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[bookmark: page2]Hello, and welcome to the Supervisor’s Information booklet for staff who are supporting students on the HNC Childhood Practice.


The information is designed to offer a brief overview of the course and placement work which students are being asked to undertake.

What will they gain from this award?

They will gain a depth of knowledge and develop relevant skills which support the development and learning of young children.

When are students in workplace?

Full-time students will attend the workplace setting for two days each week. Part-time students will attend for one day per week. It would be beneficial to the student to experience both early learning and lower primary settings whilst in placement.

Summary of Student Requirements

During the course of the placement students will be asked to complete a series of tasks – observations; activity planning; research; and to demonstrate and report on the developing of effective relationships both with the children and also with the staff team.

It is asked for students to be encouraged and supported to be an active member of your team, increasing the student responsibility as and when you feel the student is ready. 

Please try to find the time to communicate on a weekly basis to discuss the work of your student. 15 minutes per week will help support your student to reflect on their practice. 

An SVQ Assessor from the College will visit the student on placement to carry out an observation of the mandatory elements of the HNC Childhood Practice which will include:
· Taking part in a fire drill and knowing their role in this
· After shadowing, the student should be able to undertake the following:
· Snack (preparation to clearing up)
· Toileting
· Facilitating play opportunities (e.g. story sack, craft, baking, environmental)
· Risky play (helping the student to understand how the setting’s risk-benefit assessment procedures support risky play)
· Recording of information (e.g. passing of information to/from parents/carers using daily diary, noticeboard etc)
· Observation permission (in semester 2 the student must get parental permission to observe a child(ren) and use this as part of a module assessment)
· Graded Unit – student to discuss tasks for the graded unit within the setting


If you have any queries regarding your role then do not hesitate to contact the College.

College Contact Details
Susan Menary – Senior Lecturer – susan.menary@uhi.ac.uk  - 01595-771421
Joan Beattie – Lecturer/CTL – joan.beattie@uhi.ac.uk  – 01595-771202
Sonia Henry – SVQ Assessor – sonia.henry@uhi.ac.uk – 01595-771207

Health & Safety
Students are supernumerary and cannot be included in staffing ratios.

Please do not ask students to supervise children on their own in or out of the setting. 
Although all students have membership of the PVG Scheme, they are not employed members of your staff. 
If you have any concerns regarding student safe practice, then please do not hesitate to contact the College directly.


































Student Induction to Placement

INDUCTION PLANNING AND TRACKING CHECKLIST
Please work through this checklist with your student and record the date once completed/discussed.

	Induction Planning and Tracking
	Date Completed

	Introduction to the setting

	I have been shown around the premises and know my way around the building
	

	I am aware of the Fire Safety and Evacuation Policy and location of fire exits
	

	I know where the staff room is located and where to place my belongings
	

	I know where the staff toilet facilities are located
	

	I know not to answer the door or entry system, until I am familiar with all parents/carers
	

	I know the procedure for answering the door to a visitor
	

	I know about my break entitlements
	

	I understand to whom I will be answerable, and who will be duty manager on each shift
	

	I know who my mentor is and that I can ask them about anything I need support with
	

	I know the procedure for answering the phone and taking a message
	

	I know when my wages will be paid
	

	The staff roster has been explained to me
	

	I know where staff information is displayed
	

	I understand what I should wear to work
	

	I am aware of and understand the local policies that I must adhere to
	

	If I have a probationary period I know when my probation review is due to be completed
	

	I understand that a staff record file will be kept by the manager and I am able to see my own file at any time
	

	I know I will be given an appraisal at least annually and I know who this will be with
	

	I know to contact the duty manager immediately if I suspect a child is unwell
	

	I know the correct procedure for recording an accident or incident
	

	I know to refer a medicine request to a duty manager or supervisor
	

	I am aware of the sign in process for children entering and leaving the setting 
	

	I know I must wear protective apron and gloves when dealing with bodily fluids
	

	I know where stock is kept and the procedure for requesting stock
	

	I know playrooms must be kept in a presentable manner at all times
	

	I know to greet children and parents with a warm welcome and a big smile
	

	I will always consider my body language and how the children will perceive me
	

	I understand the confidentiality policy and know that a breach of this may result in a disciplinary procedure
	

