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[bookmark: _Toc415143422]Unit of Competency
Application

This unit describes the skills and knowledge required to work in partnership with families to provide appropriate education and care for the child.

This unit applies to educators working in a variety of education and care services.

No licensing, legislative or certification requirements apply to this unit at the time of publication.

Unit Sector

None stated
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[bookmark: _Toc329018038]Performance Criteria
	Element
Elements describe the essential outcomes.
	Performance Criteria
Performance criteria describe the performance needed to demonstrate achievement of the element.


	1. Provide families with opportunities to be involved in the service 
	1.1 Create a welcoming environment for all families using the service
1.2 Respond to families’ questions, concerns and requests in a prompt and courteous way
1.3 Encourage families to share their knowledge, skills, expertise and aspects of their family life and culture
1.4 Inform and create opportunities for families to contribute to the operation of the service in an advisory, consultative or decision-making role

	
	

	2. Provide information to families about their child 
	2.1 Share information with families about children’s progress, relationships, interests and experiences both in and outside the service 
2.2 Inform families promptly and sensitively of any incidents affecting their child
2.3 Demonstrate an understanding of each child and their family and community context 
2.4 Implement strategies that facilitate shared decision-making with families

	
	

	3. Provide information to families about the service
	3.1 Make information about the operation of the service available to families
3.2 Provide information about the service in the main languages used in the community

	
	

	4. Provide information about community services and resources
	4.1 Make information available to families about community services and resources
4.2 Ensure that there are processes in place to maintain current contact details of community services and resources
4.3 Assist families to locate and contact and/or access community services and resources as required

	
	





[bookmark: _Toc415143424]Foundation Skills
	The foundation skills described those required skills (language, literacy and numeracy) that are essential to performance.


	· Oral communication – in order to facilitate collaborative discussions with parents and caregivers.

The remaining foundation skills essential to performance are explicit in the performance criteria of this unit.
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Performance Evidence

The candidate must show evidence of the ability to complete tasks outlined in elements and performance criteria of this unit, manage tasks and manage contingencies in the context of the job role. 

There must be demonstrated evidence that the candidate has completed the following tasks:

· Worked collaboratively with at least three different families to support education and care, including:
· communicating information about children’s interests and development
· developing care strategies together
· engaging in discussion relevant to the child and family
· Involved families in the service/program by:
· encouraging participation in children’s experiences
· providing opportunities for families to give feedback on service/program

Knowledge Evidence

The candidate must be able to demonstrate essential knowledge required to effectively do the task outlined in elements and performance criteria of this unit, manage the task and manage contingencies in the context of the work role. These include knowledge of:

· 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.



Assessment Conditions

Skills must be assessed in the workplace.

In addition, simulations and scenarios must be used where the full range of contexts and situations cannot be provided in the workplace or may occur only rarely. These are situations relating to emergency or unplanned procedures where assessment in these circumstances would be unsafe or is impractical.

Simulated assessment environments must simulate the real-life working environment where these skills and knowledge would be performed, with all the relevant equipment and resources of that working environment.

Assessment must ensure use of:

· National Quality Framework for Early Childhood Education and Care
· The relevant approved learning framework under the National Quality Framework for Early Childhood Education and Care.

Assessors must satisfy the NVR/AQTF mandatory competency requirements for assessors.

Links

Companion volumes are available from the CS&HISC website - http://www.cshisc.com.au/

[bookmark: _Toc421614224]Housekeeping Items
Your trainer will inform you of the following:
Where the toilets and fire exits are located, what the emergency procedures are and where the breakout and refreshment areas are.
Any rules, for example asking that all mobile phones are set to silent and of any security issues they need to be aware of. 
What times the breaks will be held and what the smoking policy is.
That this is an interactive course and you should ask questions.
That to get the most out of this workshop, we must all work together, listen to each other, explore new ideas, and make mistakes. After all, that’s how we learn.
Ground rules for participation:
Smile
Support and encourage other participants
When someone is contributing everyone else is quiet
Be patient with others who may not be grasping the ideas
Be on time
Focus discussion on the topic
Speak to the trainer if you have any concerns
[bookmark: _Toc326743762][bookmark: _Toc328654778][bookmark: _Toc330386597][bookmark: _Toc421614225]Objectives
Learn how to provide families with opportunities to be involved in the service
Know how to provide information to families about their child
Understand how to provide information to families about the service
Demonstrate how to provide information about community services and resources 
Gain the skills and knowledge required for this unit.


