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21 Tudor Close

Hove, BN3 7NR

date

name

address

Dear name
Thank you for showing interest in applying for the post of Early Years Apprentice Practitioner.  This is a temporary position in the setting to enable the employee to gain a Level 2 or 3 qualification in childcare depending on the experience you may have had working with the under fives.  As an apprentice you will undertake all the duties as specified in the job specification under the supervision of other members of staff.  During your apprenticeship you will work with all the ages group within the setting.  A permanent job at the end of your apprenticeship is dependant on the requirements of the business.  Your apprenticeship will last as long as it takes you to complete the course.  Most employees complete the course within 10 months of starting.  You will be paid an apprenticeship wage until you complete your qualification up to the maximum of a year.  If you haven’t finished the course by the end of your first year, your salary will revert to the minimum wage.  If at the end of your apprenticeship we are unable to offer you a permanent job, you will still have a recognised qualification, which should enable you to find a job with another setting.
Please find enclosed a copy of our Recruitment and Selection policy, which details the recruitment process.  Also enclosed is an Application form, a copy of the Job Description and Person Specification. Before completing the Application form please read the Job Description thoroughly to get a good overview of what the job entails and to see if you are suitable.  Use the Application form to give examples of how you meet each of the essential criteria listed in the Person Specification.
As an Ofsted registered setting we have a duty of care under the Children Act 1989 & 2004 to take steps about any concerns we may have about a child or adult in the setting.  I have therefore enclosed a copy of our Safeguarding Children and Adults policy for your reference.  Further information about the setting can be found on our website: safeandsounddaycare.co.uk.
The closing date for applications is date and we look forward to receiving your application form.  We would hope to be in contacting with you by date regarding the outcome of your application.
If you have any further queries please do not hesitate in contacting us.

Yours truly

Karen Fothergill
Enclosures (5)

· Application form

· Recruitment and Selection policy

· Job Description

· Person Specification

· Safeguarding Children and Adults policy
tel: 01273 227425 (daytime)  01273 779158 (evenings)

      email: safe_and_sound@btinternet.com 
07710 443666 (Karen’s mobile)



                karenfothergill@btinternet.com 
07525 745879 (Kylie’s mobile)



                kylie_fothergill@hotmail.com
www.safeandsounddaycare.co.uk 

