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[bookmark: _Toc435015414][bookmark: _Toc435103747][bookmark: _Toc453864159][bookmark: _Toc485898377]Instructions to Assessor
[bookmark: _Toc453864160][bookmark: _Toc485898378]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: _Toc485898379]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: _Toc485898380]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: _Toc485898381]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: _Toc485898382]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: _Toc485898383]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: _Toc485898384]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: _Toc485898385]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: _Toc485898386]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: _Toc485898387]Activity 1A
	Estimated Time
	60 Minutes

	Objective
	To provide you with an opportunity to explain how observing children can help to inform working practice and list a range of opportunities to listen and talk with children

	
	1. How can observing children help to inform your working practice? Explain in no more than 100 words.

2. List three different opportunities which you have throughout your working day to listen and talk with children.

1. Learners are required to explain how observing children can help to inform their working practice in no more than 100 words. Answers should acknowledge that observations will enable educators to see a true picture of how children are developing and engaging with their environment. This will provide educators with the opportunity to cater practices towards the specific requirements of individual children.

A strong answer will acknowledge that observations will provide an opportunity for educators to learn a large range of things including:

· How children interact with their peers as well as adults
· What interests children
· How children are developing – their development stage
· Patterns of behaviour
· How children are feeling.

2. Learners will need to list three different opportunities they have throughout their working day to listen and talk with children.

For example, opportunities might include:

· At the beginning of the day when children are settling in
· Meal times
· Learning time
· End of the day as children are getting ready to leave.



[bookmark: _Toc485898388]
Activity 1B
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to identify ways to ensure that you are paying attention to children and explain active listening

	
	1. Identify three things that you can do to ensure that you are paying attention to children.

2. What is active listening? Explain in 50 words.

1. Learners are required to identify three things that they can do to ensure that they are paying attention to children.

For example, answers might include:

· Spending time with individual children where possible 
· Engaging with the things that children do 
· Stopping and listening to children when they speak.

2. Learners will need to explain what active listening is. Answers should recognise that active listening refers to the process of listening with concentration, taking in what the other person is saying and then responding. Active listening requires a person's full attention and will provide the person talking with a good chance to express their thoughts.
	




[bookmark: _Toc485898389]Activity 1C
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to list ways to identify children’s interests, ideas, knowledge or skills within the workplace

	
	List four different ways to identify children’s interests, ideas, knowledge or skills within the workplace.

Learners are required to list four ways to identify children’s interests, ideas knowledge or skills within the workplace.

For example, answers may include:

· Speaking to children
· Observing children
· Speaking with children’s families
· Introducing different things.





[bookmark: _Toc485898390]Activity 2A
	Estimated Time
	60 Minutes

	Objective
	To provide you with an opportunity to explain the meaning of a secondary source, identify key record types, and provide an example of a scenario in which records can positively direct working practice

	
	1. What is a secondary source? Explain in no more than 40 words.

2. Identify the two key record types that you are able to access within your organisation.

3. Provide an example of a scenario in which personal or developmental records may be able to direct your working practice positively.

1. Learners will need to explain what a secondary source is in no more than 40 words. Answers should acknowledge that a secondary source refers to any source of information which is not from the original source. 

A strong answer will provide an example of a relevant secondary source. For example, when observing children, this observation will be a primary source. An educator may then use records to consider why children are behaving in a certain way – these records will serve as a secondary source.

2. Learners should identify the two key records which they will be able to access within their organisation. They should be personal and developmental records, but answers may vary depending on the individual learner’s organisation. 

3. In the previous question, learners were expected to identify the two key records which they will be able to access; now they should provide an example of a scenario in which personal or developmental records will positively direct their working practice.

For example, personal records may show that a child has attended a number of different care/education settings due to family relocation. From this information, an educator can see that they may need to identify if children have missed anything throughout their time moving between settings and fill in where necessary. Educators could also consider looking at the child’s social skills as they may need more help integrating with their peers than a child who has had a more stable background.





[bookmark: _Toc485898391]Activity 2B
	Estimated Time
	50 Minutes

	Objective
	To provide you with an opportunity to list a range of opportunities for families to share information and explain why it is important to collaborate with other educators

	
	1. List five opportunities which you can give to families to encourage them to share information.

2. Explain why it is important to collaborate with other educators.

1. Learners should list five opportunities which they can give to families to encourage them to share information. Opportunities for families to share information might include getting the families to:

· Give advice
· 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
· Help to plan special occasions; different families can introduce the different ways they celebrate different occasions
· Help organise events
· Fundraise
· 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.

2. Learners will need to explain why it is important to collaborate with other educators. Answers should acknowledge that collaborating with other educators is important because it allows for information and ideas to be shared. It will also ensure that all staff members are on the same page where their relationships with children might differ.





