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[bookmark: _Toc443571346]Third Party Observations/Demonstrations
	Learner’s name
	

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	CHCECE019: Facilitate compliance in an education and care service

	Assessment
	Third party

	Due date of assessment
	

	Third party’s name
	

	Third party’s position
	

	Third party’s relation to learner
	

	Name of workplace
	

	Third party’s telephone and email
	





[bookmark: _Toc443310635][bookmark: _Toc443571347]Part 1 – Preliminary questions for the third party
	What is your relationship to the learner?
	

	How long have you worked with the learner?

	

	How closely do you work with the learner in the area being assessed?

	

	What is your technical experience and/or qualification (s) in the area being assessed? (Include any assessment or training qualifications.)

	

	In your opinion, does the learner:
· Perform tasks to the industry standards?
· Manage job tasks effectively?
· Implement safe working practices?
· Solve problems on the job?	
· Work well with others?	
· Adapt to new tasks?	
· Adapt to unusual or non-routine situations?
	


        (Please circle yes or no)
Do you understand which evidence/tasks the learner has			Yes		No
provided/performed that you are required to comment on?

Has the assessor explained the purpose of the learner’s				Yes 		No
assessment?

Are you aware that the learner will see a copy of this form?			Yes 		No

Are you willing to be contacted should further verification of this		Yes 		No
statement be required?


[bookmark: _Toc443310636][bookmark: _Toc443571348]Part 2 – Main questions for the third party
Please indicate the type of evidence the learner has provided you with for each criteria:
· Direct – such as an observation of workplace performance by an assessor
· Indirect – such as a portfolio of evidence
· Supplementary – such as supervisor reports.
Please indicate if your observations were real-time (in the workplace) or simulated (demonstrations in a simulated environment).
Please provide your response, based on your observation (direct/indirect/supplementary) in the area marked below – attach an additional sheet(s) if required. In responding, please make sure to specify the manner of observation and address the following, to the extent appropriate:
· What did the learner do?
· When did s/he do it?
· When or over what period of time did s/he do it?
· How did s/he do it?
· What was the outcome?
Remember, as a third party, your information should be purely factual and not represent your opinion on the learner’s competency.


[bookmark: _Toc443310637][bookmark: _Toc443571349]Third party observation
	Tasks 
	Third party response based on observation (direct/indirect/supplementary – please indicate)

	1. Analyse the components of the National Quality Framework (NQF) and their relevance to the service.
The learner should be able to:
· Identify the three elements of the NQF
· the National Quality Standard
· the National Legislative Framework
· the National Quality Rating and Assessment process
· Identify the National Quality Standard’s seven areas of assessment 
· 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.











