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	Job Application Pack

	

	Thank you for the interest you have shown in working with Fife Council…


Post –   Temporary Early Years Officer

   Until July 2010
 Falkland Primary School
Vacancy Reference Number – FIF0698
Closing date – Friday 29th January 2010  - 12noon
The application pack for this post comprises: 

· Information Sheet

· Education Service Information

· Job Details

· Terms & Conditions of Employment (Single Status)

· Job Application Form B
· Living and Working in Fife

Please ensure you have all the information before completing your application.

Note about Application Forms

The Application Form is tailored to the type of post, so please complete the form included in this pack.

To complete electronically, download and save the Word version form to your PC.  The form will expand as appropriate to allow you to complete it.  You should then send it to the person named overleaf either by e-mail or post.

A PDF File is also available for printing, completion and posting, if you can not access Word.

	Information Sheet

	


How to apply
Applications should be made on the Fife Council Application Form included with this pack and returned to Falkland Primary School , Pleasance, Falkland, Fife, KY15 7AW or email, falklandps.recruitment@fife.gov.uk by 12 noon on the closing date.   Please note that, in the interests of equality, we do not accept Curriculum Vitae (CVs).  
Applications are encouraged by e-mail and will be acknowledged on receipt. If you have not received confirmation within 48 hours, please contact the school on 08451 55 55 55 extension 441454 to ensure that your email has been received. There is no need to send a hard copy as well. You will be asked to sign your application form if invited to interview.
If you wish an acknowledgement of receipt of your printed application form, please enclose a stamped addressed envelope with it.

Please note that you need to complete a separate Application Form for each post that you wish to apply for.  The Council advertises all vacancies on their website and via JobcentrePlus and we do not keep applications on file for future vacancies. 
"If you need advice completing the application form, please visit www.fifedirect.org.uk/fcjobs.  If you are unable to access the internet from home you can do so for free at your local library.  For further information, or to find your nearest library visit www.fifedirect.org.uk/libraries or telephone 01592 583204".
Selection Process
It is intended that interviews for this post will take place in February 2010
Before any firm offer of employment can be made, you will be asked to complete a Pre-employment Health Screening Form and a Criminal Convictions Declaration Form.  For some posts, a Disclosure Scotland check will be required.  Also, we are legally required to ensure that you are eligible to work in this country and you will be asked to provide appropriate evidence
Information for applicants with disabilities

If you require it, we will arrange to have the application form made available in other formats such as tape, Braille or large print, but please let us know in plenty of time, as we may need to ask for assistance from other agencies.   Please contact us if there is any other assistance you require.

Fifedirect website
Fifedirect website contains information from Fife's public, voluntary and community organisations and as such will provide you with a great deal of general information.

If you do not have access to the Internet at home or work, you can get free access at all Fife Libraries. 

Contacts
· If you wish an informal discussion about this post, please contact the school on the number above.
	Education Service

	


Information About The Service 

The Education Service in Fife is responsible for providing pre-school and school-age education to approximately 55,000 children and young people. Fife is one of the three largest education services in Scotland, with a total revenue budget of £303 million for 2008-09. The Service employs 3700 full time teachers and over 3,000 other staff.

Our school estate has 16 stand alone nurseries, 142 primary schools – many with nursery classes - 19 secondary schools and 6 additional needs schools. We also have a major Resources and Continuing Professional Development Centre for the whole of Fife. Schools range in size from some of the largest secondary schools in Scotland to small rural primary schools.

The Service provides full complementary services and support to schools and young people, including the Music Service, Psychological Service and Additional Support Needs. Centrally-based resources teams and school - based Business Managers provide financial, Human Resources, IT and Estate Management services to schools.

The Priorities for the Education Service in Fife

Fife Council has identified eight priorities for the whole organisation:

Improving educational attainment and achievement for all;

Making Fife the leading green council in Scotland;

Improving local conditions for economic development;

Increasing access to housing;

Improving community safety;

Targeting support to vulnerable people;

Improving sport, leisure and cultural opportunities;

Becoming a top performing Council.

Working within the Community Partnership framework and the emerging Single Outcome Agreement in Fife, the Education Service is committed to fostering these priorities in all we do and to promoting social responsibility through our vision of "Excellence for All". 

