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[bookmark: _Toc435015414][bookmark: _Toc435103747][bookmark: _Toc453864159][bookmark: _Toc483477371]Instructions to Assessor
[bookmark: _Toc453864160][bookmark: _Toc483477372]Prior to conducting the assessment
· Read this document in its entirety
· Contextualise the activities, observations/demonstrations and other submitted evidence to ensure it reflects the learner cohort. Check this against the mapping, to ensure it is still valid
· Ensure that workplace (or simulated environment for learners that are not working) is suitable for the parameters of any required task, to ensure the learners will have an appropriate opportunity to demonstrate their skills
· If observations are undertaken on the job/in a simulated environment, discuss the assessment methods with the third party, so that they are aware of what is required of them (e.g. using the Third Party Observations/Demonstrations document), as well as any modifications that may be required in the workplace
· Ensure that the learner is allocated the appropriate time and resources required for the tasks
· If appropriate, determine and agree with the third party an acceptable timeframe for each observation
· Advise the learner prior to conducting observation/assessment:
· what will occur throughout the assessment process
· when the assessment will occur
· the level of competency expected
· Confirm arrangements for the third party to observe the learner in the workplace with the learner and the third party
· Ensure that the third party understands the requirements and instructions regarding the Third Party Observations/Demonstrations
· Never tell the learner how to perform a task or answer a question, as that would render the assessment invalid – the expectation is that the learner should know this prior to commencing the assessment
· Use the checklists and answer guides to assist you with marking, but never show or share them with the learner or the third party.

[bookmark: _Toc453864161][bookmark: _Toc483477373]Selecting a third party
· The third party must be someone in a position to make a valid comment on performance of the learner, e.g. a line manager
· You may use the third party at your discretion, when you feel the learner has not given a satisfactory response for any of the criteria in the unit of competency. Therefore, you may not need third party evidence for all of the performance criteria.
[bookmark: _Toc453864162][bookmark: _Toc483477374]Conducting the assessment
· Establish and oversee the evidence-gathering process to ensure it remains valid, sufficient, authentic, current and flexible
· Advise the learner when to commence the assessment
· Gather supporting documents, where available and appropriate, as evidence to help you make a judgement of the learner’s competency
· Record observations and evidence against the checklist
· Where a checklist point is not observable due to reasons outside the learner’s control, modify the scenario to allow the learner an opportunity to perform the task in question
· Do not interfere with the assessment unless the learner’s actions impose a risk of harm
· If there is an error, record it
· When the assessment is complete, advise the learner and record your comments in the relevant section. You must determine whether they are competent (C) or not yet competent (NYC).
[bookmark: _Toc453864163][bookmark: _Toc483477375]Making the decision on competency
· The learner needs to be deemed satisfactory for all of the criteria in the unit to gain competency
· If you are in doubt of the learner’s competency, gather further evidence to guide your decision. For example, this may include asking supplementary questions or requesting a portfolio of evidence from the learner
· Assess learners on their performance in this unit, not on actions before or after the assessment (unless a portfolio of evidence is required)
· Use the checklists and your professional judgment to determine the final outcome. However, if the learner’s performance in the assessment does not reflect performance during the course, consider undertaking an oral quiz or other supplementary assessment
· If you are marking the learner NYC (Not Yet Competent), ensure you outline why you have made this decision, and provide advice on how the learner can improve skills/knowledge prior to their next attempt.


When using evidence you have gathered on the learner to judge their competency, the following criteria will need to be met (as applicable to the unit of competency):
· All the performance criteria elements have been addressed to the required standard (set out in the unit of competency)
· The knowledge evidence/required knowledge has been demonstrated
· The performance evidence has been practically demonstrated
· The foundation skills/required skills have been practically demonstrated
· The assessment conditions/critical aspects of assessment have been met
· The context and consistency of assessment are addressed to appropriate AQF level
· The learner has been assessed through a range of assessment methods
· The learner has completed all assessments to the levels defined in the assessor workbook (as stated in the Learner Workbook activity answers and summative assessment answers).
[bookmark: _Toc453864164][bookmark: _Toc483477376]After the assessment
· Provide learners with:
· clear and constructive feedback based on the assessment decision
· information on ways of overcoming any identified gaps in competency revealed by the assessment
· the opportunity to discuss the assessment process and outcome 
· information on reassessment and the appeals process
· an opportunity for reassessment, if appropriate
· Regardless of the outcome of the assessment, provide all learners with a copy of the completed checklist, ensuring the comments section is completed. 
· Where the learner’s performance is deemed not yet competent, provide detailed feedback on the criteria they need to improve upon, if requested
· Record and report the outcome of assessment for each learner.