	I know I must never smoke in clothes which come in contact with the children
	

	I know where to find allergy notices
	

	I know where to find menus
	

	I am aware of the social networking policy
	

	I know that I should not use my mobile phone in the setting unless I am on a break
	

	I know that observations are carried out throughout the nursery
	

	I understand the recycling procedures in place
	

	I know what to do to prevent a child from choking and how to deal with it should it happen
	

	I know who the first aiders are and the first aid box locations
	

	I know who the health and safety officer is and how to report maintenance
	




While on Placement all Early Years students should work with their Mentor to complete the Induction Checklist.


[bookmark: page3]What are students learning at College?
The students will be experiencing a breadth of knowledge and developing a range of skills. The following units have been selected for study.

MANDATORY UNITS

· Care in Contemporary Society 

· Leadership Starts with Me 

· Health, Wellbeing and Safeguarding 

· Lifespan Development & Theoretical Approaches 

· Childhood Practice - Graded Unit 1 

· Support for Play Learning and Development 

· Promote Effective Communication (SVQ Unit) 

· Promote Health, Safety and Security in the Work Setting (SVQ Unit) 

· Develop your Practice through Reflection and Learning (SVQ Unit) 




OPTIONAL UNITS

· Promoting Language, Literacy and Numeracy 

· Supporting Children and Young People’s Behaviour 


· Collaborative Learning (Networked) 

[bookmark: page4]Students Assessments
Throughout the programme students are required to meet assessment criteria for each of the units they are studying. These will cover theoretical knowledge, practical knowledge and skills, and observational practice.


Students are required to plan and carry out a series of observations with one child, or group of children. These are planned and agreed in college and placement. 
Before the student performs any observation, appropriate permission must be sought for observation of the child(ren), and the activity and observation must be agreed by you as placement mentor, and the student.


The ‘Graded Unit’ is linked to other areas of study and may require the student to carry out research such as questionnaires, surveys and interviews within the setting.


Workplace Practice is assessed through three mandatory SVQ units, linking with the integrated units shown below. This requires the student to complete a series of reflective accounts from their practical experience and to be observed in practice by the college SVQ Assessor. 
Observation(s) will be arranged and agreed in advance for a time which suits both placement, student and assessor.


Supervisor’s Role within Assessments
Provide time to discuss with your student relevant assessments that will help them to identify a specific child(ren) and activity to observe and report on. Within this discussion we ask that this meets with the ethos of your setting, your current curriculum plan and theme, and that students are supported to obtain relevant parental permission to implement the activity appropriately.


Students are responsible for approaching you to discuss the relevant assessments, obtain relevant permission within placement guidelines and undertake the requirements of the assessment.



Summary of Student Assessments with the Workplace

Integrated assessment for two units: 

“Support for Play, Learning and Development” and “Promoting Language, Literacy and Numeracy”

The assessments for these integrated units will take the form of a folio of evidence based upon the students’ learning in college and their developing professional practice in their placement or workplace setting, plus six pieces of workplace observational practice.
The Rights of the Child must be taken into consideration and appropriate permissions sought prior to observations taking place. 
All work conducted in placement is to be fully authenticated by the work placement supervisor/employer or where appropriate, the College assessor.

