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[bookmark: _Toc435015414][bookmark: _Toc435103747][bookmark: _Toc453864159][bookmark: _Toc485304628]Instructions to Assessor
[bookmark: _Toc453864160][bookmark: _Toc485304629]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: _Toc485304630]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: _Toc485304631]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: _Toc485304632]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: _Toc485304633]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: _Toc485304634]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: _Toc485304635]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: _Toc485304636]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: _Toc485304637]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: _Toc485304638]Activity 1A
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to identify how to ensure curriculum decisions are made with a view to promoting inclusion and participation of all children

	
	1. List five benefits of including all children in all activities.

2. List three ways of ensuring curriculum decisions promote the inclusion and participation of all children. 

1. Including all children in all activities helps to:

· Build the children’s confidence and self-esteem
· Cultivate group friendships
· Foster a positive and enjoyable environment
· Help to maximise the children’s potential
· Unlock the children’s talents 
· Broaden the children’s horizons
· Nurture new interests
· Encourage children to return to the group.

2. To ensure curriculum decisions promote the inclusion and participation of all children, you should:

· Select subjects according to their potential for discussion, games and other participatory activities
· Select activities in which everyone can participate, regardless of their:
· race or ethnicity
· age
· gender
· ability
· education
· socio-economic status 
· religion
· ability
· Select subjects and activities that will resonate with and interest young people
· Discuss curriculum decisions with managers, colleagues and other key stakeholders, including parents and guardians
· Consider, at all times, how the children may react to particular decisions intellectually, socially and as a group.


[bookmark: _Toc485304639]Activity 1B
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to demonstrate a belief in children’s capacity to succeed in all interactions with families and children

	
	List five ways of demonstrating a belief in a child’s capacity to succeed.

To demonstrate belief in a child’s capacity to succeed, you should:

· Adopt and maintain a positive and energetic attitude
· Speak to the children and their families directly
· tell them that you believe in them, that they are capable of great things 
· Focus on the child’s attributes and strengths
· Praise and reward achievements, however great or small 
· Frame the child’s goals positively
· for example, refer to their weaknesses (they may be shy in big groups) as ‘things to improve’
· Smile and use eye contact during interactions to build trust and rapport.





[bookmark: _Toc485304640]Activity 1C
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to reflect upon practices to find equitable and effective ways to ensure all children have opportunities to achieve learning outcomes

	
	1. List five ways of reflecting upon practices effectively.

2. List five ways of ensuring children have the opportunity to achieve learning outcomes. 

1. To reflect upon practices effectively, you should:

· Dedicate a specific amount of time to thinking about this issue
· Discuss practices with managers, colleagues and other key stakeholders
· Consider your own education and experiences and not just what your organisation does already
· Think about what works well and why 
· Think about what doesn’t work well and why
· Conduct your own research; reading online articles, newspapers, magazines, etc.

2. To ensure children have the opportunity to achieve learning outcomes, you should:

· Help all children to access and participate in all activities
· Support children with specific needs
· such as mental or physical disabilities and behavioural and emotional problems
· Alert staff to children’s needs
· Work in coordination with other key stakeholders
· such as parents, guardians, social workers, etc.
· Encourage children to raise issues and problems they are facing, whether they’re personal, familial or financial
· Review policies and practices regularly.





[bookmark: _Toc485304641]Activity 1D
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to develop own professional knowledge and work in partnership with families, communities and other services and agencies

	
	1. List five ways of developing your own professional knowledge.

2. List five individuals, groups or services with whom you may need to work in partnership. 

1. To develop your own professional knowledge, you should:

· Enrol in training courses
· Attend conferences, lectures, seminars and workshops
· Network
· Read books and online, newspaper and magazine articles
· Follow blogs and social media pages 
· Engage on online forums
· Find mentors.

2. You may need to work in partnership with:

· Family members
· Friends
· Teachers
· Coaches
· Social workers
· Religious leaders.





[bookmark: _Toc485304642]Activity 1E
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to support all children regardless of background, gender, age or ability to fully participate as valued members of the group

	
	1. What does it mean to support all children regardless of their characteristics?

2. List three Australian anti-discrimination laws. 

1. An example answer could be:

‘To support all children means to help all children regardless of their:

· Race or ethnicity
· Age
· Gender
· Ability
· Education
· Socio-economic status 
· Religion
· Ability
· Any other personal characteristics.’

2. Australian anti-discrimination laws include (but are not limited to):

· Age Discrimination Act 2004
· Australian Human Rights Commission Act 1986
· Disability Discrimination Act 1992
· Racial Discrimination Act 1975
· Sex Discrimination Act 1984.





[bookmark: _Toc485304643]Activity 1F
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to identify how to assist, support and encourage each child’s efforts to participate

	
	List seven ways of assisting, supporting and encouraging each child’s efforts to participate. 