	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	2. Seek advice from a higher authority if clarification is required on interpretation of any aspect of the Framework.
The learner should be able to:
· Ask for clarification from supervisors, managers and external authorities
· Consult regulatory authorities for information on:
· information about assessments and ratings
· certifying and approving supervisors 
· submitting application and notification forms.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	3. Confirm staff understanding of the NQF and other legislation and regulations relevant to the service.
The learner should be able to:
· Identify the legislation and regulations that apply to their state/territory
· Identify the objectives of the NQF under section 3 (2) of the National Law
· Apply the following guiding principles under section 3 (3) of the National Law when making decisions about the operation of education and care services:
· the rights and best interests of the child are paramount
· children are successful, competent and capable learners
· the principles of equity, inclusion and diversity underpin the national law
· that Australia’s Aboriginal and Torres Strait Islander cultures are valued
· that the role of parents and families is respected and supported
· that best practice is expected in the provision of education and care services
· Provide staff (and stakeholders) with information about legislation through:
· training or induction guides
· posters
· workshops
· meetings
· links and information on organisational website
· newsletters.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	4. Clarify details and requirements of the assessment and rating process and share information with all staff in the service.
The learner should be able to:
· Identify the seven areas of assessment:
· 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
· Prepare staff for inspections by:
· encouraging staff to review mission statements legislation and standards 
· regularly hosting meetings and being available to talk to staff about their concerns
· checking that they have up-to-date contact details for all parents/carers
· encouraging staff to reflect on their own work practices
· collaborating together and carrying out a self-assessment as a practice
· reminding all staff to be cooperative – smile, answer and ask questions, be polite etc. 
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	5. Determine ways to collect information from staff, children, families and the community to inform self- assessment on a regular ongoing basis.
The learner should be able to:
· Collect information, while maintaining awareness of peoples’:
· language difficulties 
· literacy issues 
· developmental issues
· cultural differences
· social differences
· uncooperative parents
· Collect information from staff, including:
· safety issues
· the use of resources and equipment 
· areas of weakness in provision and own capabilities
· things they are doing to improve services
· issues with policies and procedures
· general communication about the children including observations
· Collect information from staff using:
· communication diaries
· staff surveys
· regular meetings
· accident or illness forms
· open-door policies
· Collect information from children, families and community members.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	6. Share ideas with colleagues and involve them in the collection of information to inform the self-assessment.
The learner should be able to:
· Share ideas and thoughts and ask colleagues to collect and share their ideas to help contribute to the quality improvement plan
· Collect information through:
· speaking with parents/carers
· carrying out and recording surveys
· observing each other working with the children and documenting findings – a checklist could be used for practices demonstrated
· performance reviews with managers
· writing and sending requests of information out to parents/carers, members of the community or other professionals that are involved in the child’s care
· gathering information known about the child e.g. notes and assessments of development
· ensuring communication and scrapbooks are up-to-date – staff may need to take additional photographs or link the experiences documented with appropriate standards and practices
· ensuring child’s file and all other documentation is complete.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	7. Record the information collected during the self-assessment process against the standards and elements in the NQF.
The learner should be able to:
· Record information against standards, including:
· standard 1:1 – an approved learning framework informs the development of a curriculum that enhances each child’s learning and development
· standard 1:2 – educators and co-ordinators are focused, active and reflective in designing and delivering the program for each child
· Ask questions, including:
· how do we gain knowledge and understanding about the learning framework?
· how do we ensure higher learning outcomes for all ages?
· how are we able to learn about children – their abilities, interests and strengths?
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	8. Ensure the self-assessment is available at the service to inform discussion of the assessment and rating process.
The learner should be able to:
· Be aware of where electronic and hardcopies of self-assessments are kept
· Check with their organisational procedures of authorities to ensure that this is appropriate.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	9. Use the information gathered in the self-assessment process to inform the creation of the quality improvement plan.
The learner should be able to:
· Think objectively and work with colleagues when creating the quality improvement plan
· Identify:
· the issues 
· the related area, standard or element
· the outcome they hope to achieve
· the level of priority – high, medium, low
· how they will know if they are successful
· when they aim to have resolved the issue
· what progress they have made with this issue already.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	10. Collaborate with others to decide upon the strengths and the key improvements sought within the service.
The learner should be able to:
· Collaborate with:
· colleagues
· clients
· managers and supervisors
· teachers, professors, trainers and other educators
· care workers
· regulators
· lawyers
· Adopt and maintain a proactive active and positive attitude
· Be patient and diplomatic at all times
· Be prepared to compromise
· Respect other peoples’ point of view
· Mediate in disputes if necessary
· Ask for frequent expansion on points that they do not understand.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	11. Work in collaboration with others to focus on how the key improvements sought will be reflected in the improvement plan.
The learner should be able to:
· Come up with ideas about how to tackle key improvements
· Identify key improvements to be made, for example:
· reducing the number of experiences that need heightened supervision
· reviewing mealtimes so that children and educators can sit together and talk in small groups
· researching current best practice for engaging in meaningful interactions.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:







	12. Record all of the required information in the plan.
The learner should be able to:
· Record information in the quality improvement plan
· Search for the relevant section and record:
· issues 
· standards and elements 
· proposed outcomes
· priority levels
· steps needed to achieve proposed outcome
· success measures 
· timescales
· progress.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	13. Plan to collaborate with others on a regular basis to review the quality improvement plan.
The learner should be able to:
· Schedule times to review the quality improvement plan with others on a regular basis
· Look at the proposed improvements and question their success and implementation, asking questions such as:
· are we on timescale?
· how far have we got with making the changes?
· have there been any amendments to the original plan?
· have there been any problems, are these ongoing or resolved?
· are improvements working? 


