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Wednesday, 15th February 2012

Dear Applicant

Re:
Nursery Practitioner (Banked Staff)

Thank you for your enquiry about the above post, please find enclosed:

· Job description & Person Specification

· Application form and equal opportunities monitoring form. (The application form must usually be used. However, if you have a disability which prevents you from being able to use it please contact me to arrange an alternative method of application)

Further information about the Settlement is available at www.birminghamsettlement.org.uk
If you are unclear or wish to discuss the post in more detail, please feel free to give Diane Campbell, Early Years and Nursery Manager a call on 0121 250 0769.

Completed application and equal opportunities forms must be returned to Lyndsey Smith by post or email (Faxes and CV’s will not be accepted) at Units 4 – 7, Alma House, Newtown Shopping Centre, Birmingham B19 2AB or recruitment@bsettlement.org.uk 

Thank you for your interest in the Settlement and I look forward to hearing from you.

Yours faithfully
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Martin Holcombe

Chief Executive
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BIRMINGHAM SETTLEMENT
	Job Title:

	Nursery Practitioner 

	Salary:

	£6.08 an hour

	Hours:

	Zero Hour Contract – to provide cover for staff absence and crèche facilities when needed ((Banked Staff)

	Pension


	Group Personal Pension with employee’s and employer’s contribution matched at 3% or 5% of salary or Stakeholder Pension

	Annual leave:

	Paid pro rata in line with hours worked

	Tenure:

	Permanent

	Based at:
	Little Settler’s Day Nursery, Birmingham Settlement Children’s Centre, Centre for the Aston Family, 359-361 Witton Road, Aston Birmingham B6 6NS

	Responsible to:

	Early Years and Nursery Manager

	Responsible for:

	Not applicable

	Role purpose:
	To work as a part of a team to support and assist children’s play and learning in a child-centred environment whilst maintaining high standards of childcare and good practice.


Background information:

Birmingham Settlement tackles social disadvantage by working at the grassroots. With local people we identify difficulties and work closely together developing services to meet needs. Our work currently covers three broad areas of activity:

· Care Services 
e.g. family, child and older people services
· Advice Services 
e.g. money, employment and training

· Regeneration 

e.g. community cohesion, capacity building
Little Settlers Day Nursery provides care for children aged 2-5 and the Nursery Practitioners work as part of a team to deliver effective care to those using the service. As a Nursery Practitioner you will work with the wider Birmingham Settlement Children’s Services Team to ensure that a service is provided that meets the needs of the children, parents and community as a whole. Nursery Practitioners work in a multi-disciplinary and multi-agency environment maximising access to support networks and services for families and their young children. 
The requirements listed below are broad definitions of the role. Birmingham Settlement reserves the right to amend and/or change these as and when it sees fit in line with changing needs. The post holder is expected, and agrees, as part of their role, to be flexible to this end.
Key accountabilities/job purpose:

1. Service delivery:

Responsible for the care and education of children aged 2-5 yrs following the requirements of the Early Years Foundation Stage (EYFS):

a. To ensure children are cared for in a happy, secure and stimulating environment.

b. To take on the role of key person to children to develop responsive relationships. 

c. To work in partnership with parents/carers to ensure they are actively involved in their child’s learning and development of the Nursery. 

d. To work alongside the Children’s Centre Teacher to implement a high standard of the EYFS through child initiated play based activities.

e. To undertake food hygiene training and prepare snacks.
f. To attend activities as required e.g. monthly staff meetings, training.
g. To positively promote and represent Birmingham Settlement at all times including to service users, partners, funders and external networks as required by the Nursery Manager.
2 Policies and Procedures
a. To use initiative and work proactively in the delivery of Nursery activities.
b. To work at all times with due consideration to the Health and Safety of self and others in accordance with Birmingham Settlement’s Health and Safety policies.
c. To work at all times in line with Birmingham Settlement’s commitment to diversity and Equality of opportunity for children, parents/carers and staff and to actively promote diversity and equality of opportunity for those facing barriers, discrimination and exclusion.
d. Responsible for maintaining confidentiality concerning information relating to children, staff, parents/carers, students, service users and funders.