To assist, support and encourage each child’s efforts to participate, you should:

· Praise and reward the child’s efforts to build positive reinforcement
· Focus on the child’s strengths and achievements
· Break down tasks and activities into smaller steps
· Talk the child through each task and activity if necessary 
· Provide verbal support and guidance
· e.g. ‘excellent,’ ‘well done,’ ‘you can do it’ 
· Provide non-verbal support and guidance
· e.g. by standing nearby, smiling, nodding and clapping your hands
· Provide the child with positive feedback
· Demonstrate that you are interested in what they are doing and saying
· Help the child to overcome their anxieties and fears about certain tasks.





[bookmark: _Toc485304644]Activity 1G
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to identify areas of the service’s philosophy and policies that relate to inclusion, equity and diversity and reflect on related practice

	
	1. List three ways of identifying and reflecting on the service’s policies and practices.

2. List three individuals or groups with whom you may discuss the issues of inclusion, equity and diversity. 

1. To identify and reflect on the service’s policies and practices, you should:

· Identify any areas of your organisation’s philosophy and policies that relate to inclusion, equity and diversity
· Think about how the issues of inclusion, equity and diversity relate to your practice
· Discuss these issues with your manager, supervisor or colleagues
· Record your observations, discussions, thoughts and ideas in a log. 

2. You may discuss the issues of inclusion, equity and diversity with:

· Contacts you’ve made through networking
· Previous colleagues
· Online forum members 
· Social media groups
· Industry or sector leaders; those with specific expertise in your field.





[bookmark: _Toc485304645]Activity 2A
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to identify how to value different capacities and abilities, and respect differences in families’ home lives

	
	1. List five ways of valuing peoples’ different capacities and abilities.

2. List five ways in which peoples’ home lives can be different. 

1. Valuing peoples’ different capacities and abilities means:

· Accepting that everyone is different
· Looking for the best in people
· Directly acknowledging peoples’ strengths
· e.g. praising and providing direct feedback on achievements, laughing and smiling 
· Acknowledging the benefits of diversity
· e.g. for the group dynamic, as well as activities and discussions – everyone can bring something different to the table
· Encouraging everyone to embrace their individuality.

2. Peoples’ home lives differ according to:

· Whether their parents are married or unmarried
· Upbringing
· Socio-economic status
· Religious and/or cultural beliefs
· Political beliefs
· Personal and familial issues
· Education.





[bookmark: _Toc485304646]Activity 2B
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to recognise that diversity contributes to the richness of society and provide children with opportunities to explore this richness

	
	List five ways of recognising and fostering understanding of the richness of diversity. 

To recognise and foster understanding of the richness of diversity, you could:

· Give presentations on the importance of diversity in society
· Conduct discussions and debates around certain topics
· e.g. on the cultural significance of Air’s Rock for Aborigines, Anzac Day for the military, Chinese New Year for the Chinese, etc.
· Facilitate group work, providing people from different backgrounds with the opportunity to interact with and learn from each other 
· e.g. have groups work on different projects
· Play games that celebrate difference
· e.g. learning words in different languages for certain animals or household items
· Organise ‘show-and-tell’ sessions, wherein the children can bring in an item of significance and then explain to the rest of the group why that item is important to them or their culture
· Listen to different music, watch short films, distribute photos and pictures of different places, etc.





[bookmark: _Toc485304647]Activity 2C
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to uphold all children’s rights to have their cultures, identities, abilities and strengths acknowledged and valued in curriculum decisions

	
	List five ways of upholding children’s rights to respect.

To uphold children’s rights to respect, you should:

· Make sure all curriculum decisions are made with consideration of children’s:
· race or ethnicity
· age
· gender
· ability
· education
· socio-economic status 
· religion
· ability
· Take managers and colleagues to task when they overlook or ignore children’s rights
· Contact the relevant authorities when you feel there has been a serious breach of the children’s rights
· Hold regular meetings to discuss issues and remind people of their responsibilities
· Consult lawyers regularly to identify any relevant changes in the law
· Circulate print-outs or handbooks containing details of the importance of upholding children’s rights.





[bookmark: _Toc485304648]Activity 2D
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to draw children’s attention to issues of fairness relevant to them

	
	List three ways of drawing children’s attention to issues of fairness relevant to them. 

To draw children’s attention to issues of fairness relevant to them, you could:

· Discuss with them the importance and definition of fairness
· Give the children opportunities to practice being fair
· Watch short films or online videos demonstrating fair or unfair behaviour and ask the children to assess what they have seen in terms of fairness
· Praise them for fair behaviour
· Notify them when they are behaving unfairly.