[bookmark: _Toc415147200][bookmark: _Toc453864165][bookmark: _Toc483477377]Observation/demonstration
Throughout this unit, the learners will be expected to show their competency of the elements through observations or demonstrations. As trainer/assessor, you will compile a list of demonstrations that you recognise the learners will need to complete, or tasks to be observed. Any required observations and demonstrations will need to be completed, as well as the activities found in the Learner Workbook. 
An explanation of observations and demonstrations:
Observation is on-the-job
The observation will usually require:
Performing a work based skill or task 
Interaction with colleagues and/or customers.
Demonstration is off-the-job
A demonstration will require:
Performing a skill or task that is asked of you
Undertaking a simulation exercise.
You will need to inform each learner which one of the above they will be required to do. The observation/demonstration will cover one of the unit’s elements.
The observation/demonstration will take place either in the workplace or the training environment, depending on the task to be undertaken and whether it is an observation or demonstration. As trainer/assessor, you will ensure each learner is provided with the correct equipment and/or materials to complete the task. Learners should also be informed on how long they have to complete the task.
Learners should be able to demonstrate the skills, knowledge and performance criteria required for competency in this unit, as seen in the Learner Guide.


[bookmark: _Toc453864166][bookmark: _Toc483477378]Reasonable adjustments
Where learners are unable to complete the tasks in the methods specified due to situations beyond your/their control, you will need to make reasonable adjustments.
These will be dependent on the specific needs of the learners.
While learner needs will vary on an individual basis, examples are given below:
Learner workbook written answers
If the student is unable to write (e.g. due to a disability or injury), you may ask them questions verbally and record their responses on an audio device.
Also, you have the option of asking supplementary questions to confirm their competency in a given criteria, if necessary.
Skills activity
If the learner is unable to demonstrate their skills at the time of your presence, for whatever reason, they could provide a video demonstration to the assessor, or obtain third party evidence of them demonstrating the skills in question.
Knowledge activity
If the learner is unable to verbally answer questions, for whatever reason, they could provide written answers to the questions, or provide an audio recording of their answer at a later date.
Performance activity
If the learner is unable to perform the required practical tasks at the time of asking, for whatever reason, they may provide video evidence at a later date, or complete the task in a simulated environment, with evidence given by the designated third party, if required.




[bookmark: _Toc453864167][bookmark: _Toc483477379]Additional Evidence
In addition to the assessments provided in this unit, learners may also display competence through additional evidence. 
This may include, but is not limited to:
· Workplace evidence
· Portfolios
· Existing qualifications
· Workplace documents
· Case studies
· Research
· Reports.
This additional evidence may be submitted by the learner or their third party, but should be subject to validation by the assessor.


[bookmark: _Toc453864168][bookmark: _Toc483477380]Learner Workbook Activity answers
Complete the following activities individually or in a group (as applicable to the specific activity and the assessment environment).

Where applicable, a signed observation by either an approved third party or the assessor will need to be included in these activities as proof of completion.

[bookmark: _Toc435695594][bookmark: _Toc483477381]Activity 1A
	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to identify how to analyse the components of the National Quality Framework (NQF) and their relevance to the service

	
	1. What is the National Quality Framework?

2. To which services does the National Quality Framework apply?

3. List the elements of the National Quality Framework.

4. What are the seven areas of assessment according to the National Quality Standard?

1. An example answer could be:

‘The National Quality Framework was founded in 2012 by the government, as a measure to raise the quality and standards of early childhood education and care across the whole of the Commonwealth by introducing consistency in the regulation and assessment of Australian education and care services.’

2. The NQF applies to:

· Long day care
· Family day care
· Preschool/kindergarten
· Outside school hours care.

3. The NQF is comprised of three elements:

· National Quality Standard –  determines the benchmark for the quality of education and care services across Australia
· National legislative framework – provides a consistent approach to the regulation and assessment of education and child care services
· National quality rating and assessment process – rates education and care providers against the National Quality Standard.

4. The seven areas of assessment are:

· Educational program and practice 
· Children’s health and safety
· Physical environment
· Staffing arrangements
· Relationships with children
· Collaborative partnerships with families and communities
· Governance and leadership.






[bookmark: _Toc483477382]Activity 1B
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to identify how to seek advice from a higher authority if clarification is required on interpretation of any aspect of the Framework

	
	1. List three ways a higher authority, such as a supervisor or manager, may be able to help you when it comes to interpreting any aspect of the NQF. 

