelings 

· the activity is unstructured or briefing is poor 

· they have to do things without knowing the principles or concepts involved 

· they feel they're out of tune with the other participants e.g. with people of very
           different learning styles 

Pragmatists
Pragmatists are keen to try things out. They want concepts that can be applied to their job. They tend to be impatient with lengthy discussions and are practical and down to earth.

Pragmatists learn best when: 

· there is an obvious link between the topic and job 

· they have the chance to try out techniques with feedback e.g. role-playing 

· they are shown techniques with obvious advantages e.g. saving time 

· they are shown a model they can copy e.g. a film or a respected boss 

Pragmatists learn less when: 

· there is no obvious or immediate benefit that they can recognise 

· there is no practice or guidelines on how to do it 

· there is no apparent pay back to the learning e.g. shorter meetings 

· the event or learning is 'all theory' 

Most of us has elements of more than one learning style. Think about your strongest style and your weakest style to identify how you learn. 

This excerpt has been taken from the Honey and Mumford Learning Styles Questionnaire. A full online version of this questionnaire is available from www.peterhoney.com on a pay-as-you-go basis for £10. Your results include a full report with suggestions about how to become a more effective learner.
LEARNING STYLES QUESTIONNAIRE
This questionnaire has been devised to assist trainers who appreciate the usefulness of Honey and Mumford’s theory of learning styles but find their questionnaire too cumbersome for use in a short training session. Following the success of a ten question discussion starter for use with 16-18 year old students, a number of trainers requested a short and pithy introduction to learning styles that they could use at the start of a one-day event. This ‘rough and ready- reckoner’ is easy to complete, simple to score and contains plain English descriptions of the learning styles together with hints and tips about how to improve the effectiveness of learning 

Feel free to use this questionnaire with your own trainees but please retain the acknowledgements. 
(Based on the work of Peter Honey and Alan Mumford, designed by John Fewings)


The following questionnaire is simple to complete – it will take less that 10 minutes and will help you discover more about the way you learn best.

To each of the 24 questions, simply answer YES or NO

Indicate NO with


      x

Indicate YES with 



If the answer is DEFINITELY YES 


You can show it with a double

If you are uncertain about any 
      

answer, count it as a NO and

mark it with a 


      x

When you have answered all the questions, complete the score sheet to find out what kind of learner you are. The four main learning styles are described alongside the score sheet.

On the last page you will also find some hints and tips to help you get the most out of any course.
	
	
	X
	(
	((

	1
	Do you find it easy to meet new people and make friends?
	
	
	

	2
	Are you cautious and thoughtful?
	
	
	

	3
	Do you get bored easily?
	
	
	

	4
	Are you a practical ‘hands on’ person?
	
	
	

	5
	Do you like to try things out for yourself?
	
	
	

	6
	Do friends consider you to be a good listener?
	
	
	

	7
	Do you have clear ideas about the best way to do things?
	
	
	

	8
	Do you relish being centre of attention?
	
	
	

	9
	Are you a bit of a daydreamer?
	
	
	

	10
	Do you keep a list of things to do?
	
	
	

	11
	Do you like to experiment to find the best way to do things?
	
	
	

	12
	Do you prefer to think things out logically?
	
	
	

	13
	Do you like to concentrate on one thing at a time?
	
	
	

	14
	Do people sometime think of you as shy and quiet?
	
	
	

	15
	Are you a bit of a perfectionist?
	
	
	

	16
	Are you quite enthusiastic about life?
	
	
	

	17
	Would you rather ‘get on with a job’ than talk about it?
	
	
	

	18
	Do you often notice things that other people do not?
	
	
	

	19
	Do you act first and think about the consequences later?
	
	
	

	20
	Do you like to have everything in ‘its proper place’?
	
	
	

	21
	Do you ask a lot of questions?
	
	
	

	22
	Do you like to think things through before getting involved?
	
	
	

	23
	Do you enjoy trying out new things?
	
	
	

	24
	Do you like the challenge of having a problem to solve?
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	5
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	7
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	10
	
	
	
	

	11
	
	
	
	

	12
	
	
	
	

	13
	
	
	
	

	14
	
	
	
	

	15
	
	
	
	

	16
	
	
	
	

	17
	
	
	
	

	18
	
	
	
	

	19
	
	
	
	

	20
	
	
	
	

	21
	
	
	
	

	22
	
	
	
	

	23
	
	
	
	

	24
	
	
	
	

	Totals
	
	
	
	


HOW TO SCORE…

For each statement, write your score in the unshaded box.  Ticks count as one point; double ticks count as 2 points; crosses count as 0 points. 