[bookmark: _Toc421614226]1. Provide families with opportunities to be involved in the service
1.1. 	Create a welcoming environment for all families using the service
1.2. 	Respond to families’ questions, concerns and requests in a prompt and courteous way
1.3.	Encourage families to share their knowledge, skills, expertise and aspects of their family life and culture
1.4.	Inform and create opportunities for families to contribute to the operation of the service in an advisory, consultative or decision-making role
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[bookmark: _Toc421614227]1.1 – Create a welcoming environment for all families using the service
[bookmark: _Toc421614228]Creating a welcoming environment
When working within a service that provides education or care for children, it is essential to provide a welcoming environment for each family using the service. When a new child and their family first enter your service, their feelings and experiences can help the development of positive relationships. These positive relationships are vital in creating the best possible environment for a child and will be discussed in detail in later chapters. It is important to ensure that the environment that the children and their families are entering is pleasant and welcoming. A welcoming environment shouldn’t end after a family’s initial visit to the service; they should experience a welcoming environment every time they use the service.
Take a moment to think about your current workplace. How welcoming do you think the service is when used for the first time? Do you think that it could be improved? How does your service ensure a welcoming environment following a family’s initial visit?
There are many ways to create a welcoming environment for the initial visit, for example:
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. 
A good way to assess whether a welcoming environment has been created within your service is to consider it from a different perspective. Imagine you are a new parent bringing your child to the service. What do you see and hear? How does this make you feel?
After the initial visit, there are many different strategies that can be used to maintain a welcoming environment, for example:
Remembering and using the name of each child and parent 
Spelling and pronouncing names correctly
Valuing the time of the children and their parents
[image: ]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.
[bookmark: _Toc421614229]Diversity
Another way to ensure that a welcoming environment is created for each family using your service is to respect any diversity within families. No two families are identical and each family will have their own personalities that are likely to differ from other families. 
There are many ways that families can differ from other families, including differences in their:
[image: ]Culture
Religion 
Values and beliefs
Aspirations 
Family structure
Disabilities/impairments 
Language
Economic background.
Imagine a child with a hearing impairment will be joining your service. How can you ensure that the child and their family feel welcome? You would need to ensure that the child has everything that they need to experience the service in the same way that every other child does. For example, staff may need training in sign language or you may need to recruit someone that can use sign language. This diversity could be embraced by introducing sign language to the other children. By learning the basics, the children will be able to communicate with each other. Another way to ensure the child feels welcome within the service is to encourage children to develop positive attitudes about themselves and people that are different from themselves. This way, the child with the hearing impairment will never feel different from the other children.
With a range of families using the same service, it is likely that there will be a diverse range of different cultures. You should consider each culture individually, as well as them all as a whole. How can you ensure that your environment is welcoming for each different culture?
Some examples may include:
Provide any information clearly (maybe in a range of languages)
Do not discriminate
Ensure children are aware that discrimination is wrong
Encourage children to develop positive attitudes 
[image: ]Reflect the widest possible range of communities
Celebrate a wide range of festivals
Consider cultural and religious differences in terms of food. 
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[bookmark: _Toc421614231]1.2 – Respond to families’ questions, concerns and requests in a prompt and courteous way
[bookmark: _Toc421614232]Questions, concerns and requests
Families will want to know that their child will be happy within your service and that their needs will be catered for. This will mean that each family will have their own questions, concerns and requests that they will want to mention. Think about the questions, concerns and requests that you have had in the past. How did you respond to them?
Questions, concerns and requests may refer to many topics, for example:
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?
[image: ]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?
[bookmark: _Toc421614233]Responding to questions, concerns and requests
Effective communication between you and the families using your service is essential; they should feel like they can ask you anything. You should demonstrate that you are willing to respond to any question, concern or request that they have. Your response should be courteous and prompt; don’t let the family think that you are not interested or ignoring them. You should never be offensive or rude when responding to a family’s question, concern or request; be honest, be accurate and be thorough. Your response should address what the family has asked in a clear and concise manner.
Your response may depend on the method that the family uses to ask their question/raise their concern. For example, if they have asked you something face-to-face, this would require an immediate response. This may only be something as simple as a smile or a nod of the head, before responding verbally. If you don’t know the answer or you don’t have enough information to hand, be honest and explain this to the family. Let them know that you would be happy to give them the information they require once you have it yourself. You could arrange a meeting at a later date to discuss the matter or you could offer to send them out an information pack or give them a telephone call at a convenient time. Your ultimate aim is to provide this family with accurate information, even if you need a couple of hours to figure it out. When communicating face-to-face with families, you should take into account what your body language is expressing; you want them to know that you are listening and are interested.
Think about the other ways that the families may ask questions or raise concerns. Do you have an email, text or phone call system in place? How would you respond to these promptly? Perhaps an hour each week should be dedicated to responding to emails and phone calls; not every family will have to time to discuss their concern when they pick their child up.
Questions, concerns and request may not only occur at the beginning of the process. What if a concern develops later on? Families should feel like they can express concerns and ask questions throughout the entire use of your service. Think about the ways that your current workplace encourages this. It can be encouraged by arranging monthly parent meetings. This will allow families to discuss any concerns they may have and give you opportunity to address these issues with them present. Parent’s evenings are also a good way to give families opportunities to ask questions and raise concerns. Whatever your chosen method, the families using your service should feel like they can approach you with any question or concern, should it arise. 
When dealing with families’ questions, concerns and requests, remember to:
[image: ]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.