[bookmark: _Toc485898392]Activity 3A
	Estimated Time
	60 Minutes

	Objective
	To provide you with an opportunity to identify who to discuss gathered information with, explain how to ensure that discussions about gathered information are informative and relevant and identify the process for recording observations

	
	Answer the following questions in relation to your organisation.

1. Who are you required to discuss gathered information with?

2. How can you ensure that your discussions about gathered information are informative and relevant?

3. Identify the process for recording observations.

Learners are required to answer the following questions in relation to their organisation.

1. Learners will need to identify who they are required to discuss gathered information with. For example, they may discuss information with:

· Colleagues
· Managers
· Board members
· Families of children.

2. Learners should explain how they can ensure that discussions about gathered information are informative and relevant. Answers should acknowledge that making a brief plan for a discussion beforehand will help to ensure that all relevant information is discussed and provide them with a reference point should conversation go off track.

3. Learners are required to identify the process for recording observations in their organisation. For example, learners may produce a written narrative. This simply consists of a written description of what happened during the period of time which was observed. A written narrative will usually begin in note form – jottings taken during the time of the observation. These notes will then be transferred into a more formal document. This means they are typed up on a computer and adapted to full sentences with good grammar, etc.





[bookmark: _Toc485898393]Activity 3B
	Estimated Time
	90 Minutes

	Objective
	To provide you with an opportunity to explain what bias is and how to avoid bias or negative labelling of children when recording and discussing information

	
	1. What is bias? Explain in no more than 50 words.

2. Explain how you can avoid biased comments OR negative labelling of children when recording and discussing information.

Present your answer in 150-200 words.
	
1. Learners are required to explain what bias is in no more than 50 words.

Answers should be similar to the following:

Bias refers to displaying prejudice towards someone or something. Bias can be both favourable and unfavourable, i.e. being particularly in favour of something or particularly against something. Generally speaking, bias refers to treating something or someone unfairly due to your own, presupposed thoughts and ideas.

2. Learners will need to explain how they can avoid biased comments or negative labelling of children when recording and discussing information.

For example, learners may consider the following points:

· Being aware of own biases
· Focusing on the facts of a situation and avoiding opinions
· Having another person present during the observation who can provide a second opinion
· Only discussing and record actions and behaviours
· Focusing on the action rather than the actor – i.e. describe a child as engaging in noisy play rather than describing the child as noisy,





[bookmark: _Toc485898394]Activity 4A
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to list ways in which gathered information can help to promote children’s learning and development and identify an example of how information can help to support children’s sense of well-being within the service

	
	1. List three ways in which gathered information can help you to promote children’s learning and development.

2. Present an example of how gathered information could help you to support children’s sense of well-being within your service.

1. Learners should list three different ways in which gathered information can help to promote children’s learning and development.

For example, gathered information can help to:

· Select relevant learning resources and materials
· Identify the right amount of ‘challenge’ to offer to children
· Identify any gaps in knowledge or areas which need special attention
· Cater learning practices to the specific interests of children.

2. Learners are required to present an example of how gathered information could help to support children’s sense of well-being within the service.

Examples should consider how specific information gathered from either observations or secondary sources (records, families, or educators) can indicate how children’s well-being can be supported. This might include supporting children’s behaviour, incorporating individual practices of children to promote inclusion or supporting children’s social skills.

For example, through collaboration with families, an educator finds that one child comes from a multi-cultural family with some family members carrying out different practices than other members. In order to promote this child’s sense of belonging, an educator might incorporate learning resources into the service which encourage children to learn about each of these cultures. Not only will this be beneficial for the child as they will feel represented within the service, but it will also be a positive learning experience for other children who may not understand different cultures.





[bookmark: _Toc485898395]Activity 4B
	Estimated Time
	90 Minutes

	Objective
	To provide you with an opportunity to explain why responsive and respectful relationships are important, list a range of ways to promote responsive and respectful relationships and explain how gathered information can be used to promote responsive and respectful interactions in response to a given scenario

	
	1. In no more than 50 words, explain why responsive and respectful relationships are important.

2. List four ways to promote responsive and respectful relationships with children.

3. Within your collaboration with a child’s family, you find that they follow cultural practices which you were not previously aware of. 
	
Explain how you can use this information to promote responsive and respectful interactions with this child.	

1. Learners should explain, in no more than 50 words, why responsive and respectful relationships with children are important. Answers should consider that responsive and respectful relationships are a cornerstone to supporting children’s learning and development, but also play a significant role in children’s well-being and how they interact with the environment and those around them. 

