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Candidate Details
[bookmark: _Toc421285583]Assessment – CHCECE026: Work in partnership with families to provide appropriate education and care for children
Please complete the following activities and hand in to your trainer for marking. This forms part of your assessment for CHCECE026: Work in partnership with families to provide appropriate education and care for children.
Name: 		_____________________________________________________________
Address:	_____________________________________________________________
		_____________________________________________________________
Email:		_____________________________________________________________
Employer:	_____________________________________________________________
Declaration
I declare that no part of this assessment has been copied from another person’s work with the exception of where I have listed or referenced documents or work and that no part of this assessment has been written for me by another person.
Signed:		____________________________________________________________
Date:		____________________________________________________________
If activities have been completed as part of a small group or in pairs, details of the learners involved should be provided below:
This activity workbook has been completed by the following persons and we acknowledge that it was a fair team effort where everyone contributed equally to the work completed. We declare that no part of this assessment has been copied from another person’s work with the exception of where we have listed or referenced documents or work and that no part of this assessment has been written for us by another person.
Learner 1:	____________________________________________________________
Signed:		____________________________________________________________
Learner 2:	____________________________________________________________
Signed:		____________________________________________________________
Learner 3:	____________________________________________________________
Signed:		____________________________________________________________


[bookmark: _Toc421285584]Competency Record to be completed by Assessor
Learner Name:		_______________________________________________________
Date of Assessment:	_______________________________________________________
The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as:
	
	Assessor Initials

	Authentic
	

	Valid
	

	Reliable
	

	Current
	

	Sufficient
	



Learner is deemed: 		COMPETENT		NOT YET COMPETENT (Please circle)

If not yet competent, date for re-assessment:		____________________________________

Comments from Trainer / Assessor:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Assessor Signature:		________________________________________________________
[bookmark: _Toc421285585]
Observation/Demonstration

Throughout this unit, you will be expected to show your competency of the elements through observations or demonstrations. Your instructor will have a list of demonstrations you must complete or tasks to be observed. The observations and demonstrations will be completed as well as the activities found in this workbook. An explanation of demonstrations and observations:
Demonstration is off-the-job
A demonstration will require:
Performing a skill or task that is asked of you
Undertaking a simulation exercise
Observation is on-the-job
The observation will usually require:
Performing a work based skill or task 
Interaction with colleagues and/or customers
Your instructor will inform you of which one of the above they would like you to do. The demonstration/observation 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. Your instructor will ensure you are provided with the correct equipment and/or materials to complete the task. They will also inform you of how long you have to complete the task.
You should be able to demonstrate you can:
1. Provide families with opportunities to be involved in the service
2. Provide information to families about their child
3. Provide information to families about the service
4. Provide information about community services and resources.
You should also demonstrate the following skills:
Oral communication. 


[bookmark: _Toc421285586]Activities
[bookmark: _Toc421173890][bookmark: _Toc421285587]Activity 1A
	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to create a welcoming environment for all families using the service.

	Activity
	How can your ensure that a welcoming environment is created for all families using a particular service?

· Providing refreshments or facilities to make them
· Using icebreakers
· Encouraging children and parents to ask questions
· Responding to questions 
· Having clear signs to show children and parents where to go on arrival
· Allocating space for each child’s belongings
· Ensuring the décor is appropriate
· Using a location that is accessible
· Remembering and using the name of each child and parent 
· Valuing the time of the children and their parents
· Identifying and meeting needs of each individual family
· Encouraging children and parents to ask questions
· Responding to questions 
· Inviting parents to explore the service
· Providing areas for children and their parents where they can spend time together
· Providing areas for families to get to know other families
· Creating a calm and respectful environment
· Having an area available for confidential discussions
· Sending out regular newsletters 
· Creating displays with family news, celebrations, photos and paintings
· Allowing parents to have a role within the service
· Showing parents the work that their child has done.


Think about your current workplace. What strategies are currently used to create a welcoming environment?

· Valuing the time of the children and their parents
· Identifying and meeting needs of each individual family
· Encouraging children and parents to ask questions
· Responding to questions 
· Inviting parents to explore the service

Do you think this could be improved in any way?