[bookmark: _Toc421614234][image: ]Activity 1B


[bookmark: _Toc421614235]1.3 – Encourage families to share their knowledge, skills, expertise and aspects of their family life and culture
[bookmark: _Toc421614236]1.4 – Inform and create opportunities for families to contribute to the operation of the service in an advisory, consultative or decision-making role 
[bookmark: _Toc421614237]Encouraging families to share
A child’s first carers and educators are their family; they know their child better than anyone. Therefore, their knowledge, skills, expertise and aspects of family life and culture are beneficial to a service provider. Your service should provide the best possible environment for each child. This can be achieved by developing a relationship with each child’s family and gaining a full understanding of the child as an individual. By developing a relationship with them, families will feel valued and assured that the individual needs of their child are being recognised and supported.  
Families may not always be aware of the information that you need; it is your responsibility to find out what you need to know. Respectfully ask them about their child and the family as whole. Families should be encouraged to share any details that can help you to give their child a better experience. Gather as much information as you can. Take a moment to think about your current workplace. How do currently gather information? Can you think of a better way to do so?
[image: ]Families should be encouraged to share information right from the start and throughout the use of your service. Think about holding an initial meeting for the children’s families. A meeting would allow you to explore the knowledge and skills of each family, as well as a whole group. How can you incorporate their expertise and knowledge into your service? Perhaps one child’s family member is in the army; how can you teach the children about this? Perhaps another child’s family member is a fireman; how can this be introduced to the service as a learning topic? By considering things like this, you can ensure that the families feel like part of the development of the service and the children using it. Maybe these particular family members can get involved; for example, maybe the fireman can arrange a trip to their station and teach the children about basic fire safety (depending on the age of the children). The initial aim is to gain an understanding of each child and an insight of their family life. 
As well as meetings, other ways to encourage families to share may include:
Asking them to fill in a form/questionnaire 
Creating a forum to chat to families informally
Visiting homes (where appropriate)
Creating a notice board that families can add information about themselves to.
Despite the fact that there will be a number of children using your service, each individual family should feel as though their child is important. Think about how you can go that extra mile for each child. You should learn about the routines and activities that occur regularly at home for the children. Use open ended questions to explore their family life and culture. For example, rather than asking ‘does Laura like playing with building blocks?’ ask the family to ‘tell you about Laura’s favourite toys’. Another good way to gain an insight into family life is to ask families to describe a typical day with their child. It can be something as simple as the way that they like their sandwiches cutting, the particular song they like to sing or the way that they like to be comforted. Each piece of information is valuable and can assist you in providing the best environment for each child. Think about those children with extra needs; how can you reassure their families who are probably dreading leaving their child? Perhaps a child uses a wheelchair; discuss this with their families. The child may have a particular position that they are comfortable in – ask the family to show you. Simple things like this will make a huge difference to a child and their family. If your service is used by families from a range of cultures, think about how you can introduce this and teach the children bout these different cultures. 
Although a variety of information may be gathered, think about:
What families do
Where families go
How families engage in everyday tasks.
Gaining this information is a sensitive task and it will need to be done carefully; a strong partnership with a child’s family is essential. The process of building and maintaining relationships and partnerships with families will be discussed in a later chapter. 