Construct a Folio of Evidence 
One: Theory of Language, Literacy and Numeracy (College and Placement Based)
· Explain the terms language literacy and numeracy
· Identify, describe and explain developmental stages of language, literacy and numeracy
· Apply and evaluate relevant theories for language, literacy and numeracy within a professional context. (One theory for each)
· Evaluate the selected theories in relation to practice

Two: Produce an Academic Leaflet (College Based)
· Explain the influence(s) of primary socialisation on language, literacy and numeracy
development (both positive and negative)
· Identify and explain a range of strategies employed to facilitate children and young people’s language, literacy and numeracy development, including additional support needs (a minimum of two for each area of development, six in total)
· Identify and explain a range of resources employed to facilitate children and young people’s language, literacy and numeracy development including additional support needs (a minimum of two for each area of development, six in total)

Three: Play Poster/Leaflet or other format agreed by your lecturer (College Based)
· Explain knowledge of the values and principles behind frameworks/guidance for play leaning and development; including knowledge of legislation, policy and guidance that underpin frameworks/guidance for play learning and development
· Explain the above in relation to your childhood practice setting and how this supports the play learning and development of children and young people

Four: Annotated Diagram of Pedagogical Approaches (College Based)
· Identify and explain two pedagogical approaches to promote the children’s play, learning and development 

Five: Communication Task (College and Placement Based)
· Research communication difficulties and the impact that this could have on a learners play, learning and development in relation to current frameworks and legislation.
· Identify and evaluate ways in which communication can be supported within a childhood practice setting

Six: Thematic Planning which will promote language, literacy, numeracy and relate to an initiative used within your setting. This must include one resource/planned activity related to each of language, literacy and numeracy.  (Placement Based)
The student should:
· Observe a child(ren) within your setting. Provide a clear justification of this method of observation linked to wider reading
· Analyse and evaluate your observation and explain your findings in relation to current curriculum and national/local frameworks used within your placement
· Plan relevant activities to support the learning and development of the child(ren) based on your initial observation. You must consider individual needs within this group and relate to relevant documentation
· Within this plan you must indicate clear and relevant links to a minimum of two curricular guidelines, frameworks and legislation that underpin practice within your setting
· Include a short written section outlining the discussion with your placement mentor about the purpose of these activities
· Complete a risk assessment of these activities in relation with health and safety legislation and codes of practice and evaluate all risks
· Observe the child(ren) whilst completing the activities. Justify why you have chosen these methods of observation in relation to wider reading

· Gather feedback from professionals in placement and from the child(ren) (verbal or non-verbal)
· Using the information from your observations and professional discussions evaluate the activities and your role within them
· Evaluate your observations in line with current frameworks/guidance
Identify and explain next steps for the child(ren) based upon your evaluations.
Identify and explain next steps for your own professional learning and development.
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Unit: Graded Unit


The Graded Unit is designed to provide evidence that the student has achieved the following principal aims of the Higher National Certificate in Childhood Practice: -

(The focus of the investigation is to plan, develop and evaluate a small piece of research based on relevant current thinking in the workplace or placement setting).

· to enable learners to demonstrate an understanding of the values and principles which underpin work in early learning and the broader childhood practice settings 

· to enable learners to integrate knowledge, theory and practice effectively in a variety of early learning and the broader childhood practice settings 

· to enable learners to have a focus on high quality learning and childcare for children and families 

· to enable learners to explore a rights-based practice approach 

· to enable learners to reflect on and critically evaluate their practice 

· to enable learners to develop a working knowledge of current legislation, policy and practice 

· to facilitate progression to higher level education 
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Student Workplace Review

Please complete within the last fortnight of placement as a review of the students time with you and return to the college.



Student_________________________

Workplace_______________________

Workplace Mentor_________________



Feedback:


1. General performance of student within the setting i.e. punctuality, reliability, willingness, appropriate initiative etc. 








2.  Increasing ability of the student to work as part of the team.












3. Students interaction with children i.e. level, language, needs awareness, questioning, relationships.












4. Progress student is making in relation to workplace practice tasks i.e. placement analysis, curriculum projects, child study.
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5. Student awareness of developing a professional role i.e. children’s development, confidentiality, role modelling, respect etc. 












6.  Particular strengths displayed by student.













7.  Developmental goals.







Signed:        Student __________________

		Placement mentor________________________

		Date________
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