Our workplace only sends out a newsletter each term. An improvement would be to aim to send a weekly newsletter to keep the parents up-to-date with anything that is going on. 
Our workplace doesn’t have a system in place for storing the children’s belongings. By improving this and allocating a space (maybe a peg and a storage tray) for each child, the service becomes a much more welcoming environment.

Outline how you can ensure that a service is welcoming to a wide range of different cultures.

· Providing information clearly (maybe in a range of languages)
· Not discriminating in any way
· Ensuring that the children are aware that discrimination is wrong
· Encouraging children to develop positive attitudes
· Reflecting the widest possible range of communities within the service
· Celebrating a wide range of festivals
· Considering cultural and religious differences in terms of food.


Imagine a child with a visual impairment will be joining your services. How can you ensure that the child and their family feel welcome?
 
We would need to ensure that the child has everything they need to experience the service in the same way that every other child does. Learning materials may need to be adapted (created in braille). Braille may even need to be taught to this child (depending on their age). Perhaps a ‘buddy’ could be allocated to assist the child in daily activities. An important aspect in making this child feel welcome would be to encourage each child to develop a positive attitude about themselves and people that are different from themselves. The aim is to ensure that the child with the visual impairment never feels isolated or different from the other children. Embrace differences.
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Activity 1B
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to respond to families’ questions, concerns and requests in a prompt and courteous way.

	Activity
	Give examples of the different topics that questions, concerns and requests may refer to.

· Hours
· Costs
· Staff to children ratio
· Experience and qualifications
· Daily routines
· Discipline policy
· Food
· First aid.


Imagine you are a parent looking at joining a new service. Create a list of questions, concerns or requests that you may have. 

1. Daily routines – does the centre follow theirs for babies or the parents
2. Staff to children ratio for babies
3. How many experienced staff do you have that have children of their own
4. Can I drop in to see my child at anytime during the day


In pairs, imagine one of you is the service provider and the other is the parent of one of the children. 
The parent should raise a concern, make a request or ask a question.
The service provider should respond appropriately.
Swap roles and complete the task again.
As a pair, discuss your responses. Could they be improved?

1. Daily routines – we follow the parents routine for babies and ask that the parent record what their babies needs are so that we can meet them.
2. We have 1 x staff member for 4 x babies.
3. Most of our staff have children of their own and 3 of them have their children at the centre.
4. You can come into the centre to visit your child at anytime you like.
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to encourage families to share their knowledge, skills, expertise and aspects of their family life and culture and inform and create opportunities for families to contribute to the operation of the service in an advisory, consultative or decision-making role.

	Activity
	Why is encouraging families to share information and contribute to the operation of the service so important?

· Families know their child better than anyone
· Beneficial to service
· Helps provide the best possible environment
· Can gain a better understanding of each child
· Allows you to develop relationship with families
· Can gain an insight of each child’s family life.


Outline different ways that you can encourage families to share their knowledge, skills, expertise and aspects of the family life and culture.

· Holding initial meetings
· Asking them to fill out a form/questionnaire
· Creating a notice board that they can add to
· Creating a forum
· Visiting homes.


Suggest ways that you can create opportunities for families to contribute to the operation of your service.

· Give advice
· Contribute to the curriculum
· Help make important decisions related to the service
· Volunteer for day trips
· Share recipes and stories related to their culture
· Assist in activities
· Help plan special occasions 
· Donate things to the service
· Visit the group to share information about their job or family traditions.
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to share information with families about children’s progress, relationships, interests and experiences both in and outside the service.

	Activity
	Give examples of the information that families will want you to share with them.

· New things that the child has learnt
· New friends that the child has made
· New interests that the child has developed
· New experiences that the child has had
· New foods that the child has tried
· New books that the child has started reading
· New things that the child has achieved (e.g. counting to five).

How can you do this?

· Creating a diary
· Arranging progress meetings
· Making regular phone calls
· Arranging home visits
· Sending weekly newsletters
· Sending information notes
· Creating bulletin boards
· Arranging workshops
· Arranging informal meetings.