Key Current Issues 

HMIe’s 2008 report on the authority - shows Fife to be the most improved education service in Scotland. Among the key strengths noted are the commitment amongst staff at all levels to the service’s vision, aims and values; the quality of CPD; leadership; and inclusion, particularly innovative approaches to behaviour support.

Raising Attainment – both 5 -14 attainment and in SQA examinations 

Inclusion – catering for the education of all children and young people in Fife

Improving Achievement – working with our partners and Her Majesty’s Inspectorate to ensure that opportunities are available for all pupils to achieve in ways outwith the traditionally academic 

Curriculum for Excellence – a continuing approach led by the Scottish Government  to modernise the curriculum and build the capacity of pupils to be successful learners; confident individuals; effective contributors; responsible citizens

The School Estate – Education has a very large number of buildings to maintain and improve – the challenge, through the School Estate Strategy, is to take a strategic approach to both these major tasks

Workforce Planning – to ensure that we are able to meet the staffing needs of our schools and support services in a planned and supportive way

Staff Development and Leadership – is central to Fife’s Education Service on its journey to excellence

Finance and Budget – to run the Service effectively within the financial parameters set by the Council and, ultimately, the Scottish Government. 

Management 

The Service is led by the Executive Director, Education and five Senior Managers taking forward the strategic agenda for the Service. Four of these Managers also have a responsibility for a geographical area of Fife. One Senior Manager has responsibility for Budget, School Estate, IT and Human Resources. Twelve Education Officers have day to day management links with schools, particularly in terms of quality improvement. Operational management responsibility for schools is devolved to Headteachers under the Scheme for Devolved Management of Schools.

Children’s Services

Fife is committed to working for the best possible outcome for the whole child. The Executive Director, Education also takes a strategic overview of Children’s Services as a member of the Council Management Team.

Inspection and Quality Improvement

The Planning and Performance Framework is shown in Education’s Service Plan, with each school having its own annual plan using the same framework.

HMIe’s 2007/8 inspection under the revised procedure “The Inspection of Education Authorities” (INEAII), focused on the key importance of leadership at all levels, and outcomes for young people.  Published in May, 2008 the report concludes that all 10 quality indicators are “very good” or “good”.

	Additional Information

	


Falkland Primary School was built in 1967. It is the only primary school in Falkland and also serves the village of Newton of Falkland and the surrounding area.

The main school building houses 4 classrooms, library and general purpose room, assembly hall, dining area and office accommodation. Hutted accommodation in the school grounds houses the Nursery class, Primary 1/2 and Primary 2/3. There is a tarmac playground and the school benefits from having access to a large playing field which extends the play area in good weather.

Our aim is to offer pupils a safe, happy and stimulating learning environment where each individual is encouraged to fulfil his or her potential and success is recognised in all aspects of school life.

We are committed to offering a wide curriculum to all pupils and make good use of visits, visitors and the local environment to support learning. Our Learning Support teacher is in school 2 days each week.

Our Parent Council, known as the Falkland Parent Council, supports the school well and organises many successful fundraising and social events throughout the school session. The Pupil Council meets regularly to discuss concerns and issues raised by the pupils.

Primary 7 pupils have the opportunity to take part in a residential outdoor activity programme at Dalguise in Perthshire.

An Out of School Club is available in school. Parents are able to pay for out of school care both before and after the school day.

We are always happy to meet with parents who wish to discuss any aspects of our school.
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	Job Title:
	 EARLY YEARS OFFICER

	Job Family & Level:
	fc6

	Service:
	education

	Location:
	Falkland primary school

	Responsible To:
	 HEADTEACHER

	Salary:
	 £10.66 - £12.17 per hour


Job Purpose

	As a member of a team, to support the delivery of a broad and balanced early years curriculum within a caring, safe, and welcoming environment which enables each child to achieve their potential.  To contribute to the creation of a positive primary ethos which develops children’s self-esteem and personal identity in a climate of trust and praise.  To work with parents and carers, and with other agencies, to promote every child’s welfare and development


Job Activities

	Promoting Children’s Learning, Development and Welfare

To interact effectively and enthusiastically with children.

To motivate children, engaging them in learning activities.

To support children’s participation in learning experiences appropriate to their needs.

To contribute to a wide range of learning activities (e.g. out-of-establishment visits), and the achievement of appropriate learning outcomes.

To promote and value each child and support their welfare, including their personal, social and emotional wellbeing. 

To promote equality and awareness of cultural diversity, ensuring that every child experiences a fair and friendly environment.

