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Candidate Details
[bookmark: _Toc423446993]Assessment – CHCECE018: Facilitate compliance in education and care service
Please complete the following activities and hand in to your trainer for marking. This forms part of your assessment for CHCECE019: Facilitate compliance in education and care service.
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: _Toc423446994]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:		________________________________________________________
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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:
· Interpret the National Quality Framework
· Facilitate an organisation self-assessment
· Facilitate the development of a quality improvement plan
· Coordinate the service for a site visit
You should also demonstrate the following skills:
· Reading – in order to analyse and apply applicable legislative and regulatory requirements, including the National Quality Standards, relevant to the service.
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	Estimated Time
	30 Minutes

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

	Activity
	What is the National Quality Framework (NQF) and why was it established?










What three elements is the NQF comprised of?











Choose an element from a National Standard and analyse its relevance to the service.
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	Estimated Time
	15 Minutes

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

	Activity
	What can supervisors and managers help you with?



















What could the Australian Children’s Education and Care Quality Authority (ACECQA) help you with?
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	Estimated Time
	15 Minutes

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

	Activity
	In what different ways can you provide staff with information about legislation and the NQF relevant to the service?




















How can you confirm that staff understand of NQF and other relevant legislation?
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	Estimated Time
	20 Minutes

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

	Activity
	What are the seven areas of assessment?














What are the five different levels of rating?













Why is it important to share information with staff?
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	Estimated Time
	20 Minutes

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

	Activity
	You will need to look at various approaches to determine how best to conduct your communications. What should you be aware of when collecting information from staff, children, families and the community?





















How can you collect information from children?
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	Estimated Time
	30 Minutes

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

	Activity
	What should a quality improvement plan include?









What three elements should you employ to help share ideas?








How can staff assess their strengths and weaknesses?












How can you prioritise areas for improvement?
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to use the information gathered in the self-assessment process to inform the creation of the quality improvement plan and collaborate with others to decide upon the strengths and the key improvements sought within the service.

	Activity
	Think of an area that you need to improve at your service and identify:

· The issue 
· 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?







	Standard/
element
	What outcome are we hoping to achieve? 
	Priority level?
	What steps are needed to achieve this outcome?

	





	
	
	

	Success measure
	By when?
	Progress
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to work in collaboration with others to focus on how the key improvements sought will be reflected in the improvement plan and record all of the required information in the plan.

	Activity
	Take notes from your meetings where you have collaborated with others, to focus on how the key improvements sought will be reflected in the improvement plan. Please also provide your notes written up in the plan.
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	Estimated Time
	30 Minutes

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

	Activity
	Why is it important to review the quality improvement plan?


















Make notes on a collaboration you have been involved in to review the quality improvement plan.
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	Estimated Time
	15 Minutes

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

	Activity
	Make a list of all your stakeholders who you would have to inform about being selected for assessment and rating.




















What information do you have to include for each?
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	Estimated Time
	15 Minutes

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

	Activity
	Give an example of how you would structure a meeting.




















What presentation method(s) would you use and why?
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	Estimated Time
	Minutes

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

	Activity
	Why is it important to check accuracy and completion of all documentation?















What documentation will you need to check?












What is the process that you take when checking documentation for accuracy?
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	Estimated Time
	15 Minutes

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

	Activity
	Why is it important to ensure staff understand what may be required of them during an assessment visit?






















What might staff be expected to do during the assessment visit?
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	Estimated Time
	60 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:
· Reading – in order to analyse and apply applicable legislative and regulatory requirements, including the National Quality Standards, relevant to the service.
· 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.

1. The National Quality Framework is governed by a combination of the Education and Care Services National Law and the Education and Care Services National Regulations. The legislation and regulations vary in each state/territory. Research and summarise one aspect relating to legislation and regulations of assessment and ratings in your area.

2. What are the two approved learning frameworks and, according to National Law and regulations, how should you deliver the framework?

3. How do you engage staff and stakeholders in the planning and consultation stages of quality assurance?

4. How can regulatory authorities help you?

5. Carry out a self-assessment. Choose a quality area and an element, and complete the table below.



	Quality area
	


	Quality standard/element
	



	Evidence sources
	



	Evidence of strengths

	











	Areas for improvement

	




	Comments

	




	Target date
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[bookmark: _Toc423447011]Major Activity								
	Estimated Time
	120 Hours, as outlined in the unit of competency

	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. Interpret the National Quality Framework
2. Facilitate an organisation self-assessment
3. Facilitate the development of a quality improvement plan
4. Coordinate the service for a site visit

1. Create a portfolio of evidence to demonstrate how you have:

· Interpreted the National Quality Framework
· Facilitated an organisation self-assessment
· Facilitated the development of a quality improvement plan
· Coordinated the service for a site visit
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