Outline how you encourage two-way communication within your own organisation.

· Using diaries that they and the families add information to and read
· Making time to make calls to the family to simply ask what’s going on or if there is something new that they should be aware of
· Creating a ‘WOW’ display for the children’s achievements that the service and families can add to 
· Holding monthly meetings to keep each other informed.
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	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to inform families promptly and sensitively of any incidents affecting their child.

	Activity
	Role Play Activity.
Get into pairs; label yourselves A and B.

Person A; you are a member of staff at a childcare centre. One of the children has bitten three other children today. It is your task to inform their family member about this incident (Person B).

The Assessor observed my interaction to the parents during this role play. There was no judgement made or intention to make the family member feel bad.  I suggested that between the parents and the centre that we come up with a plan to help the child realise that biting isn’t appropriate.  We will look at a sticker chart.

Person B; you are now the member of staff at a childcare centre. A child has fallen over in the playground and has a suspected broken arm. You have called for an ambulance. It is now your task to ring the child’s family member (Person A).


During my conversation to the parents I kept my voice normal, spoke clearly and avoided making the family member panic by staying calm and in control.


As a pair, evaluate your attempts. Is there anything that could have been differently? Is there anything that you shouldn’t have done?

No improvements were suggested or needed.
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to demonstrate an understanding of each child and their family and community context.

	Activity
	Outline the different ways that you can gain an understanding of each child and their family and community context.

· An initial meeting
· A form for families to fill in
· Observing children
· Interacting with children
· Listening to children
· Asking yourself questions (e.g. what do you think each child is ready for?)



Choose two children that you have worked with. How did they differ? (Do not refer to names; use ‘Child A’ and ‘Child B’).

Child A

· Learnt better through demonstration
· Was quiet
· Could count to ten
· Came from a single-parent family
· Was an only child.

Child B

· Learnt better through trying it themselves
· Was loud
· Could count to five
· Came from a family where both mum and dad were present
· Had many siblings.


How did you ensure that the daily activities were appropriate for the both of them?

For a particular task, the group was divided into two smaller groups; those that learn through watching a demonstration and those that learn from giving it a go. They are both doing the same thing, just differently in order to meet their particular learning technique.
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to implement strategies that facilitate shared decision-making with families.

	Activity
	Why is shared decision making important?


· Families make continuous decisions for child
· Information families have is valuable to your service
· This information can help tailor service and daily activities 
· You can learn from families; they can learn from you
· Child’s needs are better met
· Make families feel as though their opinions matter 
· Make families feel as though their child’s needs are being spoken for.


What strategies does your current workplace implement in order to facilitate shared decision making?

Meetings, forums and opinion questionnaires.



Could you do anything more?

For families that cannot attend these meetings, we could send out an ‘opinion’ questionnaire asking them what they think of the issue at hand. This way, you can still gain their opinion on the matter even though they cannot attend the meeting.
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	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to make information about the operation of the service available to families and provide information about the service in the main languages used in the community.

	Activity
	Give examples of the different types of information that should be available for families.

· Visions/missions
· Meal plans
· Curriculum 
· Planned trips
· Policies (e.g. how behaviour is managed)
· Procedures
· Opening and closing times
· Contracts
· Reports
· Staff training and qualifications
· Meeting minutes
· Upcoming events
· Fees 
· Major changes to service.


How can you make this information accessible?

· Sending out newsletters
· Creating handbooks 
· Holding meetings
· Creating committees
· Making phone calls
· Sending out emails
· Sending text messages
· Creating and maintaining a website
· Using social media
· Displaying a notice board.

One child’s family member has a visual impairment. Another child’s family member has difficulty reading and a couple of other children have family members that don’t use English as their first language. They have all requested information regarding the policies and procedures of your service. How will you ensure that they can all interpret the information correctly?

The centre needs to ensure that the policies and procedures are accessible in a variety of forms and in the applicable languages. A copy should be created in braille for the visually impaired family member. Perhaps a meeting/discussion should be arranged. This would mean that the family member that has difficulty 
reading can be told about the policy and procedures. This also gives the opportunity for people to ask questions and gain an immediate answer.
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	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to provide information about community services and resources.