2. You may also need to look for clarification from outside authorities such as the Australian Children’s Education and Care Quality Authority (ACECQA). 

List three kinds of information (relating to the NCQ) that the ACECQA may be able to provide you with. 

1. Higher authorities may be able to help you to:

· Answer your questions 
· Provide demonstrations 
· Provide you with additional information or contacts.

2. The Australian Children’s Education and Care Quality Authority may have information on:

· Templates and education resources
· An FAQ page where answers are provided to some of the questions that you may have about the framework or its assessment
· NQF video resources that cover a wide-range of topics including:
· why has the NQF been introduced?
· the main changes that have been introduced
· how services are assessed 
· what the ratings mean for services
· the seven quality standards
· examples from excellently rated schools.






[bookmark: _Toc483477383]Activity 1C
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to identify how to confirm staff understanding of the NQF and other legislation and regulations relevant to the service

	
	1. List five objectives of the National Quality Framework under section 3(2) of the National Law.

2. List five principles under section 3(3) of the National Law that you should bear in mind when making decisions about the operation of education and care services. 

3. List three ways you can provide staff (and stakeholders) with information about legislation.

1. The objectives of the NQF under section 3(2) of the National Law include to:

· Ensure the safety, health and wellbeing of children attending education and care services
· Improve the educational and developmental outcomes for children attending education and care services
· Promote continuous improvement in the provision of quality education and care services
· Establish a system of national integration and shared responsibility between participating jurisdictions and the Commonwealth in the administration of the national quality framework
· Improve public knowledge, and access to information, about the quality of education and care services
· Reduce the regulatory and administrative burden for education and care services by enabling information to be shared between participating jurisdictions and the Commonwealth.

2. The learner may choose from principles including:

· The rights and best interests of the child are paramount
· Children are successful, competent and capable learners
· The principles of equity, inclusion and diversity underpin the national law
· That Australia’s Aboriginal and Torres Strait Islander cultures are valued
· That the role of parents and families is respected and supported
· That best practice is expected in the provision of education and care services.

3. The learner may choose from:

· Training or induction guides
· Posters
· Workshops
· Meetings
· Links and information on organisational website
· Newsletters.


[bookmark: _Toc483477384]Activity 1D
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to identify how to clarify details and requirements of the assessment and rating process and share information with all staff in the service

	
	1. List the seven areas of assessment you need to keep in mind according to the National Quality Standard. 

2. List the five rating levels defined by the National Quality Standard.

1. The seven areas of assessment are:

· Educational program and practice 
· Children’s health and safety
· Physical environment
· Staffing arrangements
· Relationships with children
· Collaborative partnerships with families and communities
· Governance and leadership.
 
2. The five rating levels defined by the National Quality Standard are:

· Excellent rating – awarded by ACECQA
· Exceeding National Quality Standard
· Meeting National Quality Standard 
· Working Towards National Quality Standard
· Significant Improvement Required.






[bookmark: _Toc483477385]Activity 2A
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to identify how to determine ways to collect information from staff, children, families and the community to inform self- assessment on a regular ongoing basis

	
	1. List five factors you should be aware of when collecting information from different types of people.

2. List five pieces of information that will be useful to collect from staff.

3. List five ways to collect information from staff.

1. The learner may choose from factors including:

· Language difficulties 
· Literacy issues 
· Developmental issues
· Cultural differences
· Social differences
· Uncooperative parents.

2. Information that will be useful to collect from staff may include:

· Safety issues
· The use of resources and equipment 
· Areas of weakness in provision and own capabilities
· Things they are doing to improve services
· Issues with policies and procedures
· General communication about the children including observations.

3. The learner may choose from methods of collecting information including:

· Communication diary
· Staff surveys
· Regular meetings
· Accident or illness forms
· Open-door policies.






[bookmark: _Toc483477386]Activity 2B
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to identify how to share ideas with colleagues and involve them in the collection of information to inform the self-assessment

	
	1. List three components your quality improvement plan should include.

2. List five ways that staff can collect information.

1. Your quality improvement plan should include:

· A statement about the organisation’s philosophy
· An assessment of own practices and how they match up to the National Regulations and National Quality Standard
· Areas that you think may need improvement.

2. Staff can collect information through:

· Speaking with parents/carers
· Carrying out and recording surveys
· Observing each other working with the children and documenting findings – a checklist could be used for practices demonstrated
· Performance reviews with managers
· Writing and sending requests of information out to parents/carers, members of the community or other professionals that are involved in the child’s care
· Gathering information known about the child e.g. notes and assessments of development
· Ensuring communication and scrapbooks are up-to-date – staff may need to take additional photographs or link the experiences documented with appropriate standards and practices
· Ensuring child’s file and all other documentation is complete.