2. Learners are required to list four ways to promote responsive and respectful relationships. Answers might include:

· Showing warmth and being welcoming - demonstrating to children that you are happy to see them, sharing a laugh with them
· Respecting each child’s uniqueness and communicating that respect to the child
· Actively looking for each child’s strengths and sharing your appreciation of those with the child, the child’s family and colleagues
· Showing children that you know them well, for example by helping them to identify their feelings and offering needed help and support to deal with feelings
· Creating and taking full advantage of one-on-one times, even brief ones, with each child
· Trying hard to understand children’s communication – verbal and non-verbal – and responding respectfully and authentically to encourage children to ask questions and share their thoughts
· Looking behind children’s behaviour to try to figure out what it means.

3. Learners are required to respond to the following scenario and explain how the information can be used to promote a responsive and respectful relationship with the child.

“Within your collaboration with a child’s family, you find that they follow cultural practices which you were not previously aware of.”

Answers may consider points such as:

· Consider how relationships are established differently according to culture – for example, may be less willing to be open with their feelings
· Introduce culturally appropriate learning resources to promote inclusion for the child
· Consider any cultural practices which could be included in the service (or provide opportunities to learn about them).

Learners should demonstrate a clear understanding of how this information can positively impact on the way that they interact and communicate with the child by making the service inclusive and respectful of the child’s culture.




[bookmark: _Toc453864171]

[bookmark: _Toc485898396]Summative Assessments answer guide
[bookmark: _Toc485898397]Section A: Skills Activity
Objective: To provide you with an opportunity to show you have the required skills for this unit.

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: _Toc485898398]Section B: Knowledge Activity (Q & A)
Objective: To provide you with an opportunity to show you have the required knowledge for this unit.

The answers to the following questions will enable you to demonstrate your knowledge of:
· How to access:
· the National Quality Framework
· the National Quality Standards
· the relevant approved learning framework
· How to navigate through standards and framework documents to find areas relevant to this unit of competency
· United Nations Convention on the Rights of the Child
· Code of ethics
· Reflective practice
· Child development, in order to analyse information and plan accordingly
· Observation techniques
· Report-writing standards and protocols relevant to the context of observation reports
· Organisational 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. Provide the website addresses for the following:

· The National Quality Framework
· The National Quality Standards
· The relevant approved learning framework for your organisation.

2. Using the website address identified in the previous question, navigate through the National Quality Standards and identify and document one quality area which is relevant to this unit. Explain why you have chosen this quality area.

3. What is the United Nations Conventions on the Rights of the Child? Explain in 100 words.

4. Explain how the relevant Code of Ethics is applied to your role. Present your answer in 200-300 words.

5. What is the purpose of reflective practice? Explain in no more than 50 words.

6. In an essay of 300-500 words, explain how you can ensure that your practices are planned around the development stage(s) of children.

7. Make a list of three different observation techniques.

8. What standards and protocols are you required to follow when writing observation reports within your organisation? 

9. Identify five standards, policies or procedures in place within your organisation which are relevant to this unit.

1. Learners are required to identify and document the website address for the following:

· The National Quality Framework
· The National Quality Standards
· The relevant approved learning framework.

Website addresses are:

http://www.acecqa.gov.au/national-quality-framework
http://www.acecqa.gov.au/national-quality-framework/the-national-quality-standard

Learners are also required to identify the website address for the learning framework relevant to their organisation. For example, learners may follow the framework Belonging, Being & Becoming - The Early Years Framework for Australia: https://www.dss.gov.au/sites/default/files/documents/05_2015/belonging_being_and_becoming_the_early_years_learning_framework_for_australia.pdf

Please note: website addresses may differ depending on the learner's course of research.

2. Learners will need to use the website address presented in the previous question to work through the National Quality Standards and identify one quality area which is relevant to this unit. They should also provide a brief explanation for why this area is relevant.

For example, learners may choose Quality Area Five: Relationships with Children. This Quality Area is relevant to the unit as positive and respectful relationships with children will be key to effective communication.

3. Learners will need to explain what the United Nations Rights of the Child is in no more than 100 words. Answers should acknowledge that the United Nations Rights of the Child is an international agreement (signed by 194 countries) which outlines the civil, political, economic, social and cultural rights which every child is entitled to. It aims to ensure that children are given their basic fundamental rights and help them to reach their full potential.

4. Learners are required to explain how the relevant Code of Ethics is applied to their role. Answers should be presented in 200-300 words. Answers will vary depending on the specific Code of Ethics adopted by an organisation or a jurisdiction. 

For example, the Code of Ethics for teachers in Queensland focuses on the following six values which it believes underpin the teaching profession.

These principles are:

· Integrity
· Dignity
· Responsibility
· Respect
· Justice
· Care.

Learners applying this Code of Ethics would then explain how each of these key values are incorporated into their role. For example, integrity can be implanted by:

· Creating and maintaining appropriate professional relationships
· Acting with impartiality, truthfulness and honesty.