[bookmark: _Toc485304649]Activity 2E
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to provide children with opportunities to learn about similarities and differences, interdependence and how we can learn to live together

	
	List three ways to provide children with opportunities to learn about living and working together.

To provide children with opportunities to learn about living and working together, you could:

· Discuss with them the importance of accepting peoples’ similarities and differences
· Give presentations on the importance of interdependence and learning to live together
· e.g. perhaps you could point to great sporting achievements or historical events (such as the Good Friday Peace Agreement between the UK, Northern Ireland and The Republic of Ireland) as evidence of what can be achieved through teamwork, compromise and mutual understanding 
· Conduct discussions and debates about times that you or the children have experienced success as a result of interdependence and working together
· Encourage them to celebrate their similarities and differences
· Organise games that reward team work.





[bookmark: _Toc485304650]Activity 2F
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to engage children in discussions about respectful and equal relations

	
	1. List five foundations on which respectful and equal relations are built. 

2. List three ways of engaging children in discussions about respectful and equal relations. 

1. Respectful and equal relations are built on:

· Respect
· Equality
· Trust
· Honesty
· Encouragement 
· Kindness
· Freedom
· Compromise
· Listening.

2. To engage children in discussions about respectful and equal relations, you could:

· Give presentations on the definition and importance of respectful and equal relations
· Give the children opportunities to identify respectful and equal relations 
· Watch short films or online videos demonstrating respectful and equal relations – or the opposite – and ask the children to assess what they have seen
· Praise them for treating others with respect and consideration
· Notify them when they are being disrespectful.





[bookmark: _Toc485304651]Activity 3A
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to identify how to investigate child’s barrier to learning

	
	1. List three types of barriers to learning.

2. List three ways of investigating barriers to learning. 

1. Barriers to learning include:

· Practical barriers
· time
· transport
· other responsibilities and commitments
· finance
· Personal barriers
· lack of confidence, self-esteem or motivation
· lack of motivation
· learning difficulties
· mental health problems
· physical health problems
· negative personal experiences of learning
· Social and cultural barriers
· peer pressure
· religious beliefs
· language
· bullying
· Emotional barriers
· personal issues, such as stress.

2. To investigate barriers to learning, you should:

· Discuss with your manager, supervisor and/or colleagues whether they think a child is struggling with barriers to learning
· Speak directly with the young person
· start the conversation with phrases like, ‘I’ve noticed lately that you’ve missed a few lessons/activities’, ‘I just wanted to check whether everything is okay; you don’t seem as interested as you have been in the past’, etc.
· Speak to the young person’s family, carers or any other significant people in their lives to understand what might be the problem.





[bookmark: _Toc485304652]Activity 3B
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to identify how to collect and use data to form an accurate understanding of the barrier to learning

	
	1. What is the difference between quantitative and qualitative data?

2. What could collecting data involve?

3. What could using data involve?

1. An example answer could be:

‘‘Quantitative data’ means numbers and statistics generated by mathematical analysis of information and yes/no questions. Such data is easy to express and present in statistical and visual terms – for example, in percentages – and is useful for making sense of trends in a fast and simple manner.

‘Qualitative data’, meanwhile, refers to descriptive or anecdotal information generated by in-depth research and open-ended questions (e.g. comments on questionnaires, interviews, social media messages, emails, complaints, etc.). This information needs to be analysed carefully as it can often be subjective and open to interpretation. It provides more insight than quantitative information, though is less easy to express visually or in statistical terms.’

2. Collecting data could involve:

· Distributing and assessing surveys and questionnaires 
· Holding meetings with young people and their families to discuss any barriers to learning they might be experiencing
· Observing and making notes on young children’s participation in activities.

3. Using data could involve:

· Visually representing it in the form of percentages, graphs, pie charts, etc.
· Analysing it to identify trends
· Compiling quantitative and qualitative data into reports
· Keeping and using it as evidence.





[bookmark: _Toc485304653]Activity 3C
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to identify how to discuss concerns with others to develop a holistic understanding of a particular child’s needs and use this information to inform actions

	
	1. List three ways of discussing your concerns effectively.

2. List three ways of planning how to help children overcome their problems. 

1. To discuss your concerns effectively, you should:

· Set aside a substantial amount of time to discuss the issues
· Schedule discussions at a time that suits everyone of importance
· Provide everyone with adequate notice
· Bring as much information to the discussion as possible, so that you have tangible evidence and details to discuss 
· Take notes so that you have a record of everyone’s observations, thoughts and ideas.

2. To plan how to help children overcome their problems, you should:

· Think of a range of ideas and solutions 
· Discuss the strengths and weaknesses of each idea in depth
· Select a few – perhaps three or four – choice solutions that have the potential to help the child
· Break down each solution into a series of small steps
· Establish a timeline or schedule for putting solutions and measures into action.