[bookmark: _Toc483477387]Activity 2C
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to identify how to record the information collected during the self-assessment process against the standards and elements in the NQF

	
	1. List the two standards included in ‘Quality area 1: Educational program and practice’.

2. List five questions you should ask yourself and your colleagues to ensure that you meet these standards.

1. ‘Quality area 1: Educational program and practice’ includes the following standards:

· Standard 1:1 – the educational program enhances each child’s learning and development. 
· Standard 1:2 – educators facilitate and extend each child’s learning and development.
· Standard 1.3 – educators and co-ordinators take a planned and reflective approach to implementing the program for each child.

2. Questions include:

· How do we gain knowledge and understanding about the learning framework?
· How do we ensure higher learning outcomes for all ages?
· How are we able to learn about children – their abilities, interests and strengths?
· How do we ensure children’s experiences are focused on the child and not the adult? 
· How do we help children to participate?
· How do we make decisions and who is involved?
· How do we show children that we value their thoughts and ideas?
· How do we assess development of children through ongoing planning, documenting and evaluation?
· Do we scaffold learning?
· Do we intentionally teach?
· Do we reflect regularly on children’s development – both as a group and as individuals?






[bookmark: _Toc483477388]Activity 2D
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to ensure the self-assessment is available at the service to inform discussion of the assessment and rating process

	
	How might you store your organisation’s self-assessment and why is it important for staff to know where it is kept?

An example answer could be:

‘You may have electronic, or hard copies of your organisation’s self-assessment and it may be held on a computer or filed away. Staff should be aware of where it is kept so it is on hand for any meetings or research that they undertake.’






[bookmark: _Toc483477389]Activity 3A
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to use the information gathered in the self-assessment process to inform the creation of the quality improvement plan

	
	1. Outline the structure you would use for a self-assessment. 

For instance, you may start with ‘Quality area’ and ‘Quality standard/element’ and finish with a ‘Target date’ for completion.

2. List five factors you should identify in your quality improvement plan.

1. An example answer could be:

· Quality area
· Quality standard/element
· Evidence sources
· Evidence of strengths
· Areas for improvement
· Comments
· Target date.

2. The learner may choose from:

· The issue identified
· The related area, standard or element
· The outcome you hope to achieve
· The level of priority – high, medium, low
· How you will know if you are successful
· When do you aim to have resolved the issue?
· What progress have you made with this issue already?






[bookmark: _Toc483477390]Activity 3B
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to collaborate with others to decide upon the strengths and the key improvements sought within the service

	
	1. List five tips to bear in mind when collaborating with others.

2. List five strengths and key improvements you may decide to develop and make. 

1. When collaborating with others, you should:

· Adopt and maintain a proactive active and positive attitude
· Be patient and diplomatic at all times
· Be prepared to compromise
· Respect other peoples’ point of view
· Mediate in disputes if necessary
· Ask for frequent expansion on points that you do not understand.

2. The learner may choose from strengths and improvements including:

· Educational program and practice 
· Children’s health and safety
· Physical environment
· Staffing arrangements
· Relationships with children
· Collaborative partnerships with families and communities
· Governance and leadership.






[bookmark: _Toc483477391]Activity 3C
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to identify how to work in collaboration with others to focus on how the key improvements sought will be reflected in the improvement plan

	
	List and elaborate on three key improvements you might seek to make through the improvement plan.

Key improvements may include:

· Reduce the number of experiences that need heightened supervision:
· certain craft activities that use glue or scissors 
· marble run
· home corner (because it is popular and gets overcrowded) – could add to this area (maybe include a grocers or hairdressers)
· stagger outside time so that children can go out in smaller groups, making them easier to supervise and therefore give the opportunity to engage children in sustained conversations
· Review mealtimes so that children and educators can sit together and talk in small groups:
· separate tables and chairs so that there are four seats at one table
· create a covered seating area outside
· have pretend BBQs and teddy bear picnics where children and educators sit on mats and eat
· Research current best practice for engaging in meaningful interactions:
· internet and book research
· training courses
· networking groups.






[bookmark: _Toc483477392]Activity 3D
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to record all of the required information in the plan

	
	List five pieces of information that should be recorded in the quality improvement plan. 

The learner may choose from:

· Issues 
· Standards and elements 
· Proposed outcomes
· Priority levels
· Steps needed to achieve proposed outcome
· Success measures 
· Timescales
· Progress.






