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Workplace Skills for Life for 
Early Years


Which of these skills and tasks are relevant to your staff?

Which ones would you like to see improved? 
	
	Relevant
	Priority for improvement

	Put a set of instructions in order

	
	

	Speak confidently to a parent of a child on the phone

	
	

	Read and understand a health and safety notice or the nursery guidelines on confidentiality

	
	

	Give a clear report to colleagues at handover time

	
	

	Read, understand and complete timesheets and work-related documents
	
	

	Exchange a short e-mail with a colleague

	
	

	Follow a set of instructions exactly e.g. for hand washing so as to reduce infection
	
	

	Write a set of instructions for a new employee

	
	

	Fill in an accident or incident report form effectively

	
	

	Help to write and update a plan on a child’s food and drink intake in a week
	
	

	Record observations; judge how much to write and what to include and keep to fact not opinion
	
	

	Speak to relatives and visitors appropriately

	
	

	Proofread your own writing and correct grammar, punctuation and spelling errors
	
	

	Take accurate notes from a meeting

	
	

	Follow oral instructions

	
	

	Measure a baby’s weight at weekly intervals and record as a line graph
	
	

	Carry out a survey with parents to find the best day for an outing
	
	

	Work out the ratio of a mix of ingredients in a food supplement drink

	
	

	Add and subtract amounts of cash

	
	

	Understand the importance of accuracy in number calculations
	
	

	Find the average age of children in a class

	
	

	Check own wage slip and deductions

	
	

	Record and calculate time accurately in an appointment book, day sheet etc
	
	

	Understand metric weights and measures

	
	

	Understand temperature controls on a fridge and store food at an appropriate temperature
	
	

	Plan an event at the opportunity centre

	
	

	Select tiles for the health centre washroom

	
	

	Work out number of cars needed to take class of children to the zoo
	
	

	Reduce quantities in a recipe for making play dough

	
	

	Write a cheque for some new play equipment
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