3 Other:
a. To work at all times with a view to the needs of children and their families.

b. To demonstrate a commitment to the aims, objectives and work of Birmingham Settlement.

c. To carry out any other duties commensurate with the post as required by the Nursery Manager.
Person Specification

Essential

1 Experience:

a
Minimum 1 years experience in a relevant Early Years setting.

2 Specialist Knowledge:

a
Knowledge and understanding of the developmental, educational and health needs of children under 5 years of age.

b
Knowledge of the Early Years Foundation Stage.
3 Education/Training and Qualifications

a
Qualified to CACHE NNEB Diploma or BTEC in Childcare, NVQ Level 2 or above.
4 Communication/interpersonal skills

a       Excellent communication skills, including written, verbal and listening skills.

b
Good organisational skills including a systematic approach to work, an ability to use own initiative and prioritise.

c
Understanding of the need/ability to use tact and diplomacy; a willingness to be pro-active and work flexibly and creatively with colleagues and as part of a team.

d
An understanding of the importance of and an ability to establish good working 

        
relationships with colleagues and parents/carers.

5 Equality and diversity:
a
An awareness understanding and commitment to the principle of good practice in 

        
relation to equality and diversity.

6
Other

a
Able to work out of hours as and when required. 

Desirable

1 General

a
Paediatric First Aid

b
Understanding of the Common Assessment Framework

Agreed – MH0212
Birmingham Settlement

Application form

Please complete in black ink, as this form will be copied

	1. Post applied for:     Nursery Practitioner (Banked Staff)


	2. Personal details:

Title (Mr, Mrs, Ms etc)……………….First name(s) …………………………………………………………………..

Surname/family name ……………………….…….…………Previous surname, if changed………………………

Home address ……………………………………………………………………………………………………………

…………………………………………………………….……………….……………………………………………….

………………………………………………………………………………………………… Post code ……..….……

Telephone No..………….……… (Daytime)……………..………………… (Evening)………………………………

Mobile No……………………………………Email ……………………………………………………………………..

Do you need a work permit to work in the UK? Yes/No                   If yes please give date of expiry…………..



	Have you ever worked or been a volunteer/trainee at Birmingham Settlement?  Yes/No    

If yes, please give details of dates and areas of work.



	How did you learn of this vacancy?



	If you are selected for interview which is the best way to contact you during work hours?  Please give details.




	3. Current/most recent employer: 

Company/organisation name ………………………………………………………………………………………….

Address ………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………….

Postcode ……………………………………………Telephone No …….……………………………………………

Position held …………………………………………………………………………………………………………….

Date started employment ………………………………………Salary……………………………………………..  

Date left/leaving ……………………………………Reason for leaving …………………………………………….

…………………………………………………………………………………………………………………………….

Outline of responsibilities/duties ………………………………………………………………………………………

…………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………….



	4 Previous employment, paid and unpaid – (Please enter most recent first)



	Dates
	Post held
	Employer
	Reason for leaving

	From
	To
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	5 Education and qualifications

Please include vocational and academic courses and any relevant professional membership



	School/college/university/ professional qualification


	Dates
	Subject/qualification/professional membership

	
	From
	To
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	6 Training and short courses attended

Please put the most recent first and include any skills based courses, e.g. use of PC’s etc 



	Subject


	Dates
	Certificates/qualifications

	
	From
	To
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	7 Relevant skills, knowledge and experience to support your application 

Please give details of your relevant skills and experience and reasons for applying for this post.  We will use the information you give us to make our shortlist.  

You should look at the job description and person specification and show how you meet the criteria we are looking for.  You may find it helpful to use the headings in the person specification and job description to do this.  

Please continue on a separate sheet if necessary.