[bookmark: _Toc483477393]Activity 3E
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to plan to collaborate with others on a regular basis to review the quality improvement plan

	
	1. List five examples of how reviewing the quality improvement plan will help you to ensure the plan is effective.

2. List five questions you should ask at review meetings to identify, in conjunction with others, the proposed improvements of the quality improvement plan and their success and implementation. 

1. Reviewing the quality improvement plan will help you to:

· Check that practices are being implemented as planned
· Check the progress of each change
· Identify and rectify any issues with new practices 
· Ensure everyone is informed of the changes
· Prevent complacency issues
· Update and document practices that have been successfully established
· Keep to the proposed schedule for changes to be implemented.

2. Questions to ask include:

· Are we on timescale?
· How far have we got with making the changes?
· Have there been any amendments to the original plan?
· Have there been any problems, are these ongoing or resolved?
· Are improvements working?






[bookmark: _Toc483477394]Activity 4A
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to inform all stakeholders that the service has been selected for assessment and rating and that the assessment and rating process has commenced

	
	1. List five examples of stakeholders.

2. Which two pieces of vital information should you include in letters to stakeholders?

1. Stakeholders may include:

· Owners or managers
· Users of the service e.g. parents 
· Staff members
· Education provider
· Association official or member
· Union representative.

2. You should always include in your letters to stakeholders the dates and times of inspections. 






[bookmark: _Toc483477395]Activity 4B
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to identify how to schedule meetings with stakeholders and staff where appropriate

	
	1. Give one example of a structure you might follow for a meeting.

2. List three tips to keep in mind while presenting information to stakeholders and staff.

1. An example structure could be:

· Introduction
· summary of progress so far 
· topics up for discussion
· Individual responsibilities and accountabilities and feedback 
· Teams and departments
· Issues/topics open for discussion in detail
· Conclusion and summary – this enables you to answer any queries and provide a last motivational boost
· Questions and answers.

2. The learner may choose from tips including:

· Small teams may benefit from an informal presentation method e.g. a group circle
· Slides provide an on-screen method and can sometimes be better than simply speaking as they provide a visual stimulus
· Written communication can help to expand on points in the presentation and give staff something to refer to
· Audio-visual media is a method that uses sound and images e.g. a video recording. It can be very engaging so you could consider it for communicating with team members during the conclusion to a meeting.






[bookmark: _Toc483477396]Activity 4C
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to check for accuracy and completion of all documentation required for examination

	
	1. List three types of documentation you will need to check for accuracy. 

2. List three general tips or ideas you would share with a colleague seeking advice on how to check documentation for accuracy. 

1. Documentation you need to check includes:

· Policies 
· Improvement plan
· Self-evaluation forms.

2. Tips and ideas may include:

· ‘Read through and check you have all the information in place first’
· ‘Next, check if all the information is correct – be careful with dates and facts’
· ‘Check spellings and be aware of different spellings e.g. Stuart and Stewart’
· ‘Try to avoid using abbreviations unless everyone is in agreement and has full knowledge of the meanings’
· ‘Do not rush – if you rush and make a mistake, it will take longer to rectify in the end.’






[bookmark: _Toc483477397]Activity 4D
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to ensure all staff understand what may be required of them during the assessment visit

	
	1. How might you talk to staff about the assessment visit?

2. List five actions staff might be expected to do during the assessment visit. 

1. An example answer could be:

‘You can talk to staff either individually or in a group about the assessment visit. It may be a good idea to send out written information about the assessment visit. If you think that staff might have concerns or worries, be sure to ask them to come and see you to talk about them.’

2. Staff might be expected to:

· Show representatives around the setting 
· Be polite and hospitable
· Co-operate with authorities by answering questions 
· Let authorities sit in and observe teaching
· Encourage children to answer questions from representatives
· Inform/remind parents on arrival.






[bookmark: _Toc453864171][bookmark: _Toc483477398]Summative Assessments answer guide
[bookmark: _Toc483477399]Section A: Skills Activity
Objective: To provide you with an opportunity to show you have the required skills for this unit.

A signed observation by either an approved third party or the assessor will need to be included in this activity as proof of completion.

This activity will enable you to demonstrate the following skills:
· Reading skills – in order to analyse and apply applicable legislative and regulatory requirements, including the National Quality Standards, relevant to the service.

Answer the activity in as much detail as possible, considering your organisational requirements.

1. Over the course of four weeks, identify and read up on three different legislative and regulatory requirements relevant to facilitating compliance in an education and care service. These could include:

· The National Quality Framework for Early Childhood Education and Care (NQF)
· The National Quality Standard
· National and state/territory legislation
· The Education and Care Services National Law
· The Education and Care Services National Regulations 2011.