Count up the number of points in each column and write the totals at the bottom.  This gives you a score for each of the four learning styles explained below.  Although most people exhibit a mixture of styles, it is often apparent that they have a dominant style.  Understanding yours can help you to become a more effective learner.

PRAGMATIST

Pragmatists enjoy new theories and techniques.  They can often see instant applications and are keen to try out their ideas and practice.  They enjoy the challenge of having a problem to solve and quickly come up with practical solutions.  They are rather impatient with long-winded planning and discussion, preferring to get on with the job.  They are tightly focused – resulting in tunnel vision.  Pragmatists are often task – orientated rather than people – oriented.
ACTIVISTS

Activists are here and now people who are keen to try anything once.  They tend to act first and think about the problems afterwards (if at all).  They are gregarious people who enjoy being the centre of attention.  They are excited by anything lively and vibrant but quickly get bored with the routine and mundane.  They are creative in their thinking and come up with innovative solutions to problems, but lose interest with the implementation or long term consolidation of plans.

REFLECTORS
Reflectors like time to think things through carefully before coming to a conclusion.  They listen carefully and gather information to help them make rational and considered judgements.  They prefer to act as observers rather than be involved in the thick of things.  Because they often adopt a low profile, they may be thought of as quiet or shy.  Nevertheless, still waters run deep and their considered options should not be ignored.  Reflectors often find it difficult to make decisions.

THEORISTS

Theorists have a methodical and logical approach to most things.  They like to analyse ideas in a detached way, asking questions and making mental connections until they have integrated new theories into a comprehensive overview.  They are not usually happy with intuitive thinking or subjective judgements.  They are often perfectionists with set ways of doing things.  Theorists pay attention to detail, which can be of great benefit – or may slow them down and stand in the way of creativity.

WHICH IS THE BEST LEARNING STYLE

No one style can be said to be any better than others.  In certain circumstances, one or other of the styles will be better suited to the task in hand or to the teaching method being used.  They each have their strong points – and they each have their drawbacks.  What is important is that you discover you own strengths – and do something to overcome or compensate for those drawbacks.  We hope that completing this questionnaire has helped you to think about the way you like to learn.  
HOW TO MAKE LEARNING MORE EFFECTIVE, TAKING ACCOUNT OF YOUR LEARNING STYLE…

PRAGMATISTS
Generally – you will appreciate having a specific task or project to work on. This will help you to focus your attention as you seek to come up with the goods. You may find it useful to break down larger projects into smaller sections – each of which has its own problems and difficulties to be solved.
Recording learning – if you have to record information, you may find flowcharts a useful way of representing what you have learned. Using flowcharts may also help you to develop a more holistic view of your work.

IT – You will probably use the toolbar buttons to get things done. You can use the HELP pointer to find out what these do. These are EXAMPLES AND DEMOS in the HELP menu where you can often find useful hints and tips to help you get the job done. The TIP OF THE DAY can also set you thinking.

ACTIVISTS 

Generally – you will want to get stuck in straight away! Explore and experiment by all means – you will discover all sorts of things as you do so. You may then be able to help others seek and solve their specific problems and you can call on their help to rescue you. Try to remember, however, that not everybody has your enthusiasm and drive and they may wish to approach life (and learning) a little more slowly!

Recording learning – if you need to keep notes of what you have learned, mind -mapping is a quick and easy visual method of recording information that is probably suited to your style of learning.

IT – You might like to use short cut key combinations but also find the toolbar buttons useful. The UNDO button will come in handy for when your experimenting does not produce the result you wanted. 

REFLECTORS

Generally – you may find it useful to spend a few minutes thinking through what it is you want to get out the course you are taking. As the course progresses, make a note of any questions or problems you may have together with the answers as you discover them.

Recording learning – You may find it a useful exercise to keep a reflective diary as a means of recording what you have learned. This need not take long and is simply a summary of the main points and procedures that you have learned each day.

IT – You may prefer to use drop-down menus initially, but will soon discover what is best for you. You might like to browse through SEARCH HELP in the HELP menu.