(Queensland College of Teachers: Code of Ethics for Teachers in Queensland -http://qct.edu.au/pdf/CodeOfEthicsPoster20081215.pdf)

5. Learners will need to identify the purpose of reflective practice in no more than 50 words. Reflective practice aims to allow a person to consciously consider their own practices in order to identify where they can be improved as well as where they are successful.

6. Learners are required to explain how they can ensure that their practices are based on the development stage(s) of children.

Answers should consider points relevant to this unit such as:

· Observing children to identify their skills and knowledge
· Using records to identify any potential barriers to learning and development
· Consulting with children’s family to gather information regarding the child and how they are developing
· Consulting with other educators to gain advice or information regarding the child’s development.

Answers should demonstrate a competent understanding of how gathering information can directly indicate relevant practices.

7. Learners will need to make a list of three different observation techniques. For example, observation techniques might include:

· Covert observation
· Overt observation
· Researcher participation.

8. Learners are required to identify the standards and protocols which they are required to follow when writing observation reports. Answers will differ depending on standards and protocols outlined by the learners’ organisation.

For example, standards and protocols might include:

· What information is required when recording observations
· Format of the recording of observation 
· Confidentiality protocols.

9. Learners will need to identify five standards, policies or procedures in place within their organisation relevant to this unit. Answers will differ depending on the learners’ organisation.

For example, standards, policies or procedures might include:

· Access to records
· How to communicate with families
· Confidentiality
· Approved content of pictures to support observations.


[bookmark: _Toc485898399]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:
· Observed, documented and analysed information regarding at least three children of varying ages, including:
· gathering and recording information using:
· observations 
· questioning
· discussion with families
· anecdotal information
· learning stories
· jottings
· digital images
· samples of children’s work
· Analysing observations of the children’s behaviour, including:
· aspects of child’s development
· knowledge, ideas, abilities and interests
· social interactions
· reactions to play environment
· Writing reports that record observations accurately and respectfully to the level of detail expected in the service
· Using information to contribute to program/planning.

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. Gather and record information on three different children of varying ages within your organisation. You should provide documents proving that you have:

· Carried out observations on children
· Used questioning with children and/or families in order to gather information
· Discussed the child with families
· Considered anecdotal information
· Put together learning stories
· Took pictures to back up any key points
· Made notes during observations
· Looked at the children’s work.

Your documentation should be legible and coherent.

2. Using the documentation produced in the previous task, select one of the three cases and analyse your observations of the child’s behaviour.

You should consider:

· Aspects of child development
· The child’s knowledge, ideas, abilities and interests
· Social interactions
· Reactions to play environment.

3. Produce a 500-word report accurately recording your observations. Consider the documentation which you have completed in earlier stages of this task as well as your analysis.

4. Finally, you will have a discussion with your assessor. Within this discussion, you should suggest how you can use the information gathered throughout this task to contribute to your organisation going forward. 

1. Learners are required to gather and record information on three different children of varying ages within their organisation.

To do this, they should:

· Observe children within the workplace environment
· Make notes during observations
· Discuss with families
· Use questioning with children and/or their families in order to gather information
· Consider anecdotal information – this may be ‘word of mouth’ information which they receive from colleagues or other children, for example
· Put together learning stories
· Take digital pictures to back up key points
· Consider children’s work.

Learners should prove that they have carried out the above task by providing relevant documentation. This might include their jottings from observations or discussions with families, for example. All documentation should be presented in a clear and coherent manner.

2. Learners will need to refer to the documentation which they produced in the previous question. Using these documents, they should select one of the children concerned and analyse the observations which they made. 

The analysis should, at minimum, consider:

· Aspects of child development – this will be dependent on the age of the child. For example, analysis may focus on language, physical or social development
· The child’s knowledge, ideas, abilities, and interests – learners should acknowledge the personal attributes of the child within their analysis. This might include the things that they enjoy or their individual talents
· The child’s social interactions – how they engage with their peers as well as educators or other professionals
· The child’s reactions to their play environment – learners should consider whether their observations indicate that children feel comfortable and secure in their environment or that they are unsettled and anxious.

3. For this task, learners will need to refer back to both of the previous questions. They will be required to produce a 500-word report which accurately records their observations. This report should consider both factual occurrences (from the observations) as well as interpretations of occurrences (analysis). Reports should demonstrate respect for the child and be of a standard generally accepted by the service.

Reports should be clearly and coherently written, showing signs of effective written communication skills and free of grammatical errors.

4. Learners will finally be required to have a discussion with the assessor. Within this discussion learners are required to refer back to the previous questions and suggest how the information gathered can be used to contribute to their organisation going forward. You should encourage learners to consider how to contribute positively to the specific cases which they observed, as well how to use this experience to improve their practices on the whole.
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