Write a two-three page report outlining the legislative and regulatory requirements you have identified. Include two points of information you have gained from each piece of legislation/standard you have identified. 

Make sure your report is clear, informative and free from spelling and grammar errors. 

1. The learner should be able to:

· Identify and read up on three different legislative and regulatory requirements relevant to facilitating compliance in an education and care service – including:
· the National Quality Framework for Early Childhood Education and Care (NQF)
· the National Quality Standard
· national and state/territory legislation
· the Education and Care Services National Law
· the Education and Care Services National Regulations 2011.

The learner’s report should contain detailed information regarding legislative and regulatory requirements. It should be clear, informative and free from spelling and grammar errors.






[bookmark: _Toc483477400]Section B: Knowledge Activity (Q & A)
Objective: To provide you with an opportunity to show you have the required knowledge for this unit.

The answers to the following questions will enable you to demonstrate your knowledge of:
· How to access:
· the National Quality Framework
· the National Quality Standards
· the relevant approved learning framework
· How to interpret the relevance of framework and standards documents in guiding work in this unit of competency
· Other legislation, standards and regulations relevant to the children’s services industry 
· Processes for engaging stakeholders in the planning and consultation stages of quality assurance
· Support systems, including government and non-government consultants, resources and personnel
· Best-practice principles and emerging trends in service delivery area.

Answer each question in as much detail as possible, considering your organisational requirements for each one.

All answers will vary depending on the learner and the organisation they work for, but the learner should be able to answer each question competently.

1. Access and read up on the National Quality Framework, the National Quality Standards and any relevant approved learning frameworks. 

To demonstrate you have done so, write a two-page report outlining two points of information you have gained from each information source. 

Make sure your report is clear, informative and free from spelling and grammar errors.

You may use the answers you have given in Section A if you wish. 

2. List the seven areas of assessment according to the National Quality Standards.

Identify the criteria a service must meet in order to attain:

· Element 6.1.1
· Element 6.1.2
· Element 6.1.3.

3. List three other pieces of legislation, standards and/or regulations relevant to the children’s services industry.

4. List three ways to engage and communicate with stakeholders during the planning and consultation stages of quality assurance. For example, through meetings. 

5. List five types of personnel with whom you may collaborate on quality improvement plans.

6. List five of the guiding principles under section 3 (3) of the National Law that you should apply when making decisions about the operation of education and care services. 

1. The learner should be able to:

· Access and read up on:
· the National Quality Framework for Early Childhood Education and Care (NQF)
· the National Quality Standard
· national and state/territory legislation.

The learner’s report should contain detailed information regarding the above frameworks and standards. It should be clear, informative and free from spelling and grammar errors.

2. The seven areas of assessment are:

· Educational program and practice 
· Children’s health and safety
· Physical environment
· Staffing arrangements
· Relationships with children
· Collaborative partnerships with families and communities
· Governance and leadership.

The criteria a service must meet in order to attain elements 6.1.1, 6.1.2 and 6.1.3 are as follows:

· Element 6.1.1 – families are supported from enrolment to be involved in the service and contribute to service decisions.
· Element 6.1.2 – the expertise, culture, values and beliefs of families are respected, and families share in decision-making about their child’s learning and wellbeing.
· Element 6.1.3 – current information is available to families about the service and relevant community services and resources to support parenting and family well-being.

3. The learner may choose from:

· Various pieces of national and state/territory legislation 
· The Education and Care Services National Law
· The Education and Care Services National Regulations 2011.

4. The learner may choose from:

· Team meetings
· Training
· Workshops
· Links and information on organisational website
· Newsletters.

5. The learner may choose from:

· Colleagues
· Clients
· Managers and supervisors
· Teachers, professors, trainers and other educators
· Care workers
· Regulators
· Lawyers.

6. The learner may choose from principles including:

· The rights and best interests of the child are paramount
· Children are successful, competent and capable learners
· The principles of equity, inclusion and diversity underpin the national law
· That Australia’s Aboriginal and Torres Strait Islander cultures are valued
· That the role of parents and families is respected and supported
· That best practice is expected in the provision of education and care services.




[bookmark: _Toc483477401]Section C: Performance Activity
Objective: To provide you with an opportunity to demonstrate the required performance elements for this unit.

A signed observation by either an approved third party or the assessor will need to be included in this activity as proof of completion.