[bookmark: _Toc421614238]Opportunities for families to contribute
You should aim to create a variety of opportunities in which families can contribute to the operation of the service; their opinions are important. Families may have knowledge, experiences or talents that they can share with the service. Even if they don’t, just sharing their time can be beneficial for the children. By involving them in the operations of the service, you can ensure that the environment is as good as it can possibly be. Families should be engaged consistently in the consultation, planning, implementation and evaluation of the operation of the service. You should try and offer a variety of ways for families to be involved in and contribute to the service. Think about the ways that you currently offer opportunities for families to be involved with your service. Do the families have an advisory, consultative or decision-making role within your service?
You could get families to:
Give advice; they may know things that you don’t
Contribute to the curriculum; let them suggest topics to introduce to the children
Help make important decisions related to the service
Volunteer for day trips
Share recipes and stories related to their culture
Assist in activities; they could read to children
[image: ]Help plan special occasions; different families can introduce the different ways they celebrate different occasions
Help organise events
Fund raise; the service may need new equipment
Show their talents; they may be able to knit or do origami
Donate things to the service (e.g. old art equipment or dress-up clothes)
Visit the group to share information about their job or family traditions.
[image: ]Children that see their family members involved in their care/education setting will have an enhanced sense of belonging as well as feeling relaxed in the setting. It will also deepen their learning and development. Not only this, families will benefit from being involved too; especially those that are new to the area or feeling isolated. They will feel supported in their role. Remember that anyone who is going to be around the children will need to have a background check.
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[bookmark: _Toc421614240]2. Provide information to families about their child
2.1. 	Share information with families about children’s progress, relationships, interests and experiences both in and outside the service
2.2.	Inform families promptly and sensitively of any incidents affecting their child
2.3.	Demonstrate an understanding of each child and their family and community context
2.4.	Implement strategies that facilitate shared decision-making with families
	
	
[image: ]	
	


[bookmark: _Toc421614241]2.1 – Share information with families about children’s progress, relationships, interests and experiences both in and outside the service
[bookmark: _Toc421614242]Sharing information with families
As well as encouraging families to be involved in the service and share their knowledge and expertise, it is important that information is shared. This can lead to better outcomes for the children. You should keep the families up-to-date on their child’s progress within the service. Think about the different ways that you could do this. 
For example, you could:
Create a diary that each child could take home and add information about what they have done (e.g. what books they have read)
Arrange progress meetings to keep families up-to-date on their child’s development
Make regular phone calls to inform families on the child’s progress (e.g. try and phone each family once a week to tell them something positive)
Arrange home visits (where appropriate)
Share examples of child’s work (e.g. create portfolios to send out at the end of term)
Send out weekly newsletters updating families with what’s been happening
Send ‘good news’ informal notes home giving quick updates (e.g. Johnny counted to five today)
[image: ]Create bulletin boards to display information and photos regarding the children
Arrange workshops to get families involved
Arrange informal meetings to exchange questions and answers. 
Think about the different things that families will want to know, for example:
Has the child learnt something new?
Has the child made a new friend?
Has the child developed a new interest?
Has the child experienced something new?
Families will want to know everything about their child. From new friends they have made, to new foods they have tried; families want to know.