[bookmark: _Toc485304654]Activity 4A
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to consider the child’s abilities, goals, interests, expectations and health status in the context of their cultural values, needs and requirements when making curriculum decisions for the child

	
	1. List five factors – related to the child – that you should consider when making curriculum decisions. 

2. List three ways of considering the child’s abilities, goals, interests, etc. when making curriculum decisions. 

1. You should consider the child’s:

· Abilities
· Goals
· Interests
· Expectations 
· Health status
· Cultural values
· Needs and requirements.

2. To consider these issues effectively, you should:

· Dedicate a specific amount of time to thinking about them
· Discuss them with managers, colleagues and other key stakeholders
· Think about what kind of curriculum decisions would suit the child and why
· Think about what kind of curriculum decisions would be unsuitable and why
· Speak to the child one-on-one and discuss the above factors.





[bookmark: _Toc485304655]Activity 4B
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to develop the plan in consultation with other professionals and the family

	
	List five different individuals, groups or services you should consult when developing a support and inclusion plan for a particular child. 

When developing a support and inclusion plan for a particular child, you should consult:

· Family members
· Guardians/carers
· Social workers
· Teachers
· Extra-curricular activity leaders 
· coaches
· instructors
· tutors
· Counsellors
· Psychiatrists
· Doctors and physicians
· Religious leaders.





[bookmark: _Toc485304656]Activity 4C
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to adapt the environment and routines to ensure inclusion of all children with additional needs

	
	1. List five examples of ‘additional needs’. 

2. List three steps you may need to take to adapt the environment and routines to ensure all children with additional needs are included.

1. Additional needs could mean:

· Behavioural or psychological disorders
· Children at risk of harm or illness
· Family circumstances and needs
· Health problems
· Physical, sensory or developmental disability 
· Children and families in exceptional circumstances or with additional needs.

2. To ensure all children with additional needs are included, you may need to:

· Purchase or hire equipment or tools to help improve access to the facilities and participation for all children
· Install ramps or special lifts for wheelchair access
· Adapt opening hours to suit certain children
· Schedule activities at different times so that certain children can participate
· Organise activities with fewer children per adult, so that each child receives more one-on-one support
· Adapt meal plans to suit certain dietary needs.





[bookmark: _Toc485304657]Activity 4D
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to identify how to constantly reflect on the effectiveness of the plan and its impact on the child

	
	List seven ways of reflecting on the effectiveness of a support and inclusion plan and its impact on the child. 

To reflect on the effectiveness of a support and inclusion plan and its impact on the child, you should:

· Get into the habit of thinking carefully and creatively about the plan, but also:
· dedicate a specific amount of time to thinking about this issue
· schedule regular time periods to think about this issue
· Discuss the plan with managers, colleagues and other key stakeholders
· Discuss the plan and its impact on the child with the child themselves
· Think about what is working well and why
· Think about what is not working well and why 
· Think about the plan both in terms of its short-term success and long-term success
· Consider all aspects of the plan, including its:
· logistical aspects
· financial aspects
· timeframe 
· Use a mixture of qualitative and quantitative data to assess the success or otherwise of the plan.





[bookmark: _Toc485304658]Activity 5A
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to support child’s entry into the service

	
	List five steps you may need to take to support a child’s entry into the service.

To support a child’s entry into the service, you may need to:

· Introduce yourself and other staff members in a clear and friendly manner
· Help them complete information forms
· Devote your attention to making them feel calm, comfortable and welcome
· Liaise with their family members, guardians or carers to establish methods for meeting the child’s additional needs 
· Purchase or hire specific equipment, such as wheelchairs and crutches, to help the child physically access your service
· Ensure medical information is on-hand in case of emergencies.





[bookmark: _Toc485304659]Activity 5B
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to reflect on the level of support provided on a regular basis and adjust accordingly if necessary

	
	List five ways of reflecting on the level of support provided on a regular basis. 

To reflect on the level of support provided on a regular basis, you should:

· Get into the habit of thinking carefully and creatively about the support you provide, but also:
· dedicate a specific amount of time to thinking about this issue
· schedule regular time periods to think about this issue
· Discuss the issue with managers, colleagues and other key stakeholders
· Discuss the issue with the child themselves
· Think about what is working well and why
· Think about what is not working well and why 
· Think about how the support you provide brings both short-term success and long-term success
· Consider all aspects of the support you provide, including its:
· logistical aspects 
· financial aspects
· Use a mixture of qualitative and quantitative data to assess the level of support provided.