To comply with and implement Child Protection procedures.

To carry out personal care/cleaning tasks approximating to the home care of primary age children.

To look after the physical needs of children, including escort duties, where appropriate.

Assessment and Monitoring

As the key worker, to observe and assess children and their progress in the course of interaction and respond appropriately.

As a key worker, to record observations regularly, contributing to children’s personal learning plans or other profiles where appropriate.

To report on observations/concerns in relation to children and their development at team meetings

To contribute to the evaluation of the work of the team, and to participate in activities which support evaluation of the establishment’s work.

Liaison/Communication


To promote parental participation and effective partnerships with parents and the community, including where appropriate home visiting. 

To conduct parent/carer interviews in respect of a range of issues, e.g. advice and support.

As a key worker, to liaise with parents on day-to-day matters concerning their children’s welfare and development and to offer appropriate support.

To liaise with and develop positive and productive relationships with professionals from a wide range of agencies, including health and social work and contribute to joint reports, review meetings or case conferences as appropriate.

To liaise with staff working at other stages to promote continuity, in particular for children at points of transition.

To work with staff both within and beyond the establishment and to promote the development of children and families.

To contribute to team meetings as appropriate.

To establish positive working relationships with other staff, parents, carers and children, to include, where appropriate, home visiting.

To work with groups of parents on various issues, e.g. supporting quality parenting.

Planning
To contribute to planning aspects of children’s development, learning and welfare.

As a key worker, to plan and record activities for individual children to extend their learning experience.

To prepare, administer and maintain, or, where appropriate, requisition resources to provide a stimulating learning environment on a day-to-day basis.

Other
To carry out duties in accordance with Fife Council’s policies and procedures for primary education.

To contribute to the support and training of students on placement, and to contribute to, and also write reports as required.

To contribute to the maintenance of good order in the establishment and safeguard health and safety, with particular regard to children.

To participate in continuing professional development.

Supervisory Responsibility

You will not have any supervisory responsibility.  On occasion, you will be required to contribute to the support and training of students, parent helpers and volunteers.  You may also provide basic advice and support to Support for Learning Auxiliaries, as required.

Work Complexity
· Knowledge and understanding of the individual development needs of young children.

· Knowledge and understanding of current early years education procedures.

· Ability to deal with a wide range of parents/carers.

· Ability to respond appropriately to aggressive situations, or to support families in crisis etc.

· Ability to respond appropriately to children’s needs and to those of their families.

· Ability to work co-operatively and effectively within a multi-professional team

· Ability to make and record judgements about children’s learning and development.

· Ability to make an effective contribution to the delivery of the early years curriculum.

· Knowledge of basic health and safety regulations.

· Ability to self evaluate and to contribute to evaluations of the work of the establishment.

· Knowledge of basic I.C.T. to support children’s development.
Education

It is essential that you are registered with the appropriate registration body, currently the Scottish Child Care and Education Board.  In order to be registered, you must possess an SNNEB/NNB qualification or SVQ III in Child Care and Education/Early Years Care and Education, or an HNC in Child Care and Education (with appropriate NC Units).

You will be required to register with the Scottish Social Services Council in due course.

Experience

Some experience of working with young children in a formal setting.









	Person Specification

	


	Attributes
	Essential
	Desirable
	Method of Assessment

	Experience


	Experience in an EYO post or equivalent
	Experience as an EYO  in a local authority nursery or equivalent

Experience in leading a team

Experience of working with children under 3 years 

Experience working with a range of support agencies to support children and families support agencies

Experience of working with parents and supporting or leading information sharing sessions on a range of topics/issues
	Application form

Interview

	Education, Qualifications and Training


	HNC

SNNEB or equivalent
	Evidence of additional learning or qualifications in early years childcare and education e.g. PDA

Evidence of training and personal development  in relevant topics/interests

Expressed interest in professional development
	Interview



	Skills, Abilities and Knowledge

 
	Ability to work without supervision

Ability to work as part of a team

Knowledge of 3 to 5 curriculum 

Knowledge of Child at the Centre

Experience in delivering a child centred curriculum
	Knowledge of the Birth to Three curriculum and relevant training