THEORISTS
Generally  -You will want to ask lots of questions. You may find it useful to make a list of everything that needs to be learned and then tick off each item as it is dealt with. You could even grade the list (eg: looked – familiar with – confident with it). On longer courses, you will benefit from sorting out a study timetable.
Recording learning – You may find it useful to keep a notebook and jot down the main points you have learned. Dividing the notebook into sections relating to different parts of the course will also be helpful. On the other hand, you may prefer to make rough notes on everything you learn and spend some time later on organising this into order.
IT – You will probably use the drop down menu much of the time, which will enable you to see what else the application can do.

You might like to browse through tine INDEX or SEARCH FOR HELP in the HELP menu. 

LEARNING STYLES

Everyone has their own style of learning, as a very simple example, a child who could not easily learn words and letters by reading (visually) might for instance learn more easily by tracing letter shapes with their finger (kinesthetic).  As adults we still have ways in which we prefer to learn, and one popular model, VAK, provides a different perspective for understanding and explaining a person's preferred or dominant thinking and learning style, and strengths.
According to the VAK model, most people possess a dominant or preferred learning style, however some people have a mixed and evenly balanced blend of the three styles.  The VAK learning styles model provides a very easy and quick reference inventory by which to assess people's preferred learning styles, and then most importantly, to design learning methods and experiences that match people's preferences. 

Visual learning style involves the use of seen or observed things, including pictures, diagrams, demonstrations, displays, handouts, films, flip-chart, etc.

Auditory learning style involves the transfer of information through listening: to the spoken word, of self or others, of sounds and noises.

Kinesthetic learning involves physical experience - touching, feeling, holding, doing, practical hands-on experiences.  The word 'kinesthetic' describes the sense of using muscular movement - physical sense in other words. It describes a learning style which involves the stimulation of nerves in the body's muscles, joints and tendons. This relates to the colloquial expression 'touchy-feely'.

It is easy to begin to assess your own or another person's learning style within the Visual-Auditory-Kinesthetic model.
You can use the following grid as a simple learning style indicator questionnaire - for example score each box out of five according to how closely it reflects what you do. A score of 1 or 0 means that’s not how you prefer to do things, whilst 5 means you really prefer that way.
Score each of the statements, then total up your scores in the boxes, the highest scores will indicate your relative learning style preference and mix. There are no right or wrong answers.
LEARNING STYLE INDICATOR QUESTIONNAIRE

	 
	visual
	auditory
	kinesthetic/physical/tactile

	operate new equipment
	read instructions
	listen to explanation
	have a go

	travel directions 
	look at a map
	ask for spoken directions
	follow your nose and maybe use a compass

	cook a new dish
	follow a recipe
	call a friend for explanation
	follow your instinct, tasting as you cook

	teach someone something
	write instructions
	explain verbally
	demonstrate and let them have a go

	you'd say..
	I see what you mean
	I hear what you are saying
	I know how you feel

	you'd say..
	show me 
	tell me 
	let me try

	you'd say..
	watch how I do it
	listen to me explain
	you have a go

	faulty goods
	write a letter
	phone
	send or take it back to the store

	leisure
	museums and galleries
	music and conversation
	playing sport or DIY

	buying gifts
	books
	music
	tools and gadgets 

	shopping
	look and imagine 
	discuss with shop staff 
	try on and test

	choose a holiday
	read the brochures
	listen to recommendations
	imagine the experience 

	choose a new car
	read the reviews
	discuss with friends
	test-drive what you fancy

	totals indicate preferred learning style(s)
	 
	 


APPENDIX 3
SETTING QUALITY IMPROVEMENT PLAN – EXAMPLE FOR DAYCARE SETTINGS                              
	Objective
	Action
	Responsibility
	Time Scale

From…..To
	Resource

Implications

(people, time, cost)
	Monitoring

(who, when, how)
	Short term Progress

Indicators
	Success Criteria

(Outcomes)

	1Promote physical play with children in Baby Room

	i) 

Develop an outdoor space for children under 12 months


	Louise/Tom
	Sept 09-Aug 10
	· Move climbing frame

· Fencing

· Grass

· Equipment
	Tom at meetings with Sarah
	· Plan produced

· Climbing frame removed

· Fence, grass, equipment installed
	Separate, fenced off, grassed area with some appropriate baby equipment


	
	ii) 

Start taking babies into existing outdoor play area.

(In addition to daily walks in neighbourhood).