[bookmark: _Toc485304660]Activity 5C
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to encourage others to adopt inclusive attitudes and practices

	
	1. List seven different inclusive attitudes or practices.

2. List three ways of encouraging others to adopt inclusive attitudes and practices. 

1. Inclusive attitudes and practices include:

· Creating a friendly and welcoming environment for everyone
· Treating everyone with respect and kindness
· Dividing your team and resources evenly among all children
· Helping children forge friendships
· Ensuring everyone can participate in activities, regardless of their personal characteristics 
· Facilitating interactions between children from different backgrounds
· Creating a sense of community, where everyone feels valued and able to express themselves.

2. To encourage others to adopt inclusive attitudes and practices, you should:

· Hold meetings to discuss the importance of doing so
· Circulate emails and leaflets to remind everyone of their responsibilities
· Offer advice and training to colleagues who may need it
· Notify them when they fail to fulfil their responsibilities
· Recognise positive behaviour.





[bookmark: _Toc485304661]Activity 5D
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to communicate with and provide support to others to implement strategies

	
	1. List five ways of communicating effectively with others. 

2. List five ways of providing effective support to others. 

1. To communicate effectively with others, you should:

· Adopt a friendly and positive attitude
· Be confident 
· Be patient and diplomatic at all times
· Be prepared to compromise
· Respect everyone’s point of view 
· Ask for frequent expansion on points that you do not understand.

2. To provide effective support to others, you should:

· Make sure they know you are available for help
· Be proactive
· Listen carefully to instructions 
· Seek clarification for anything you do not understand
· Make sure you have everything you need to complete tasks
· Maintain frequent contact with all parties.





[bookmark: _Toc485304662]Activity 5E
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to investigate and trial strategies that may address barriers

	
	List five ways to investigate and trial strategies for overcoming barriers to learning. 

To investigate and trial barriers to learning, you will have to:

· Discuss your options with others
· Contact people about the possibility of purchasing or hiring their services or equipment to implement certain strategies 
· Consider the pros and cons of each strategy
· Consider whether the strategies will deliver the necessary achievements within the required timeframe
· Establish a timeframe for each trial
· Establish the criteria against which you can measure the success of the strategy
· Ensure that you have everything you need to get the trial underway.





[bookmark: _Toc485304663]Activity 5F
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to implement strategies designed or suggested by family or other professionals

	
	List five steps you should take to implement strategies effectively. 

To implement strategies effectively, you should:

· Establish your team; who is to be involved in implementing the strategies
· Clarify the strategy and explain it in clear terms for all to understand
· avoid technical, complicated language and idioms
· use plain English
· Clearly identify your goals 
· Outline the deadlines by which you intend to achieve these goals
· Break down the strategy into smaller steps
· Allocate responsibilities to the most appropriate individuals for the task; play to peoples’ strengths
· Communicate regularly with those involved in implementing the strategy
· use a variety of mediums, such as meetings, email, conference calls, etc.
· Provide training for colleagues who need it.





[bookmark: _Toc485304664]Activity 5G
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to respond to the daily needs of children with additional needs and seek assistance as required

	
	List five steps you may need to take in order to respond to the daily needs of children with additional needs. 

To help children with additional needs, you may need to:

· Purchase or hire equipment or tools to help improve participation for all children
· Supply transport for children who need it
· Adapt opening hours to suit certain children
· Schedule activities at different times so that certain children can participate
· Organise activities with fewer children per adult, so that each child receives more one-on-one support 
· Adapt meal plans to suit certain dietary needs
· Employ extra staff, such as translators, to support children’s participation
· Speak to community and religious leaders to help encourage and ease participation of children from different backgrounds.





[bookmark: _Toc485304665]Activity 6A
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to share information about progress among all concerned

	
	1. List five different individuals, groups or services with whom you may need to share information about a child’s progress.

2. List five ways of sharing information about the progress of strategies. 

1. You may need to share information with:

· Family members
· Guardians/carers
· Social workers
· Teachers
· Counsellors 
· Psychiatrists
· Doctors and physicians
· Religious leaders.

2. To share information about the progress of strategies, you should:

· Hold formal and informal meetings
· Give a presentation
· File a report
· Lead a conference call
· Make a phone call
· Use email.





[bookmark: _Toc485304666]Activity 6B
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to identify and discuss issues of concern

	
	1. List five different potential issues of concern.

2. List five tips you would give to a colleague on how to identify and discuss issues of concern. 

1. Issues of concern could relate to:

· Poor performance
· Negative reactions, on the part of the children or anyone else, to chosen strategies
· Financial trouble
· The timeframe for hitting targets
· Personnel involved in the strategy 
· Disputes between colleagues and stakeholders
· Lack of resources.

2. Tips for identifying and discussing issues of concern include:

· Adopt a friendly and positive attitude
· Avoid using an accusatory or hostile tone 
· Use evidence to support your ideas, thoughts and observations
· Express yourself confidently 
· Be patient and diplomatic at all times
· Be prepared to compromise to help settle disputes
· Respect everyone’s point of view
· Ask for frequent expansion on points that you do not understand.