[bookmark: _Toc421614243]Two-way communication
As well as sharing information with families, you will want them to share the things that are happening at home too. You need to know what’s going on at home and what the child is achieving outside your service. This way, you can continue this when they are with you. If a child is learning something new at home in a particular way, you can try and incorporate this into the daily activities within your service. For example, a child may be learning to divide using their dolls/action figures and dried pasta shapes. If their family lets you know then you can include this in your service; you can get other children involved. This will reinforce what they are learning at home. Perhaps a family is teaching their child the alphabet using a particular song or rhyme. By informing you of this, you can reinforce this within the service.
You should make it as easy as possible for the families to keep you up-to-date, for example:
The diaries mentioned above will make it easy for them to add information – make sure you take the time to check each child’s diary
Make phone calls to ask families what’s going on with their child – is there anything new that you should know?
Create a ‘WOW’ display that families can add their child’s achievements to (e.g. when a child gives up their dummy or has learnt to tie their shoelaces by themselves)
Hold monthly meetings to encourage families to keep you informed on the child’s home life.
It is important that you know what is going on when a child is away from your service, especially things like:
A death in the family
The birth of a sibling
A house move.
It is a good idea to keep track of the communication between you and a child’s family. Perhaps set up a system in which each child has a file; any communication with their family should be recorded. This way, should you need to look back – you can.
[bookmark: _Toc421614244]Building and maintaining a partnership
[image: ]The more information that is shared between a child’s family and the service, the better the outcome for the child. It is important to build and maintain a partnership that is based on trust and respect between you and the families of each child. Families have a powerful effect on their children and their home environment will play a role on their experience within your service. You should continuously interact with the families, learning from each other and combining your strengths. By having a successful relationship with a child’s family, you will be able to create or achieve something that neither of you could do alone. A partnership requires communication from both parties and will take time and commitment. 


Although families should be encouraged to be full partners in their child’s progress, families should only be engaged at a level that they feel comfortable with. For example, a family member should only be encouraged to come and read to the children if it something that they feel comfortable with. Regardless of the level that they wish to be engaged at, each family should feel as though you are willing to communicate with them and answer any questions that they may have.
Each relationship will be different, depending on the family. However, most family/educator relationships will share some common features.
According to the Early Years Learning Framework, a family/educator relationship should include:
Cooperation regarding curriculum decisions
[image: ]An understanding of each other’s attitudes and expectations
Mutual trust
Making decisions about the child’s experience together
Communication that is ongoing, respectful and open
Valuing each other’s roles in the child’s life
Sharing information and insight to build knowledge of child.
Information found at: http://www.earlychildhoodaustralia.org.au/nqsplp/wp-content/uploads/2012/05/EC1201_Collaborating_with_families_not_a_problem.pdf.
By building a partnership with families and getting them involved in the service, they will be more likely to support the approaches being used within the service and will continue to support these at home. This will be beneficial for children as this reinforcement will help the development and wellbeing of a child.
The Early Years Learning Framework suggests that the family/educator relationship is important for many reasons. For example, when families and educators work together to support a child’s learning, the child will thrive and achieve more outcomes, targets and goals.
The Early Years Learning Framework can be found at: https://docs.education.gov.au/system/files/doc/other/belonging_being_and_becoming_the_early_years_learning_framework_for_australia.pdf. 


[bookmark: _Toc421614245]National Quality Framework and Standards
Working with children in an early educational or care setting, it is important that you are aware of the relevant frameworks and standards. You will need to know how to access these and navigate through them in order to find the information that applies to your particular organisation. The National Quality Framework aims to increase the quality of early childhood education and care through the use of the National Quality Standards. 
The National Quality Standard is divided into seven areas and aims to promote:
[image: ]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.
The importance of developing supportive relationships with a child’s family is emphasised within the National Quality Standard. It also suggests that services should strive to support families within their parenting role whilst respecting their beliefs and values about child rearing. 
More information can be accessed at: http://www.acecqa.gov.au/national-quality-framework. 