	Activity
	What areas may families need extra help or support with?

· Specialist care
· Housing support
· Financial support
· Parenting issues
· Medical services
· Furthering their education.

How can you make information about community services and resources available to the families that may need them?

· Displaying posters
· Providing brochures, leaflets and pamphlets 
· Creating notice boards
· Putting resource folders together
· Designing a newsletter
· Sending out emails
· Creating a small library
· Making ‘tip’ sheets
· Lending out DVDs
· Holding own support meetings
· Holding own workshops
· Arranging regular social events.

What system does your current workplace have in place for keeping the contact details of these community services and resources? How are these details kept up-to-date?

These are kept in a file in the Supervisor’s office.  It is the responsibility of the Supervisor to keep this information up to date.

Could this be improved in any way?

A database could be introduced as a good way of storing these details.

A family member using your service has taken to you one side and explained that they are being made redundant, leaving them in financial difficulty. They have nobody else to turn to. Create a list of resources and services that may be useful for this person.

I would suggest that they contact Centrelink and find out how they can help them.





[bookmark: _Toc421285596]Skills and Knowledge Activity
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the foundation skills, knowledge evidence and performance evidence.

	Activity
	Complete the following individually and attach your completed work to your workbook.

The answers to the following questions will enable you to demonstrate your knowledge of:
· Work collaboratively with at least three different families to support education and care
· Involve families in the service/program 
· Oral communication skills
· How to access:
· the National Quality Framework
· the National Quality Standards
· the relevant approved learning framework
· How to navigate through framework and standards documents to find areas relevant to this unit of competency
· Strategies for involving family members in the service
· Organisation standards, policies and procedures
· Relevant theories that underpin the value of family/educator relationships.

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

This Skills and Knowledge Activity requires an observation in your workplace. Your instructor will observe you working with different families to support the education and care of the children within your service (at least three different families).

You should:

· Involve families in the service using a variety of strategies
· Demonstrate your oral communication skills
· Share relevant information with families
· Demonstrate an understanding of relevant theories, standards and frameworks
· Reflect your organisation’s standards, policies and procedures.

Observation was undertaking by my Assessor and I was deemed competent in this area.

I was able to demonstrate my oral communication skills throughout. My behaviour reflected my organisation’s standards, policies and procedures. I was able to demonstrate an understanding of relevant frameworks, standards and theories.

I was able to demonstrate strategies for involving families, for example:

· Creating a welcoming environment
· Asking and responding to questions
· Encouraging families to share knowledge, expertise and aspects of their family and culture
· Creating opportunities for families to get involved (e.g. volunteering, fund raising)

I was able to demonstrate that I can appropriately share information with families, for example:

· Creating daily diaries to share progress with families
· Arranging progress meetings
· Arranging home visits
· Sending out ‘good news’ informal notes
· Creating a bulletin board.
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	Estimated Time
	1 Hour

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the entire unit.

	Activity
	This is a major activity – your instructor will let you know whether you will complete it during class or in your own time.
Attach your completed answers to the workbook.
You must individually, answer the following questions in full to show your competency of each element:
1. Provide families with opportunities to be involved in the service
2. Provide information to families about their child
3. Provide information to families about the service
4. Provide information about community services and resources

1. Suggest different ways that a welcoming environment can be created and maintained.

· Providing refreshments or facilities to make them
· Using icebreakers
· Encouraging children and parents to ask questions
· Responding to questions 
· Having clear signs to show children and parents where to go on arrival
· Allocating space for each child’s belongings
· Ensuring the décor is appropriate
· Using a location that is accessible
· Remembering and using the name of each child and parent 
· Valuing the time of the children and their parents
· Identifying and meeting needs of each individual family
· Encouraging children and parents to ask questions
· Responding to questions 
· Inviting parents to explore the service
· Providing areas for children and their parents where they can spend time together
· Providing areas for families to get to know other families
· Creating a calm and respectful environment
· Having an area available for confidential discussions
· Sending out regular newsletters 
· Creating displays with family news, celebrations, photos and paintings
· Allowing parents to have a role within the service
· Showing parents the work that their child has done.