	Samira
	With immediate effect (W.I.E)
	· May need support of floating member of staff
	By Louise at monthly supervision meetings,  Use weekly evaluations to measure success/raise issues
	· Autumn term- 2 x per week

· Spring term-   4 x per week

· Summer term-5 x per week
	All children have daily outdoor experience (except in severe weather conditions).


	
	iii) 

Increase opportunities to develop physical skills indoors
	Samira
	W.I.E
	· Use existing resources
	Louise via supervision

Samira via planning cycle
	· Evidence in weekly plans and in child observations
	Activities to promote current individual needs and interests of children e.g. climbing, walking, crawling etc.

	2.Improve the provision of dramatic play for children under 2


	i) 

Review environment on a weekly basis to ensure that dramatic play is always available


	Samira
	W.I.E
	· None
	Louise via observation and supervision
	· Staff are aware of the issue and change materials as appropriate to children’s needs and interests
	Dramatic play materials are always available

	
	ii) 

Improve range of resources available for children in this room that are age/stage appropriate
	Samira
	Sept 09- Aug 10
	· Mirror

· Pram

· Existing materials such as cloaks, hats, beads, dolls etc.
	Tom
	· Produce audit of materials

· Produce wish list for additional resources including costs for extras
	

	3. Diversity. Continue to develop the environment, resources and staff understanding for this area of practice.
	i) 

Review the environment for the availability and use of multi-cultural resources


	Samira/Louise
	Autumn term 09
	· Staff time
	Tom/Louise via observation and supervision
	· Produce audit of material

· Produce wish list for additional resources including costs

· Audit frequency of use
	Diversity is valued and multi-cultural resources are visible in the room at all times

	
	ii) 
Staff training/awareness raising on how and why we value diversity
	Tom
	Sept 09- Aug 10
	· Cost of joining or visiting DECSY

· Cost of input of Cultural Mentors

· Staff meeting/training time/costs


	Sarah – costs Tom – that training takes place and has an impact on practice
	· Consider joining or visiting DECSY

· Consider input of Cultural Mentors

· Staff meeting/training session
	Diversity is valued and multi-cultural resources are visible in the room at all times

	
	iii)

Investigate the possibility of restarting the toddler group to include sectors of community who do not usually take  up paid nursery places


	Louise
	Sept 09- Aug 10
	· Building space (Community Room?)

· Existing resources

· Other possible funding
	Tom via supervision
	· Space identified

· Funding researched and identified

· Market identified

· Advertising
	If required a toddler group is available to the community


SETTING QUALITY IMPROVEMENT PLAN – EXAMPLE FOR OUT OF SCHOOL SETTINGS

	Objective
	Action
	Responsibility
	Time Scale

From…..To
	Resource

Implications

(people, time, cost)


	Monitoring

(who, when, how)
	Short term Progress

Indicators
	Success Criteria

(Outcomes)

	1To improve the room layout and separate quiet from active play

	i) Look at amending use of the available play space 


	Co-ordinator
	By Jan 09
	· Staff time
	At staff meeting, whole staff team
	Discuss as a staff team and make suggestions
	Children in quiet area are separated from active play.  



	
	ii) Investigate new furniture to separate an area.


	Co-ordinator
	Up to Feb 09
	· Staff time

· Catalogues
	Management committee/ manager
	Have an idea of some possibilities.

Share these ideas with staff team and get their views
	Children in quiet area are separated from active play.  



	
	iii) Visit other Out of School clubs to look at how they have managed to separate areas
	Co-ordinator to identify appropriate staff member/s to visit
	By Mar 09
	· Staff cover
	Co-ordinator at staff meeting,

whole staff team
	Identify staff to go and staff to cover.

Identify and arrange appropriate visits.

Team discussion
	The visits have happened.

New ideas are discussed and inform action plans.



	2.Physical Play – develop a space outside to be used in all weather


	i) Visit other Out of School clubs and other centres with outdoor play facilities
	Co-ordinator to identify appropriate staff member/s to visit
	 Feb – Mar 09
	· Staff time

· Staff cover


	Co-ordinator at staff meeting,

whole staff team
	Ensure that children are given some access to outdoor physical play.
	The visits have happened. 

New ideas are discussed and inform action plans.



	
	ii) Consult children
	Deputy 
	Mar – April 09
	N/A
	Deputy / whole staff team by end of April
	Children’s views are collected 
	Children have been consulted – their views are important

	
	iii) Investigate costs and resources required to develop the outdoor play area


	Management Committee / manager
	April – May 09
	· Time

· Internet research

· Catalogues
	Management committee/ manager
	Resources identified, cost taken into financial planning, authorised by manager 


	Items purchased have a positive impact – all weather play is facilitated

	3. Diversity. Continue to develop the environment, resources and staff understanding for this area of practice.
	i) Visit other out of  school clubs to look at how they value diversity and provide an inclusive environment.