	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	14. Inform all stakeholders that the service has been selected for assessment and rating and that the assessment and rating process has commenced.
The learner should be able to:
· Identify stakeholders, including:
· owners or managers
· users of the service e.g. parents 
· staff members
· education provider
· association official or member
· union representative
· Inform key stakeholders of the process that the assessment will follow and supply key information, such as the dates and times of the inspection.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:







	15. Schedule meetings with stakeholders and staff where appropriate.
The learner should be able to:
· Structure meetings sensibly. e.g. in the order of:
· an introduction
· individual responsibilities and accountabilities and feedback
· teams and departments
· issues/topics open for discussion in detail
· conclusion and summary – this enables them to answer any queries and provide a last motivational boost
· questions and answers
· Use a couple of different methods to help team members engage
· Ensure that they have covered all the details.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	16. Check for accuracy and completion of all documentation required for examination.
The learner should be able to:
· Check the accuracy of all the documentation required for examination
· Make a good impression when having an assessment
· Read through and check they have all the information in place first
· Next, check if all the information is correct – being careful with dates and facts
· Check spellings and be aware of different spellings e.g. Stuart and Stewart
· Try to avoid using abbreviations unless everyone is in agreement and has full knowledge of the meanings 
· Refrain from rushing – if they rush and make a mistake it will take longer to rectify in the end.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	17. Ensure all staff understand what may be required of them during the assessment visit.
The learner should be able to:
· Talk to staff either individually or in a group about the assessment visit
· Send out written information about the assessment visit
· Ensure that staff know they may have to:
· show representatives around the setting 
· be polite and hospitable
· co-operate with authorities by answering questions 
· let authorities sit in and observe teaching
· encourage children to answer questions from representatives
· inform/remind parents on arrival.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	18. Check and maintain compliance in an education and care service.
Specifically, the learner should be able to:
· Interpret and apply the requirements outlined in the National Quality Framework (for example, standards 6.1, 6.2 and 6.3) in at least one education and care service
· Facilitate a self-assessment process in at least one education and care service, being sure to:
· share ideas with colleagues and involve them in the collection of information to inform the self-assessment
· record the information collected during the self-assessment process against the standards and elements in the NQF
· ensure the self-assessment is available at the service to inform discussion of the assessment and rating process.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	19. Develop at least one quality improvement plan.
Specifically, the learner should:
· Document and check information for accuracy and completeness, being sure to:
· check the accuracy of all the documentation required for examination
· make a good impression when having an assessment
· read through and check they have all the information in place first
· next, check if all the information is correct – being careful with dates and facts
· check spellings and be aware of different spellings e.g. Stuart and Stewart
· try to avoid using abbreviations unless everyone is in agreement and has full knowledge of the meanings 
· refrain from rushing – if they rush and make a mistake it will take longer to rectify in the end
· Consult with at least one other educator or service coordinator to review the plan








	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	20. Perform the activities outlined in the performance criteria of this unit during a period of at least 120 hours of work in at least one regulated education and care service.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	21. The learner must demonstrate their reading skills by analysing and applying applicable legislative and regulatory requirements, including the National Quality Standards, relevant to the service.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:










[bookmark: _Toc443310638]

[bookmark: _Toc443571350]Third party declaration
To the best of my knowledge and belief, and after making diligent enquiries where relevant, I declare that I the contents of this Third Party Report are true, correct and complete and represent my views. I have not colluded with the learner and have not discussed my responses to the Third Party Report with the learner or anyone acting on behalf of the learner.
Third party’s name:	_______________________________________________________
Third party’s signature:	_______________________________________________________
Date:			_______________________________________________________


[bookmark: _Toc443488395][bookmark: _Toc443571351][bookmark: _Toc443314908][bookmark: _Toc443310641]Assessor’s third party checklist
This should be used by the trainer/assessor to document that observations/demonstrations carried out by the third party are satisfactory, as relevant to the performance criteria of this unit. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) in the observations or if reassessment is required.
	Learner’s name
	

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	

	Date(s) of assessment
	

	Have the third party observations been carried out correctly and successfully?
	    Yes         No
    (Please circle)

	Has the third party covered all relevant criteria in their observations?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc443571352]


Assessor Observations/Demonstrations
[bookmark: _Toc443314909][bookmark: _Toc443571353]Assessor observation
	Tasks 
	Observer response based on observation (direct/indirect/supplementary – please indicate)

	1. Analyse the components of the National Quality Framework (NQF) and their relevance to the service.
The learner should be able to:
· Identify the three elements of the NQF
· the National Quality Standard
· the National Legislative Framework
· the National Quality Rating and Assessment process
· Identify the National Quality Standard’s seven areas of assessment 
· 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.