[bookmark: _Toc421614246][image: ]Activity 2A


[bookmark: _Toc421614247]2.2 – Inform families promptly and sensitively of any incidents affecting their child
[bookmark: _Toc421614248]Incidents 
When caring or educating a group of children, incidents are inevitable. Even though it is your responsibility to reduce the risk of incidents occurring, when there are many children playing together in a new environment, accidents are likely to occur. Whether their child has been hurt or their child has hurt someone else, families will need to be informed. The specific process for doing so will depend on the policy within your service. Any incident that occurs whilst a child is under your supervision will need to be dealt with and recorded appropriately. Families should also be informed.
If a serious incident occurs (e.g. a head injury or a broken bone) a hospital trip may be necessary. If this is the case, one member of staff should stay with the child whilst another member of staff rings an ambulance and contacts their family. In the case of a serious incident, families should be notified immediately. If a member of staff needs to accompany the child in the ambulance, provisions should be made. For example, an extra member of staff may need to come in in order to keep the child to staff ratio correct. After the occurrence of any serious incident, you should ensure that the correct records are kept. 
For incidents that are not deemed serious, you will still need to recognise them, deal with them appropriately, keep records and inform the child’s family. A child’s family should be informed of these incidents promptly; either make a quick phone call at lunch time or tell them when they pick their child up at the end of the day. Incidents should not be left; make sure the family knows that very same day.
Incidents that are not deemed serious may include:
A bumped head
Trapped fingers
A grazed knee
A bruised elbow.
Families will still need to be informed of any incident that involves their child including the nature of the incident and how it was dealt with. In most cases, a family’s signature would be needed on the records of the incident.
[image: ]Think about other incidents, other than accidents, that may need to be reported to a child’s family (e.g. behavioural incidents). 
For example, their child may have:
Pushed another child over	
Started using a swear word
Bitten a member of staff
Thrown something at another child
Called another child a horrible name.
[bookmark: _Toc421614249]Being sensitive
[image: ]It is important to be calm and sensitive when informing families of an incident that involves their child. Whether it is simply a grazed knee or that they have used a swear word, you should be as sensitive as you can. When informing families of serious incidents; be calm – you don’t want them to panic or become hysterical. Keep your voice normal, speak clearly and slowly and answer any questions that they may have. When informing families of less serious incidents you should be clear, detailed and answer any questions that they may have. When informing families of behavioural incidents, it is important to deal with the issue sensitively. When a child is being ‘naughty’ a family can be quick to assume that you will think that they are bad and that they are not doing a good job. It is your responsibility to ensure that they don’t feel this way. Don’t judge, don’t make them feel bad and reassure them that every child will display ‘naughty’ behaviour. ‘Naughty’ behaviour doesn’t mean that a child is bad; they may have something else going on. Help families to identify the reasons behind their child’s behaviour, give them support and suggest ways that the service can help. 

[bookmark: _Toc421614250][image: ]Activity 2B


[bookmark: _Toc421614251]2.3 – Demonstrate an understanding of each child and their family and community context
[bookmark: _Toc421614252]Demonstrating an understanding
Within a service, you need to allow children to develop to their fullest potential. To do that you need to understand each child individually. Each child is unique; they have different abilities, interests, needs, temperaments and learn in different ways. Not only this, but their family and community context will play a role; you need to develop an understanding of this too. 
Think of two different children that currently use your service. How are they different? Perhaps one is quiet and one is loud. One may learn better through demonstration whilst the other learns better by trying it themselves. One may already know how to count to ten; the other child may only be able to count to five. Think about how their families and communities differ. One may come from a single-parent family whilst the other comes from a larger family with mum and dad present. Cultures may vary too; everything plays a role in the child’s experience within your service. You need to recognise this, embrace it and make sure that you understand each child as an individual in order to plan the daily activities.
[bookmark: _Toc421614253]Gaining this understanding
So, how can you gain this understanding of each child? When the child joins your service, you can have a meeting with them and their family to give you the opportunity to ask questions and find out what you need to know about the child. Keep a record of your findings so that you can refer back to it, should you need to. You can also create a form that families can fill in regarding their child, how they learn and what makes them unique. Once a child is using the service, take the time to further your understanding of them and their families. Observe the child in their daily activities, listen to and interact with them whilst taking notes. You should reflect on these notes, along with the notes from your original meetings with the children’s families when planning your sessions.
[image: ]When you are planning your sessions, ask yourself questions such as:
What do you know about each child?
What does each child already know?
What has each child experienced?
What do you think each child is ready for?
What do you think each child will be interested in?
By asking yourself these questions, you can make informed decisions about the daily activities within your service, ensuring that they are suited to the whole group as well as each individual child.