[bookmark: _Toc485304667]Activity 6C
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to establish and maintain constant information exchange with family and appropriate community members about the child’s needs and care strategies

	
	List five ways of establishing and maintain constant information exchange with others. 

To establish and maintain constant information exchange with others, you should:

· Establish contact and build a rapport with the child’s family and appropriate community members
· e.g. sports coaches, religious leaders, club leaders, etc.
· Identify contact
· e.g. over the phone means of, via email, through meetings, etc.
· Identify contact details
· e.g. phone numbers, email addresses, house address, etc.
· Identify conditions of contact
· when to contact people 
· circumstances that necessitate contact
· Identify targets for contact
· e.g. twice a month 
· Ensure you make contact according to schedule
· Provide information as it is, supported by evidence
· do not hold information back or sugar coat it because you anticipate a negative reaction
· Maintain a friendly, helpful and informative manner at all times.





[bookmark: _Toc485304668]Activity 6D
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to seek and gain family permission prior to consulting with others regarding the child

	
	List the steps you must take in order to gain a family’s permission to consult with others regarding their child. 

You will have to:

· Outline, in full, the information that will be discussed
· Disclose the reasons why this information needs to be discussed
· Identify who will be party to the discussions and consultations 
· Explain the potential consequences associated with discussions 
· Identify when discussions and consultations are set to take place.





[bookmark: _Toc485304669]Activity 6E
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to ensure communication occurs within a culturally and linguistically responsive framework

	
	List five ways of ensuring communication occurs within a culturally and linguistically responsive framework. 

To ensure communication occurs within a culturally and linguistically responsive framework, you should:

· Develop cultural self-awareness
· Be mindful of your words and body language
· Learn to appreciate the value of diverse views
· Resist stereotyping
· Hire translators, if necessary.





[bookmark: _Toc485304670]Activity 6F
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to closely monitor new strategies and the impact of these on the child

	
	List five ways of monitoring new strategies and their impact on the child. 

To monitor new strategies and their impact on the child, you should:

· Identify key performance indicators and monitor and record these regularly
· Get into the habit of thinking carefully about the strategy but also:
· dedicate a specific amount of time to thinking about this issue
· schedule regular time periods to think about this issue
· Discuss the strategy with managers, colleagues and other key stakeholders
· Discuss the strategy and its impact on the child with the child themselves
· Think about what is working well and why 
· Think about what is not working well and why
· Think about the strategy both in terms of its short-term success and long-term success
· Consider all aspects of the strategy, including its:
· logistical aspects
· financial aspects
· timeframe 
· Use a mixture of qualitative and quantitative data to assess the success or otherwise of the strategy.





[bookmark: _Toc485304671]Activity 6G
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify how to identify and respond to any barriers to the strategies being implemented

	
	List five ways of overcoming barriers to the strategies being implemented.

To overcome barriers to the strategies being implemented, you could:

· Purchase or hire equipment or tools to help improve access to the facilities and participation for all children
· Install ramps or special lifts for wheelchair access
· Adapt opening hours to suit certain children
· Schedule activities at different times so that certain children can participate
· Organise activities with fewer children per adult, so that each child receives more one-on-one support
· Adapt meal plans to suit certain dietary needs.





[bookmark: _Toc453864171][bookmark: _Toc485304672]Summative Assessments answer guide
[bookmark: _Toc485304673]Section A: Skills Activity
The Foundation Skills describe those required skills (language, literacy, numeracy and employment skills) that are essential to performance.
Foundation skills essential to performance are explicit in the performance criteria of this unit of competency.
Therefore, there is no skills activity required for this unit, as they have been covered in the previous activities.


[bookmark: _Toc485304674]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
· And how to navigate through framework and standards documents to find areas relevant to this unit of competency
· Relevant legislation, regulations and workplace practices
· Range of additional needs that may be identified and the implications for the role of the educator, including: 
· behavioural or psychological disorders
· child at risk of harm or illness
· family circumstances and needs
· health problems
· physical, sensory or developmental disability
· strategies that encourage participation
· understanding of different backgrounds, experiences and needs of children and families in exceptional circumstances or with additional needs 
· organisation standards, policies and procedures.

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. What is the NQF? To which services does it apply? What are its aims? 

2. What is the National Quality Standard? What are the seven areas of assessment as mandated by the NQS?

3. Identify the two national learning frameworks and provide a brief explanation of each one.

4. To show you know how to navigate through framework and standard documents, identify and explain the components of Standard 6.2 ‘Collaborative partnerships enhance children’s inclusion, learning and wellbeing’.