	Co-ordinator
	By Dec 08
	Staff cover
	Manager
	Identify staff to go and staff to cover.

Identify and arrange appropriate visits.

Team discussion
	The visits have happened.

New ideas are discussed and inform action plans.

	
	ii) Develop the range of resources to support diverse practice.
	Co-ordinator 
	By Feb 09
	Staff time

Communicate with Cultural Mentoring Service for ideas
	Manager
	CDs of different World music.

Pictures

Treasure basket items.

Books
	Resources in place, staff understanding improved


APPENDIX 4
	RECORD OF ONE-TO-ONE SESSION

DISCUSSION RECORD

	Date:
	12.01.09

	Attendees:
	Ann Other & Teresa Green (Manager)

	Agenda:



	· Work Load / Responsibilities (1)
· Parent’s Notice Board / Newsletter (2)
· Mentoring Programme (3)
· Any Other Business (4)


	Item

1
2
	Key Points of Discussion

Discussion regarding:-
· Day to day running / care of the 
      2-3’s room
· Planning

Update on notice board and Newsletter

	Agreed Action

To update displays to reflect current curriculum by 24.01.09
To begin planning for Summer term, shirt, medium and long term by 31.3.09
Ann will have timetabled hours on a monthly basis to update the parent’s notice board and mentor a 2nd member of staff on the process / procedure – ongoing.  

Develop materials to support with sections of the newsletter.  Ann will begin by adding information about the new year curriculum planning for the 2-3’s room – ongoing.



	Item

3

4
	Key Points of Discussion

Mentoring programme for Ann to take on one-to-one responsibility for other staff
Any other business

	Agreed Action

Ann to begin work shadowing senior member of staff on designated times, to be arranged – on going
Ann has requested two weeks holiday for August.  This has been agreed – Ann to complete relevant annual leave request form.

Teresa passed on thanks from a parent who had called into nursery on Ann’s day off.




Line Manager’s signature:  ______________________________________________

Staff member’s signature : ______________________________________________
APPENDIX 5

APPRAISER PREPARATION FORM
Name: Ann Other

Job Title: Nursery Practitioner

Date: 07. 12. 08

	ORGANISATION’S IMPROVEMENT PRIORITIES 

· Embed continuous provision throughout nursery. (IP1)

· Develop outdoor provision. (IP2)

· Improve parental understanding of and involvement in their children’s learning. (IP3)

	Specific roles and responsibilities - linked to Job Description:

· Day to day care and education of the children in the 2-3’s room

· Planning activities

· Liaising with parents

· Completing individual children’s records


	Areas of work you feel the appraisee has been successful in this year:

· Taken over responsibility for Parent’s Notice Board (IP3)

· Took on role of supporting students on placement in 2 – 3 room.

· Worked with room leader to develop continuous provision in 2 – 3 room – took specific responsibility for developing the block play (IP1)



	What if anything could have been done better?

· Nothing – a very good year. Keep up the good work and the learning!


	Areas of work enjoyed:

· Seems to have particularly enjoyed taking on the responsibility for parents’ notice board.  Would Ann like to take this a step further?  E.g. start to produce part of parents’ newsletter.
Guidance note: Discuss areas of work to develop

	Details of how you have supported the appraisee this year:

· Organised for Ann to visit other provision to support the work of the 2 year room in developing continuous provision.


	Identify two or three opportunities for development or learning you think the appraisee needs to concentrate on in the next year:

· Consider gaining experience of working with older children to develop own practice and experience.

· Update Safeguarding training

· Full staff training on Outdoor Provision (IP2)




APPENDIX 6
SELF REVIEW FORM
Form to be completed prior to appraisal meeting by the appraisee
Name: Ann Other

Job Title: Nursery Practitioner
Date: 05.12.08
	ORGANISATION’S IMPROVEMENT PRIORITIES 

· Embed continuous provision throughout nursery. (IP1)

· Develop outdoor provision. (IP2)

· Improve parental understanding of and involvement in their children’s learning. (IP3)

	Specific roles and responsibilities - linked to Job Description:

· Day to day care and education of the children in the 2-3’s room

· Planning activities

· Liaising with parents

· Completing individual children’s records


	Areas of work I have been successful in this year:

· I have improved my skills and knowledge working with children in the 2-3’s room
· I have helped students on placement

· I have developed block play


	Areas of work I have enjoyed this year:

· Working with students and supporting them



	Areas of work I would like to develop:

· I would like to develop my skills and knowledge with the 3-4 year olds
· I would like to develop my management skills


	Is there anything I could have done better, or would like to have involvement with e.g. skills, knowledge you have?
· I would like to use my skills to further develop our display areas
How my manager could help me to develop, or additional training support:
· Identify opportunities

· Time to job shadow


	Any other points you wish to discuss with your appraiser:
· Not at the moment




APPENDIX 7

ANNUAL APPRAISAL REVIEW

To be completed together by the appraiser and the appraisee during the review meeting.

Name:   
Ann Other.

Date:

19.12.08

Job Title:
Nursery Practitioner.

Date of previous appraisal review:
December 07


Date of 6 month review:
June 08


	Overall performance:  Identify at least three areas of strengths in the last 12 months linked to your job description (roles and responsibilities)

	· Much more confident to suggest ideas and take responsibility for improvement projects within the room.
· Planning the curriculum – very competent at observing children and following their needs and interests.

· Building relationships with parents



	Of the training you have undertaken what impact has it had on your work?

	Attended Parents as Partners in Early Learning (PPEL) training.

· More appropriate materials on parent’s notice board and more parent friendly.

· Many positive comments from parents.  – Think about supporting another member of staff team to develop a staff notice board.



	Has it changed your practice in any way?

	· Having attended the training Ann now champions the role that parents have to play in their children’s learning.  The training has had an impact on the whole setting in that she has challenged our practice in terms of our prospectus statement that we ‘work in partnership with parents’.



	Areas for further development:  Identify up to three areas of your work for further development during the next 12 months



	· Support students on placement in the setting including 1 to 1 meetings 
· Take on more ‘management’ type responsibilities, e.g. planning rotas 
Start to contribute to sections of the parents newsletter. 

	Aims:  Identify three achievable work related aims for yourself for the next 12 months

	· Will support room leader to monitor and evaluate the continuous provision for the 2 year room.

· Will support the Deputy to lead the Parent Focus Group.

· Will aim to improve my spelling and check anything important with colleagues if necessary.


	Support/training required:  List the support or training that you require to improve the areas that you have identified

	· Arrange job shadowing – room leader role.

·  Help to be involved in planning of rotas – plan to hand over rota   responsibility completely by Easter.

· Training in mentoring skills to support work with students.


	Manager’s comments:

	I agree with Ann’s request to take on some 1:1 responsibility for other staff in the long term but discussed the need for further experience of different age groups. Will talk to senior team and arrange a ‘mentor’ for Ann.

Over the next year I will make sure that Ann has support to mentor more students with a view to developing people management skills in preparation for future team leader role.


	Staff member’s comments:  Include any further comments

	I am disappointed that you don’t think I’m ready yet for a room leader role but am determined to work towards it. I take on board that I need further experience of 3 - 4 age group but don’t feel it is the right time to move yet as I am learning so much in the 2 year room. I am looking forward to the challenge of taking more responsibility for students.




Manager’s signature:……………………………………………………………

Staff member’s signature:……………………………………………………… ..

APPENDIX 8
INDIVIDUAL LEARNING AND DEVELOPMENT PLAN

· This should be completed during the Appraisal meeting
· It should reflect agreed learning and development needs

· It is helpful to ‘plan in’ review dates as part of your one-to-one to look specifically at progress on learning and development over the year 

	Identified Learning and Development needs
	Reason
	How will it be met?
	By when
	How will your practice be different?

	Experience in line management.
	To further develop in role
	ILM first line management.  

Take on management responsibilities
	Sept 2009

Ongoing
	I will gain the knowledge and understanding to help me in a management role.

	Understanding of room leader role.

	As above.
	Job shadow room leader.

	May 2009
	I will gain more understanding of room leader role and be able to put it into practice.

	Understanding of mentoring role.

	To help me to support students within the setting.
	Mentoring course.
	December 2009
	I will have an understanding of how to mentor people and how to support students


Line Manager:……………………………………………………………………… Date:…………19.12.08………………………………

Staff memberr:……………………………………………………………………..   Date:…………19.12.08………………………………

APPENDIX 9

6 MONTH REVIEW

To be completed with your line manager during the 6 month performance review meeting.