[bookmark: _Toc421614254]Using your understanding
It is your job to ensure the daily activities are suitable for each individual child using your service. Families need to feel confident that their child will receive an experience that supports their own individual learning and development. It is important that each member of staff understands and responds to each child’s abilities, interests and needs. This will involve designing interactions, experiences, activities and environments to suit and benefit each individual child individually as well as the whole group. It is important that each child is encouraged and given opportunities whilst being challenged. 
Learning is most effective when it stems from a child’s experiences and abilities. By understanding each child as an individual, as well as understanding their family, culture and community, you can provide experiences that are meaningful to each child using your service.
[image: ]

[bookmark: _Toc421614255][image: ]Activity 2C


[bookmark: _Toc421614256]2.4 – Implement strategies that facilitate shared decision-making with families
[bookmark: _Toc421614257]Decision making
When it comes to children, their families make continuous decisions for them, from the food they try to the people that they spend time with. Families have information that is valuable to your service. It can help you tailor your service and daily activities to each individual child using it. Families can, and should, assist you when decisions are being made regarding the learning and development of their child. 
You should aim to develop a give and take relationship with the families; they should learn from you and you should learn from them. When making important decisions related to the service, you should think about the ways that you can involve the families of the children using your service. You need to respect each child, their family and their culture. When you communicate, plan, solve problems and make decisions with the families of the children using the service, the children’s needs will be better met. Think about your current workplace; what opportunities are there for families to have a meaningful contribution to the decision making process?
You should aim to give families regular opportunities to make suggestions and help contribute to the decision making process and the documentation of children’s learning. 
For example, you may be thinking about:
Changing the menu options for the children
Altering or adding to the curriculum
Amending policies
Relocating
Arranging a day trip.
All of these decisions can be made with the families of the children using your service. This will make them feel as though you are interested in their opinion and that their child’s needs are being spoken for.
You will need to use active listening and open-ended questions when sharing the decision making process with families. You should discuss all options and the advantages and disadvantages for them all. Think about how you can do this.
For example:
[image: ]Meetings
Forums
Opinion questionnaires.




[bookmark: _Toc421614258][image: ]Activity 2D


[bookmark: _Toc421614259]3. Provide information to families about the service 
3.1. 	Make information about the operation of the service available to families
3.2. 	Provide information about the service in the main languages used in the community
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[bookmark: _Toc421614260]3.1 – Make information about the operation of the service available to families
[bookmark: _Toc421614261]3.2 – Provide information about the service in the main languages used in the community
[bookmark: _Toc421614262]Providing information about the service
Think about the information you should share with the families of the children within your service. How can you share this information with them? Families should be entitled to every piece of information that they want regarding the operation of your service. From the meals that you provide for the children, to the trips that you have planned, families will want to know.
Information that should be made available to families may include:
[image: ]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.
Whether formal or informal, verbal or written, this information should be available for the families using your service. 


The different ways to display this information may include:
Sending out newsletters
Creating handbooks 
Holding meetings
Creating committees
[image: ]Making phone calls
Sending out emails
Sending text messages
Creating and maintaining a website
Using social media
Displaying a notice board.
The more information the families receive, the stronger your relationship will be. The stronger your relationship is, the better the prospects for the children will be.  
Whatever information you make available to the families, it needs to be provided in an accessible form for everyone. For example, think of how families with literacy difficulties, sensory impairments or language differences will need your information. You may need a range of different types of information in order to meet each individual need of the families using your service (e.g. braille). You will also need to provide all of this information in the main languages used within the community. If the main language used within the community is not English, think of ways to supply this information in other languages. Whether it is printed (e.g. newsletters) or electronic (e.g. websites), you need to provide it in the service user’s language. If this is something that you are not able to do personally, hire a translator. They can translate this information into the language that you require.