This activity will enable you to demonstrate the following performance evidence:
· Check and maintain compliance in an education and care service, including:
· interpreting and applying the requirements outlined in the National Quality Framework in at least one education and care service
· facilitating a self-assessment process in at least one education and care service
· Develop at least one quality improvement plan, including:
· documenting and checking information for accuracy and completeness
· consulting with at least one other educator or service coordinator to review the plan
· Perform the activities outlined in the performance criteria of this unit during a period of at least 120 hours of work in at least one regulated education and care service.

Answer the activity in as much detail as possible, considering your organisational requirements.

All activity answers will vary depending on the learner and the organisation they work for, but the learner should be able to demonstrate their competency in the unit requirements.

1. Over the course of three months, facilitate compliance in two different education and care services. 

Specifically, you should:

· Analyse the components of the National Quality Framework (NQF) and their relevance to the service
· Seek advice from a higher authority if clarification is required on interpretation of any aspect of the Framework
· Confirm staff understanding of the NQF and other legislation and regulations relevant to the service
· Clarify details and requirements of the assessment and rating process and share information with all staff in the service
· Determine ways to collect information from staff, children, families and the community to inform self-assessment on a regular ongoing basis
· Share ideas with colleagues and involve them in the collection of information to inform the self-assessment
· Record the information collected during the self-assessment process against the standards and elements in the NQF
· Ensure the self-assessment is available at the service to inform discussion of the assessment and rating process
· Use the information gathered in the self-assessment process to inform the creation of the quality improvement plan
· Collaborate with others to decide upon the strengths and the key improvements sought within the service
· Work in collaboration with others to focus on how the key improvements sought will be reflected in the improvement plan
· Record all of the required information in the plan
· Plan to collaborate with others on a regular basis to review the quality improvement plan
· Inform all stakeholders that the service has been selected for assessment and rating and that the assessment and rating process has commenced
· Schedule meetings with stakeholders and staff where appropriate
· Check for accuracy and completion of all documentation required for examination
· Ensure all staff understand what may be required of them during the assessment visit. 

At the end of the three-month period, write a two-page report outlining three things you have done well and three things you need to improve for the future. 

Make sure your report is clear, informative and free from spelling and grammar errors. 