Name:…………Ann Other…………………………………………………………..

Date:………….June 2009……………………………………………………………

Job Title:…… Nursery Practitioner…..…………………………………………….

	Progress towards Aims:

	Ann has enrolled on a ILM first line management course and is finding it 

	Useful in supporting her undertaking some management responsibilities.  

	This is due to be completed September 2009.

	Ann is now responsible for planning rotas.

	Ann has secured her place on a four day mentoring course due to commence

	November 2009.

	

	


	Variations/amendments:

	It has been difficult for Ann to job shadow room leaders, due to staffing

	Issues within rooms.  This has now been arranged to commence July 2009.

	

	

	

	

	

	


Line Manager’s signature:…………………………………………………………………

Staff member’s signature:……………………………………………………………………

APPENDIX 10
Conferences.  Workshops.  Courses.   Presentations.  Observation.  Mentoring.  Peer Coaching.  Job Rotation.  E-learning

CPD EVALUATION                 
As a result of, Approaches and practical ways to use music and rhymes in early
years…………………………………………………………………………………………….
	How has your thinking changed?

I have a better understanding of how music can be used to engage and include all children at all stage of development

I have a greater awareness of how musical ideas will enable children to participate at their own level.


	What will you do differently?

Plan regular music and rhyme sessions with the children focussing on sounds and gestures (crucial to the development of communication), making eye contact, taking turns and imitation.



	What impact will it have on your setting, and outcomes for children and families?

Other practitioners will take part in the music and rhyme sessions and will develop their confidence in running sessions themselves.

The children will develop a healthy self esteem.

Parents and carers will be invited to a music and rhyme session.




Name: ………..Ann Other……………….Date: …………21.08.08…………………………
Completed form to be retained by line manager and a copy and a copy included in your CPD portfolio

WORKFORCE DEVELOPMENT PLAN  - DAYCARE SETTING                           APPENDIX 11

                   Setting …………………………………………………………..




Date …………………………………..
	What is the need?
	Who needs to access the training/CPD and why?
	How is the training/CPD need to be met?
	When?

Timescales
	Progress Indicators
	Sources of support

Review of impact
	M
	E
	D

	Create more opportunities for children to participate, be independent and make choices
	All Toddler Room staff.

Low ITERS score in this room
	· TEEQUAYS training

· Shadow staff in 3 – 5 room

· Visit to local Children’s Centre
	Autumn term
	· Continuous provision in place

· Staff can explain changes and benefits to children

· Children are making choices independently
	· Mary (EYP)

· Community Teacher – re-audit

· Manager – observations of staff
	
	
	

	EYFS
	ECM
	
	
	
	
	
	
	
	

	1.3 Unique Child

3.3 Enabling Env.
	H,SS,EA, PC, EWB
	
	
	
	
	
	
	
	

	EYP-need to have and EYP in each setting by 2015. (Mary our EYP is leaving next year)
	Robert – because he is the only member of staff with a degree at the moment
	· Course at Sheffield Hallam University (need advice on the Pathway)
	Prepare Autumn Term 

Start January
	· Decide on Pathway
	· SHU support

· Mary to mentor setting

· Annual performance review
	
	
	

	EYFS
	ECM
	
	
	
	
	
	
	
	

	DCSF requirement
	H,SS,EA, PC, EWB
	
	
	
	
	
	
	
	

	Improve boys engagement through outdoor provision (PSED and CLL)
	One key member from each room

All staff
	· Focus group

· Involvement with the buddying  programme

· Full team training day

· Lead practitioner for PSED and CLL to mentor staff identified as needing support

· Visit other settings
	Start January
	· Form focus group

· Training day booked

· Accepted on buddying programme

· Audit of staff skills and knowledge – identify gaps

· Identify lead practitioners
	· Buddying – LAS and SHU

· Review impact through analysis of development records

· Peer observations

· Annual performance reviews
	
	
	


ECM Outcomes: H (Health), SS (Stay Safe), EA (Enjoy & Achieve), PC (Positive Contribution), EWB (Economic Well-being) 
M = Mandatory,  E = Essential,  D = Desirable
WORKFORCE DEVELOPMENT PLAN – OUT OF SCHOOL 

	Workforce/Management Development Need
	Every Child Matters Outcome

(see attached information)
	No of people
	Reason
	Training Provider
	Estimated cost and funding source
	Timescale

	Section 1

Accredited Qualifications


	
	
	
	
	
	
	

	NVQ Level 3 in Playwork


	All
	1
	0
	Newly appointed Deputy requiring Level 3 qualification
	OSN
	£250

Club Funds
	Starting Feb 2008

	NVQ Level 2 in Playwork


	All
	1
	0
	New Playworker wishing move towards qualification
	OSN
	£150

Club Funds
	Starting Sept 2008

	First Aid


	Staying Safe
	2
	0
	Need to update First Aid certificates


	Red Cross
	£60?