Ability to work with vulnerable children and families 

Ability to lead staff as excellent role model in promoting learning

Ability to lead workshops particularly for colleagues

Detailed knowledge of care and welfare procedures

Ability to lead staff in following hygiene procedures
	Interview



	Interpersonal and communication Skills
	Highly developed communication skills.   Ability to write reports and children’s records
	Ability to work effectively within a multi-disciplinary team

Ability to work closely with parents 

Interest and skill in developing students

Interest in leading parent groups and supporting volunteers
	Interview



	Health & Physical Attributes
	Ability to provide a regular and effective service
	
	Application Form

Interview

Pre-employment health screening


	Terms and Conditions of Employment (Single Status)

	


	Pay Method
	Every 4 weeks by electronic funds transfer

	Hours
	17.5  hours per week 

	Leave
	24 days annual leave rising to 29 after 5 years continuous service 8 fixed public holidays per annum (based on full time employment)

	Sick Pay
	As per National Terms and Conditions, up to 6 months full pay and 6 months half pay after 5 years service.

	Pension
	Fife Council operates a final salary pension scheme which is contributed to by both the employee and employer.   Employee contribution rates are as follows:-

Earnings (based on Full Time Equivalent Salary)

Contribution Rate %

Up to £18,000

5.50%

£18,000 - £22,000

7.25%

£22,000 - £30,000

8.50%

£30,000 - £40,000

9.50%

£40,000 +

12%

Benefits:-

· Additional option of early retirement from age 60

· Flexible retirement benefits

· Ill health retirement benefits

· Life cover of 3 times your salary if you die in service

	Employee Benefits
	Fife Council has a benefits package for employees which we believe is one of the best and most comprehensive around. As well as such long standing benefits as a final salary pension scheme, flexible working options and a range of training and development opportunities we offer the following benefits:

Discounts scheme – a wide choice of discounts on goods and services (both local and national) via a brochure and website including high street/supermarket shopping, holidays/travel, health, leisure and entertainment 

Childcare Voucher scheme – savings of up to £1000 a year through tax and NI reductions when purchasing vouchers via gross pay

Bike To Work scheme – savings of up to 40% on a bike and safety equipment package of up to  £1,000 

Healthcare – for employees and their families we offer contributory Healthcare plans providing support for everyday expenses such as dental and optical treatments/products and diagnosis and medical treatments (where NHS waiting lists are too long), cancer support and health information services (e.g. 24hour GP consultation service)

Financial related benefits – such as preferential rate mortgages, loans, affinity/credit cards and car and home insurance and the services offered by the Tay Valley Credit Union

For further information on the benefits available please go to: 

www.fifedirect.org.uk/fcemployees  and search under “Employee Benefits”




	Human Resource Policies

	


Fife Council has a number of employment policies in place including:

	Equality of Opportunity

Recruitment and Selection

Temporary Employment

Fair Treatment at Work (grievances, bullying and harassment)

Support for Employees Experiencing Domestic Violence

Induction

Employee Development

Flexible Working Hours

Job Sharing

Career Break


	Occupational Health

Violence at Work

Smoking (see below)

Counselling

Alcohol and Substance misuse,

HIV/Aids

Attendance Management

Compassionate Leave

Adoption Leave

Maternity and Adoption Support Leave

Special Leave

Time Off for Trade Union and Public Duties


SMOKING POLICY

The Council operates a smoking policy which prohibits smoking in all shared areas eg offices, depots, cars, canteens.  We have some designated smoking areas but not all employees have access to them.

NOTE
The Terms and Conditions have recently been negotiated under the Modernising Employment programme, referred to as Single Status. Further details are available on www.fifedirect.org.uk
	Journey to Work

	


· Have you experience of a mental health problem?

· Want help with the application process for a post with Fife Council? 

· Would you benefit from some support even after you start work?

· Are you unemployed and live in Fife?

Then ‘Journey to Work’ can provide free, independent and confidential support through the whole process of applying for a job with either NHS Fife or Fife Council and, if successful, for the first few weeks after starting work.

The service is provided by Fife Employment Access Trust (FEAT) a well-respected voluntary organisation with 10 years experience of supporting people with mental health problems into employment.  

FEAT is independent of Fife Council and the fact that someone has received support will not adversely affect the recruitment outcome.

For more information on the support available or if you would like to take advantage of the service contact:

Fife Employment Access Trust

www.f-e-a-t.co.uk 

Tel: 01592 749880

Email: enquiries@f-e-a-t.co.uk 
(Please do NOT email completed applications form to FEAT)
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