[bookmark: _Toc421614263]Activity 3A
[image: ]

[bookmark: _Toc421614264]4. Provide information about community services and resources
4.1. 	Make information available to families about community services and resources
4.2. 	Ensure that there are processes in place to maintain current contact details of community services and resources
4.3.	Assist families to locate and contact and/or access community services and resources as required
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[bookmark: _Toc421614265]4.1 – Make information available to families about community services and resources
[bookmark: _Toc421614266]4.2 – Ensure that there are processes in place to maintain current contact details of community services and resources
[bookmark: _Toc421614267]4.3 – Assist families to locate and contact and/or access community services and resources as required
[bookmark: _Toc421614268]Community services and resources
When working closely with the families using your service, you will need to make a range of information available for them. You should provide them with information regarding any community services and resources that may be relevant to them. Families should be aware of any support that is available, should they need it. It is often difficult for families to share their personal issues; by already having relevant information for them, this will save them feeling embarrassed or ashamed. Whether it’s money issues or breastfeeding they need help with, you should make families feel as though they can approach you about anything.
This information could be related to:
Specialist care
Housing support
Financial support
Parenting issues
Medical services
Furthering their education.
So, how can you make this information available?
Think about what would be useful for families, for example:
Displaying posters
Providing brochures, leaflets and pamphlets 
[image: ]Creating notice boards
Putting resource folders together
Designing a newsletter
Sending out emails
Creating a small library
Making ‘tip’ sheets
Lending out DVDs.
As well as providing families with information of the relevant agencies, community meetings and support groups, you should. You could consider holding your own support meetings and workshops for families, providing them with a hands-on experience about relevant activities (e.g. learning through play). You could arrange regular social events for families to meet each other and build networks; this creates another level of support. Think about including a ‘family room’ in your service. This would allow families to interact with each other in a relaxed setting to discuss any issues they may be facing. If there seems to be a common issue amongst the families using your service, think about sending out a newsletter (e.g. treating head lice). You should also assist families in contacting these services or resources should they require you to. They may not have the facilities (e.g. a computer to send emails), the confidence to do it alone or anyone to turn to. 
You should ensure that any information you provide can be accessed by everyone. What about those family members that don’t speak much English or have sensory impairments? Information should be available in a range of forms and languages. 
[bookmark: _Toc421614269]Maintaining contact details
How can you maintain the contact details of community services and resources that may be useful? Think about creating a database with the contact details of the community services and resources that are relevant to your service. This will allow you to access this information quickly whenever you require it.
[image: ]When keeping a database, remember to:
Check spelling
Keep it up-to-date
Add new information
Remove old information 
Keep resources varied.

[bookmark: _Toc421614270]Activity 4A
[image: ]

[bookmark: _Toc421614271][image: ]Skills and Knowledge Activity


Nearly there...
[bookmark: _Toc326743832][bookmark: _Toc330309176][bookmark: _Toc338606027][bookmark: _Toc338792185][bookmark: _Toc348021071][bookmark: _Toc421614272]Major Activity – An opportunity to revise the unit

At the end of your Learner Workbook, you will find an activity titled ‘Major Activity’. This is an opportunity to revise the entire unit and allows your trainer to check your knowledge and understanding of what you have covered. It should take between and 1-2 hours to complete and your trainer will let you know whether they wish for you to complete it in your own time or during the sessions. Once this is completed, you will have finished this unit and be ready to move onto the next, well done!


Congratulations!
You have now finished the unit 'Work in partnership with families to provide appropriate education and care for children'.
[image: c:\Users\Sophie\Desktop\ArtWork\Fotolia_10056570_S.jpg]

[bookmark: _Toc421614273]References

These suggested references are for further reading and do not necessarily represent the contents of this Learner Guide.

Family/educator relationships: http://www.earlychildhoodaustralia.org.au/nqsplp/wp-content/uploads/2012/05/EC1201_Collaborating_with_families_not_a_problem.pdf 
National Quality Framework: http://www.acecqa.gov.au/national-quality-framework 
The Early Years Learning Framework: https://docs.education.gov.au/system/files/doc/other/belonging_being_and_becoming_the_early_years_learning_framework_for_australia.pdf 

All references accessed on and correct, as of 30/05/15, unless other otherwise stated.
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