Club Funds
	Spring Term 2008

	Section 2

Continuing Professional Development


	
	Staff
	Management
	
	
	
	

	Child Protection


	Staying Safe
	2
	5
	To ensure Management Committee and staff fully understand their obligations to Child Protection issues
	OSN
	Options to be identified
	By the end of Summer Term 2008

	Behaviour


	Make a positive contribution


	3
	0
	Recent incidences of challenging behaviour in club from new intake of children
	OSN
	£40
	By the end of Summer Term 2008

	Responsibilities of Management Committee


	Organisation
	0
	3
	New committee members  want to better understand their roles and responsibilities
	OSN Mentoring

Voluntary Action Sheffield
	Free

£50
	As soon as possible

	Line Management


	Organisation
	1
	1
	Staff needing formal induction and appraisal
	VAS

OSN Mentoring
	£50

Free
	As soon as possible


APPENDIX 12
SHEFFIELD WORKFORCE PROFILE 
Provider Name
Provider Type               

Please ensure this form is completed

	Name
	Address
	
	
	
	
	
	
	
	Highest Childcare Qualification
	Qualification working towards
	Employment Dates

	Forename
	Surname
	House No.
	Postcode
	DOB
	M/F
	Ethnicity Code
	Disabled (y/n)
	Role eg Manager or SENCO
	Paid (y/n)
	CRB Date
	Title
	Level
	Date
	QTS/EYPS
	Title
	Level
	Start
	End

	Anne
	Example
	34
	S1 7YY
	23/12/74
	F
	WHB
	n
	Manager
	y
	21/11/05
	B.Ed in Early Childhood Studies
	6
	22/07/03
	
	EYPS
	
	20/11/05
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Signed………………………………………..………Position…..……………………………….
Date……………………… 




































Comments





Comments



























































Comments








Entry Level


Short taster courses are available:


It’s Not all Child’s Play


Play to Learn, Learn to Play


Developing Quality Practitioners (DQP)


Skills for Life


Introduction to Playwork











Level 2


Accredited full qualification options at Level 2


Certificate in Playwork


NVQ Children’s Care, Learning and Development


NVQ in Playwork


NVQ Teaching Assistant


Certificate in Childcare and education


Certificate in Pre-School Practice


DQP – mapped to Level 2








Comments





APPENDIX 1





Comments





Who will see this Questionnaire?





The questionnaire can remain completely anonymous if you wish, and will be used only for the purpose of setting improvement.





What will happen next?





Please take time to complete the questionnaire as fully as possible offering any suggestions for improvement in the space provided.  Feedback will be shared.








Why Survey Staff?





We are writing to ask you to complete the Staff Survey for 20__





The aim of the survey is to help inform the Setting’s Quality Improvement Plan and provide valuable feedback that can be used to identify how we can improve communication, manage change and improve the overall running of the setting more effectively.





We value your opinions as a way of influencing and informing future plans.





□   Early Years / Playwork Practitioner


□   Administrative Staff


□   Support Staff 


□   Student/Volunteer


□   Management Committee / Management Team


□   Other





□   Full Time


□   Part Time











Please tick appropriate boxes

















Level 4 – 5


Accredited full qualification options at Level 4 – 5


Foundation Degree in Early Years


NVQ Children’s Care, Learning and Development


NVQ in Playwork








Level 3


Accredited full qualification options at Level 3


NVQ Children’s Care, Learning and Development


Diploma in Childcare and Education 


NVQ in Playwork


NVQ Caring for Children and Young People


Diploma in Playwork


Diploma in Pre-School Practice


NVQ Teaching Assistant


Transition Awards – Early Years to Playwork, Playwork to Early Years


ILM Certificate in First Line Management








Level 6


Options for Graduates


Early Years Professional Status (EYPS)


Qualified Teacher Status (QTS)


National Professional Qualification in Centre Leadership (NPQICL)


Post Graduate Certificate/Diploma/MA


BA (Hons) Children and Playwork 
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