1. The learner should be able to:

· Analyse the components of the National Quality Framework (NQF) and their relevance to the service:
· the National Quality Standard 
· the National Legislative Framework
· the National Quality Rating and Assessment process
· the National Quality Standard’s seven areas of assessment
· educational program and practice
· children’s health and safety
· physical environment
· staffing arrangements
· relationships with children
· collaborative partnerships with families and communities
· leadership and service management
· Seek advice from a higher authority if clarification is required on interpretation of any aspect of the Framework
· ask for clarification from supervisors, managers and external authorities
· consult regulatory authorities for information on:
· information about assessments and ratings
· certifying and approving supervisors 
· submitting application and notification forms
· Confirm staff understanding of the NQF and other legislation and regulations relevant to the service
· identify the legislation and regulations that apply to their state/territory
· identify the objectives of the NQF under section 3 (2) of the National Law
· apply the following guiding principles under section 3 (3) of the National Law when making decisions about the operation of education and care services
· the rights and best interests of the child are paramount
· children are successful, competent and capable learners
· the principles of equity, inclusion and diversity underpin the national law
· that Australia’s Aboriginal and Torres Strait Islander cultures are valued
· that the role of parents and families is respected and supported
· that best practice is expected in the provision of education and care services
· provide staff (and stakeholders) with information about legislation through:
· training or induction guides
· posters
· workshops
· meetings
· links and information on organisational website
· newsletters
· Clarify details and requirements of the assessment and rating process and share information with all staff in the service
· identify the seven areas of assessment:
· educational program and practice 
· children’s health and safety
· physical environment
· staffing arrangements
· relationships with children
· collaborative partnerships with families and communities
· leadership and service management
· prepare staff for inspections by:
· encouraging staff to review mission statements legislation and standards 
· regularly hosting meetings and being available to talk to staff about their concerns
· checking that they have up-to-date contact details for all parents/carers
· encouraging staff to reflect on their own work practices
· collaborating together and carrying out a self-assessment as a practice
· reminding all staff to be cooperative – smile, answer and ask questions, be polite, etc.
· Determine ways to collect information from staff, children, families and the community to inform self-assessment on a regular ongoing basis
· using
· communication diaries
· staff surveys
· regular meetings
· accident or illness forms
· open-door policies
· being sure to maintain awareness of peoples’:
· language difficulties 
· literacy issues 
· developmental issues
· cultural differences
· social differences
· uncooperative parents
· Share ideas with colleagues and involve them in the collection of information to inform the self-assessment
· collecting information through:
· speaking with parents/carers
· carrying out and recording surveys
· observing each other working with the children and documenting findings – a checklist could be used for practices demonstrated
· performance reviews with managers
· writing and sending requests of information out to parents/carers, members of the community or other professionals that are involved in the child’s care
· gathering information known about the child e.g. notes and assessments of development
· ensuring communication and scrapbooks are up-to-date – staff may need to take additional photographs or link the experiences documented with appropriate standards and practices
· ensuring child’s file and all other documentation is complete
· Record the information collected during the self-assessment process against the standards and elements in the NQF, including:
· Standard 1:1 – the educational program enhances each child’s learning and development. 
· Standard 1:2 – educators facilitate and extend each child’s learning and development.
· Standard 1.3 – educators and co-ordinators take a planned and reflective approach to implementing the program for each child.
· Ensure the self-assessment is available at the service to inform discussion of the assessment and rating process, being sure to:
· be aware of where electronic and hard copies of self-assessments are kept
· check with their organisational procedures of authorities to ensure that this is appropriate
· Use the information gathered in the self-assessment process to inform the creation of the quality improvement plan, being sure to:
· think objectively and work with colleagues when creating the quality improvement plan
· identify:
· the issues 
· the related area, standard or element
· the outcome they hope to achieve
· the level of priority – high, medium, low
· how they will know if they are successful
· when they aim to have resolved the issue
· what progress they have made with this issue already
· Collaborate with others(e.g. colleagues, clients, managers and supervisors) to decide upon the strengths and the key improvements sought within the service, being sure to:
· adopt and maintain a proactive active and positive attitude
· be patient and diplomatic at all times
· be prepared to compromise
· respect other peoples’ point of view
· mediate in disputes if necessary
· ask for frequent expansion on points that they do not understand
· Work in collaboration with others to focus on how the key improvements sought will be reflected in the improvement plan, being sure to:
· come up with ideas about how to tackle key improvements
· identify key improvements to be made, for example:
· reducing the number of experiences that need heightened supervision
· reviewing mealtimes so that children and educators can sit together and talk in small groups
· researching current best practice for engaging in meaningful interactions
· Record all of the required information in the plan, being sure to:
· record information in the quality improvement plan
· search for the relevant section and record:
· issues 
· standards and elements 
· proposed outcomes
· priority levels
· steps needed to achieve proposed outcome
· success measures 
· timescales
· progress
· Plan to collaborate with others on a regular basis to review the quality improvement plan, being sure to:
· schedule times to review the quality improvement plan with others on a regular basis
· look at the proposed improvements and question their success and implementation, asking questions such as:
· are we on timescale?
· how far have we got with making the changes?
· have there been any amendments to the original plan?
· have there been any problems, are these ongoing or resolved?
· are improvements working?
· Inform all stakeholders that the service has been selected for assessment and rating and that the assessment and rating process has commenced, being sure to:
· identify stakeholders, including:
· owners or managers
· users of the service e.g. parents 
· staff members
· education provider
· association official or member
· union representative
· inform key stakeholders of the process that the assessment will follow and supply key information, such as the dates and times of the inspection
· Schedule meetings with stakeholders and staff where appropriate, being sure to:
· structure meetings sensibly, e.g. in order of:
· an introduction
· individual responsibilities and accountabilities and feedback
· teams and departments
· issues/topics open for discussion in detail
· conclusion and summary – this enables them to answer any queries and provide a last motivational boost
· questions and answers
· use a couple of different methods to help team members engage 
· ensure that they have covered all the details
· Check for accuracy and completion of all documentation required for examination, being sure to:
· check the accuracy of all the documentation required for examination
· make a good impression when having an assessment
· read through and check they have all the information in place first
· next, check if all the information is correct – being careful with dates and facts
· check spellings and be aware of different spellings e.g. Stuart and Stewart
· try to avoid using abbreviations unless everyone is in agreement and has full knowledge of the meanings 
· refrain from rushing – if they rush and make a mistake it will take longer to rectify in the end
· Ensure all staff understand what may be required of them during the assessment visit, being sure to:
· talk to staff either individually or in a group about the assessment visit
· send out written information about the assessment visit
· ensure that staff know they may have to:
· show representatives around the setting 
· be polite and hospitable
· co-operate with authorities by answering questions 
· let authorities sit in and observe teaching
· encourage children to answer questions from representatives
· inform/remind parents on arrival.

The learner’s report should serve as evidence of learning as a result of the task. It should be clear, informative and free from spelling and grammar errors. 






image1.png