5. What is the function of the Privacy Act 1988 and what aspects of privacy do the 13 Australian Privacy Principles cover?

6. List five additional needs a child may have that you need to address. 

1. An example answer could be:

‘The NQF is the National Quality Framework for Early Childhood Education and Care. It 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.

The NQF applies to most of the following services:

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

The NQF aims to raise the quality of education and care services via two methods:

· Improved caregiver qualifications – the higher the qualification of the caregiver, the more in depth their knowledge and understanding of the development and learning of children. These higher qualifications improve the effectiveness of the educator, as they take a holistic approach to the education of the whole child
· Lower educator to child ratios – fewer children in an educator’s care allows the educator to spend more time with each child, focusing on their individual learning and development needs and promotes the establishment and reinforcement of positive relationships. Happy children who feel safe are more likely to engage in learning, taking risks to think for themselves and trying new skills without the fear of failure or embarrassment.

2. The National Quality Standard is one of the elements of the National Quality Standard. It determines the benchmark for the quality of education and care services across Australia. 

Its 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
· Leadership and service management.

3. The two national learning frameworks are:

· Belonging, Being and Becoming: The Early Years Learning Framework for Australia – this framework outlines the principles, practices and outcomes for successful development and learning of a child from birth to five years old and includes the transition to school. All education and child care services are expected to use this framework to develop and implement their own provision
· [bookmark: _GoBack]My Time, Our Place: Framework for School Age Care in Australia – this framework supports the continued development of learning and development of children during school age using best practices of learning through play and leisure based activities that are appropriate to the individual’s needs, abilities and interests.

4. The components of Standard 6.2 – Families are supported in their parenting role and their values and beliefs about childrearing are respected:

1. Element 6.2.1 – Continuity of learning and transitions for each child are supported by sharing information and clarifying responsibilities
1. Element 6.2.2 – Effective partnerships support children’s access, inclusion and participation in the program
1. Element 6.2.3 – The service builds relationships and engages with its local community.

5. The Privacy Act 1988 regulates the collection, use and disclosure of personal information. 

The 13 Australian Privacy Principles cover:

· ‘The open and transparent management of personal information including having a privacy policy
· An individual having the option of transacting anonymously or using a pseudonym where practicable
· The collection of solicited personal information and receipt of unsolicited personal information including giving notice about collection 
· How personal information can be used and disclosed (including overseas)
· Maintaining the quality of personal information
· Keeping personal information secure
· Right for individuals to access and correct their personal information’.

6. Additional needs could mean:

· Behavioural or psychological disorders
· Children at risk of harm or illness
· Family circumstances and needs
· Health problems
· Physical, sensory or developmental disability 
· Children and families in exceptional circumstances or with additional needs.





[bookmark: _Toc485304675]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:
· Developed and implemented a plan for support and inclusion for at least one child, including:
· contributing to individualised, child-centred planning and service delivery
· collaborating and sharing information with family and other educators to develop and implement an inclusion plan
· investigating and trialling strategies to address the needs of the child
· reviewing and suggesting adaptations to service delivery to meet the needs of children with special needs
· identifying and assessing the additional needs of individual children
· gathering additional resources or sources of information to assist in developing and adapting curriculum to meet additional needs.

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 six weeks, develop and implement a plan for support and inclusion for at least one child.

Specifically, you should:

· Consider the child’s abilities, goals, interests, expectations and health status in the context of their cultural values, needs and requirements when making curriculum decisions for the child
· Develop the plan in consultation with other professionals and the family
· Adapt the environment and routines to ensure inclusion of all children with additional needs
· Constantly reflect on the effectiveness of the plan and its impact on the child
· Support children’s entry into the service
· Reflect on the level of support provided on a regular basis and adjust accordingly if necessary
· Encourage others to adopt inclusive attitudes and practices
· Communicate with and provide support to others to implement strategies
· Investigate and trial strategies that may address barriers
· Implement strategies designed or suggested by family or other professionals
· Respond to the daily needs of children with additional needs and seek assistance as required
· Share information about progress among all concerned
· Identify and discuss issues of concern
· Establish and maintain constant information exchange with family and appropriate community members about the child’s needs and care strategies.

At the end of the six weeks, write a two-three page report detailing three things you did 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 develop and implement a plan for support and inclusion for at least one child. 