	8 Key interests and voluntary work 

Please give details of any interests or voluntary work that support your application and show your skills, knowledge and experience for the job you are applying for.



	9 Miscellaneous information

Birmingham Settlement keeps a record of interests of staff of any clash between someone’s work at the Settlement and involvements outside.  If you are offered a post you are expected to declare such interests.

Are you related to a current or former employee or Trustee (Committee Member) of Birmingham Settlement?  Yes/No

If yes please give details 



	10 Declaration under the Rehabilitation of Offenders Act 1974

In accordance with the Rehabilitation of Offenders Act the Settlement will not discriminate its employment decisions against ex-offenders with criminal records if it is judged that the offence has no relevance for the post(s) applied for.

Please note that if you are applying for posts working with young people or vulnerable adults, both spent and unspent convictions must be disclosed.  For certain posts at the Settlement we will also require your consent to obtaining information from the Criminal Records Agency prior to offering you employment.  

Have you been convicted of a criminal offence (not including any convictions which are now spent under The Rehabilitation of Offenders Act 1974)?  Yes/No

If yes, please give details




	11 References

Please give the names of two referees; if possible one should be from your current or most recent employer.  If you are not currently working please give the name of your last two employers.  If you are currently studying and not in full time employment, you should also give the name of your college principal or tutor.  

We will not request references without your prior consent and do not normally contact referees unless we make a job offer.  

Referee 1                                                             (      Referee 2                                                          (


	Name ………………………………………………….

Position ……………………………………………….

Address ……………………………………………….

…………………………………………………………

…………………………………………………………

………………….…… Post code ……………………

Tel no ………………………………………………….

Fax no …………………………………………………

Relationship to applicant

…………………………………………………………


	Name ……………………………………………………

Position …………………………………………………

Address …………………………………………………

……………………………………………………………

…………………………………………………………...

……………………………Post code………………….

Tel no ……………………………………………………

Fax no…………………………………………………...

Relationship to applicant

……………………………………………………………


	12 Declaration

The information provided in this application will be processed (as defined under the Data Protection Act 1998) for HR Purposes and I consent to the processing.

I declare that the information given on this form is true and accurate to the best of my knowledge

Signature ……………………………………………………Date ……………………………………….…………


	Please return this form marked Job Application to: -

Birmingham Settlement

Units 4 – 7, Alma House,

Newtown Shopping Centre,

Birmingham

B19 2AB
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Birmingham Settlement
Equal Opportunities Monitoring Form

Birmingham Settlement is striving towards the provision of equal opportunities in all areas of work. To help us monitor the effectiveness of our policy, please complete this form and return it with your application. The information is confidential and will be separated from your application before it goes to the short-listing panel. Your application will still be considered if you do not complete this form. 

	Post applied for:  Nursery Practitioner (Banked Staff)


	How did you hear about this position?

Newspaper (please specify) ………………………………………………………………...

Internet (please specify) ……………………………………………………………………..

Word of mouth ……………………………………………………………………………….

Other (please specify) ……………………………………………………………………….



	Gender:



Female
(

Male

(
Do you have a disability:

Yes

(

No

(
If you have a disability please give brief details ………………………………………….

………………………………………………………………………………………………….



	Religion: …………………………………………………………………………………..



	Sexual orientation: 

Heterosexual
(
Gay
(
Lesbian
(
Bi-sexual
(

	Age:

Up to 25
(
25 – 35
(
36 – 50
(

51 – 60
(
60+

(


	

	Ethnic origin:  

You can belong to any of the groups indicated, you are giving information about your broad ethnic group:


White

(
Black Caribbean
(
Black African

(

Black British
(
 Asian British

(
Mixed Race

(

Black Other – please specify

(
………………………… 


Indian

(
Pakistani

(
Bangladeshi

(

Chinese
(
Irish


(



Other – please specify
(
…………………………………………




Thank you for completing this form



































































































