2. Outline common questions, concerns and requests that families have. How should you deal with these?

· Hours e.g. what time can the child be dropped off and picked up?
· Costs e.g. what is the hourly rate and how can payment be made?
· Staff to children ratio e.g. how many children is each staff member responsible for?
· Experience and qualifications e.g. how experienced are the staff?
· Daily routines e.g. how will the service’s daily routine meet the child’s needs?
· Discipline policy e.g. how is behaviour managed and dealt with?
· Food e.g. how will any dietary needs or allergies be accounted for?
· First aid e.g. is each member of staff trained in first aid?

When dealing with families’ questions, concerns and requests:

· Listen carefully
· Show that you are interested
· Indicate that you are enthusiastic
· Ask for their opinions
· Make them feel like they have a say in the matter
· Work together to figure out a solution, when possible.

3. Give an example of how you can encourage families to share their knowledge, skills, expertise and aspects of their family life and culture.

· Holding a meeting
· Asking them to fill in s form/questionnaire
· Creating a notice board
· Creating a forum
· Visiting home.

4. How can you create opportunities for families to contribute to the operation of the service?

· Giving advice
· Contributing to the curriculum
· Helping make important decisions
· Volunteering for day trips
· Sharing recipes and stories (related to culture)
· Assisting in activities
· Helping plan special occasions
· Donating things
· Visiting group to share information.

5. Give examples of the different ways that you can share information with families.

· Creating a diary
· Arranging progress meetings
· Making regular phone calls
· Arranging home visits
· Sending weekly newsletters out
· Sending informal notes home
· Creating bulletin boards
· Arranging workshops
· Arranging informal meetings.

6. Give examples of different incidents that may occur that you will need to inform families about. Suggest ways that you can do this sensitively.

Incidents may include:

· Serious (e.g. head injuries or a broken bone)
· Less serious (e.g. a grazed knee or trapped fingers)
· Behavioural issues (e.g. biting or swearing).

Being sensitive involves:

· Staying calm
· Keeping voice normal
· Not making family member panic
· Speaking clearly and slowly
· Answering any questions
· Not judging
· Not making them feel bad
· Suggesting ways to help
· Supporting the family member.

7. Give a brief explanation of how you can gain an understanding of each child and their family and community context. How can you demonstrate this understanding?

Gaining an understanding of each child may involve:

· An initial meeting
· A form for families to fill in
· Observing children
· Interacting with children
· Listening to children
· Asking yourself questions (e.g. what do you think each child is ready for?)

This understanding can then be demonstrated in the daily activities that create an experience that supports each child’s own individual development and learning.

8. Why is shared decision making important? Outline strategies that can be used to implement shared decision making.

Shared decision making is important because:

· Families make continuous decisions for child
· Information families have is valuable to your service
· This information can help tailor service and daily activities 
· You can learn from families; they can learn from you
· Child’s needs are better met
· Make families feel as though their opinions matter 
· Make families feel as though their child’s needs are being spoken for.

Strategies may include:

· Meetings
· Forums
· Opinion questionnaires.

9. Give examples of the types of information that should be available for families.

· Visions/missions
· Meal plans
· Curriculum 
· Planned trips
· Policies (e.g. how behaviour is managed)
· Procedures
· Opening and closing times
· Contracts
· Reports
· Staff training and qualifications
· Meeting minutes
· Upcoming events
· Fees 
· Major changes to service.

10. How can you make this information accessible?

· Sending out newsletters
· Creating handbooks 
· Holding meetings
· Creating committees
· Making phone calls
· Sending out emails
· Sending text messages
· Creating and maintaining a website
· Using social media
· Displaying a notice board.

11. What may families need information about community services and resources for? 

· Specialist care
· Housing support
· Financial support
· Parenting issues
· Medical services
· Furthering their education.

12. How would you maintain the current contact details of these community services and resources?

Contact details could be stored in a database, making them easy to find when you need them. 

13. In what ways could you assist families to locate and contact community services and resources?

We could offer to contact the service/resource if the family member cannot do so.
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