Specifically, they should:

· Consider the child’s abilities, goals, interests, expectations and health status in the context of their cultural values, needs and requirements when making curriculum decisions for the child, being sure to:
· dedicate a specific amount of time to thinking about these issues
· discuss these issues with managers, colleagues and other key stakeholders
· think about what kind of curriculum decisions would suit the child and why
· think about what kind of curriculum decisions would be unsuitable and why
· speak to the child one-on-one and discuss the above factors
· Develop the plan in consultation with other professionals and the family, such as:
· family members
· guardians/carers
· social workers
· teachers
· extra-curricular activity leaders 
· coaches
· instructors
· tutors
· counsellors
· psychiatrists
· doctors and physicians
· religious leaders
· Adapt the environment and routines to ensure inclusion of all children with additional needs, by, for example:
· purchasing or hire equipment or tools to help improve access to the facilities and participation for all children
· installing ramps or special lifts for wheelchair access
· adapting opening hours to suit certain children
· scheduling activities at different times so that certain children can participate
· organising activities with fewer children per adult, so that each child receives more one-on-one support
· adapting meal plans to suit certain dietary needs
· Constantly reflecting on the effectiveness of the plan and its impact on the child, being sure to:
· get into the habit of thinking carefully and creatively about the plan, but also:
· discuss the plan with managers, colleagues and other key stakeholders
· discuss the plan and its impact on the child with the child themselves
· think about what is working well and why
· think about what is not working well and why 
· think about the plan both in terms of its short-term success and long-term success
· consider all aspects of the plan
· use a mixture of qualitative and quantitative data to assess the success or otherwise of the plan
· Support children’s entry into the service, being sure to:
· introduce themselves and other staff members in a clear and friendly manner
· help them complete information forms
· devote their attention to making them feel calm, comfortable and welcome
· liaise with their family members, guardians or carers to establish methods for meeting the child’s additional needs 
· purchase or hire specific equipment, such as wheelchairs and crutches, to help the child physically access their service
· ensure medical information is on-hand in case of emergencies
· Reflect on the level of support provided on a regular basis and adjust accordingly if necessary
· Encourage others to adopt inclusive attitudes and practices, by, for example:
· holding meetings to discuss the importance of doing so
· circulating emails and leaflets to remind everyone of their responsibilities
· offering advice and training to colleagues who may need it
· notifying them when they fail to fulfil their responsibilities
· recognising positive behaviour
· Communicate with and provide support to others to implement strategies, being sure to:
· adopt a friendly and positive attitude
· be confident 
· be patient and diplomatic at all times
· be prepared to compromise
· respect everyone’s point of view 
· ask for frequent expansion on points that they do not understand
· make sure people know they are available for help
· be proactive
· listen carefully to instructions 
· seek clarification for anything they do not understand
· make sure they have everything they need to complete tasks
· maintain frequent contact with all parties
· Investigate and trial strategies that may address barriers, being sure to:
· discuss their options with others
· contact people about the possibility of purchasing or hiring their services or equipment to implement certain strategies 
· consider the pros and cons of each strategy
· consider whether the strategies will deliver the necessary achievements within the required timeframe
· establish a timeframe for each trial
· establish the criteria against which they can measure the success of the strategy
· ensure that they have everything they need to get the trial underway
· Implement strategies designed or suggested by family or other professionals, being sure to:
· establish their team; who is to be involved in implementing the strategies
· clarify the strategy and explain it in clear terms for all to understand
· clearly identify their goals 
· outline the deadlines by which they intend to achieve these goals
· break down the strategy into smaller steps
· allocate responsibilities to the most appropriate individuals for the task; play to peoples’ strengths
· communicate regularly with those involved in implementing the strategy
· provide training for colleagues who need it
· Respond to the daily needs of children with additional needs and seek assistance as required, by, for example:
· purchasing or hiring equipment or tools to help improve participation for all children
· supplying transport for children who need it
· adapting opening hours to suit certain children
· scheduling activities at different times so that certain children can participate
· organising activities with fewer children per adult, so that each child receives more one-on-one support 
· adapting meal plans to suit certain dietary needs
· employing extra staff, such as translators, to support children’s participation
· speaking to community and religious leaders to help encourage and ease participation of children from different backgrounds
· Share information about progress among all concerned, by, for example:
· holding formal and informal meetings
· giving a presentation
· filing a report
· leading a conference call
· making a phone call
· using email
· Identify and discuss issues of concern, being sure to:
· adopt a friendly and positive attitude
· avoid using an accusatory or hostile tone 
· use evidence to support their ideas, thoughts and observations
· express themselves confidently 
· be patient and diplomatic at all times
· be prepared to compromise to help settle disputes
· respect everyone’s point of view
· ask for frequent expansion on points that they do not understand
· Establish and maintain constant information exchange with family and appropriate community members about the child’s needs and care strategies, being sure to:
· establish contact and build a rapport with the child’s family and appropriate community members
· identify means of contact
· identify contact details
· identify conditions of contact
· identify targets for contact
· ensure they make contact according to schedule
· provide information as it is, supported by evidence
· maintain a friendly, helpful and informative manner at all times.

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. 
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