	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	2. Seek advice from a higher authority if clarification is required on interpretation of any aspect of the Framework.
The learner should be able to:
· Ask for clarification from supervisors, managers and external authorities
· Consult regulatory authorities for information on:
· information about assessments and ratings
· certifying and approving supervisors 
· submitting application and notification forms.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	3. Confirm staff understanding of the NQF and other legislation and regulations relevant to the service.
The learner should be able to:
· Identify the legislation and regulations that apply to their state/territory
· Identify the objectives of the NQF under section 3 (2) of the National Law
· Apply the following guiding principles under section 3 (3) of the National Law when making decisions about the operation of education and care services:
· the rights and best interests of the child are paramount
· children are successful, competent and capable learners
· the principles of equity, inclusion and diversity underpin the national law
· that Australia’s Aboriginal and Torres Strait Islander cultures are valued
· that the role of parents and families is respected and supported
· that best practice is expected in the provision of education and care services
· Provide staff (and stakeholders) with information about legislation through:
· training or induction guides
· posters
· workshops
· meetings
· links and information on organisational website
· newsletters.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	4. Clarify details and requirements of the assessment and rating process and share information with all staff in the service.
The learner should be able to:
· Identify the seven areas of assessment:
· 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
· Prepare staff for inspections by:
· encouraging staff to review mission statements legislation and standards 
· regularly hosting meetings and being available to talk to staff about their concerns
· checking that they have up-to-date contact details for all parents/carers
· encouraging staff to reflect on their own work practices
· collaborating together and carrying out a self-assessment as a practice
· reminding all staff to be cooperative – smile, answer and ask questions, be polite etc. 
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	5. Determine ways to collect information from staff, children, families and the community to inform self- assessment on a regular ongoing basis.
The learner should be able to:
· Collect information, while maintaining awareness of peoples’:
· language difficulties 
· literacy issues 
· developmental issues
· cultural differences
· social differences
· uncooperative parents
· Collect information from staff, including:
· safety issues
· the use of resources and equipment 
· areas of weakness in provision and own capabilities
· things they are doing to improve services
· issues with policies and procedures
· general communication about the children including observations
· Collect information from staff using:
· communication diaries
· staff surveys
· regular meetings
· accident or illness forms
· open-door policies
· Collect information from children, families and community members.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	6. Share ideas with colleagues and involve them in the collection of information to inform the self-assessment.
The learner should be able to:
· Share ideas and thoughts and ask colleagues to collect and share their ideas to help contribute to the quality improvement plan
· Collect information through:
· speaking with parents/carers
· carrying out and recording surveys
· observing each other working with the children and documenting findings – a checklist could be used for practices demonstrated
· performance reviews with managers
· writing and sending requests of information out to parents/carers, members of the community or other professionals that are involved in the child’s care
· gathering information known about the child e.g. notes and assessments of development
· ensuring communication and scrapbooks are up-to-date – staff may need to take additional photographs or link the experiences documented with appropriate standards and practices
· ensuring child’s file and all other documentation is complete.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	7. Record the information collected during the self-assessment process against the standards and elements in the NQF.
The learner should be able to:
· Record information against standards, including:
· standard 1:1 – an approved learning framework informs the development of a curriculum that enhances each child’s learning and development
· standard 1:2 – educators and co-ordinators are focused, active and reflective in designing and delivering the program for each child
· Ask questions, including:
· how do we gain knowledge and understanding about the learning framework?
· how do we ensure higher learning outcomes for all ages?
· how are we able to learn about children – their abilities, interests and strengths?
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	8. Ensure the self-assessment is available at the service to inform discussion of the assessment and rating process.
The learner should be able to:
· Be aware of where electronic and hardcopies of self-assessments are kept
· Check with their organisational procedures of authorities to ensure that this is appropriate.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	9. Use the information gathered in the self-assessment process to inform the creation of the quality improvement plan.
The learner should be able to:
· Think objectively and work with colleagues when creating the quality improvement plan
· Identify:
· the issues 
· the related area, standard or element
· the outcome they hope to achieve
· the level of priority – high, medium, low
· how they will know if they are successful
· when they aim to have resolved the issue
· what progress they have made with this issue already.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	10. Collaborate with others to decide upon the strengths and the key improvements sought within the service.
The learner should be able to:
· Collaborate with:
· colleagues
· clients
· managers and supervisors
· teachers, professors, trainers and other educators
· care workers
· regulators
· lawyers
· Adopt and maintain a proactive active and positive attitude
· Be patient and diplomatic at all times
· Be prepared to compromise
· Respect other peoples’ point of view
· Mediate in disputes if necessary
· Ask for frequent expansion on points that they do not understand.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	11. Work in collaboration with others to focus on how the key improvements sought will be reflected in the improvement plan.
The learner should be able to:
· Come up with ideas about how to tackle key improvements
· Identify key improvements to be made, for example:
· reducing the number of experiences that need heightened supervision
· reviewing mealtimes so that children and educators can sit together and talk in small groups
· researching current best practice for engaging in meaningful interactions.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:







	12. Record all of the required information in the plan.
The learner should be able to:
· Record information in the quality improvement plan
· Search for the relevant section and record:
· issues 
· standards and elements 
· proposed outcomes
· priority levels
· steps needed to achieve proposed outcome
· success measures 
· timescales
· progress.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	13. Plan to collaborate with others on a regular basis to review the quality improvement plan.
The learner should be able to:
· Schedule times to review the quality improvement plan with others on a regular basis
· Look at the proposed improvements and question their success and implementation, asking questions such as:
· are we on timescale?
· how far have we got with making the changes?
· have there been any amendments to the original plan?
· have there been any problems, are these ongoing or resolved?
· are improvements working? 


	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	14. Inform all stakeholders that the service has been selected for assessment and rating and that the assessment and rating process has commenced.
The learner should be able to:
· Identify stakeholders, including:
· owners or managers
· users of the service e.g. parents 
· staff members
· education provider
· association official or member
· union representative
· Inform key stakeholders of the process that the assessment will follow and supply key information, such as the dates and times of the inspection.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:








	15. Schedule meetings with stakeholders and staff where appropriate.
The learner should be able to:
· Structure meetings sensibly. e.g. in the order of:
· an introduction
· individual responsibilities and accountabilities and feedback
· teams and departments
· issues/topics open for discussion in detail
· conclusion and summary – this enables them to answer any queries and provide a last motivational boost
· questions and answers
· Use a couple of different methods to help team members engage
· Ensure that they have covered all the details.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	16. Check for accuracy and completion of all documentation required for examination.
The learner should be able to:
· Check the accuracy of all the documentation required for examination
· Make a good impression when having an assessment
· Read through and check they have all the information in place first
· Next, check if all the information is correct – being careful with dates and facts
· Check spellings and be aware of different spellings e.g. Stuart and Stewart
· Try to avoid using abbreviations unless everyone is in agreement and has full knowledge of the meanings 
· Refrain from rushing – if they rush and make a mistake it will take longer to rectify in the end.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	17. Ensure all staff understand what may be required of them during the assessment visit.
The learner should be able to:
· Talk to staff either individually or in a group about the assessment visit
· Send out written information about the assessment visit
· Ensure that staff know they may have to:
· show representatives around the setting 
· be polite and hospitable
· co-operate with authorities by answering questions 
· let authorities sit in and observe teaching
· encourage children to answer questions from representatives
· inform/remind parents on arrival.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	18. Check and maintain compliance in an education and care service.
Specifically, the learner should be able to:
· Interpret and apply the requirements outlined in the National Quality Framework (for example, standards 6.1, 6.2 and 6.3) in at least one education and care service
· Facilitate a self-assessment process in at least one education and care service, being sure to:
· share ideas with colleagues and involve them in the collection of information to inform the self-assessment
· record the information collected during the self-assessment process against the standards and elements in the NQF
· ensure the self-assessment is available at the service to inform discussion of the assessment and rating process.



	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	19. Develop at least one quality improvement plan.
Specifically, the learner should:
· Document and check information for accuracy and completeness, being sure to:
· check the accuracy of all the documentation required for examination
· make a good impression when having an assessment
· read through and check they have all the information in place first
· next, check if all the information is correct – being careful with dates and facts
· check spellings and be aware of different spellings e.g. Stuart and Stewart
· try to avoid using abbreviations unless everyone is in agreement and has full knowledge of the meanings 
· refrain from rushing – if they rush and make a mistake it will take longer to rectify in the end
· Consult with at least one other educator or service coordinator to review the plan
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	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	20. Perform the activities outlined in the performance criteria of this unit during a period of at least 120 hours of work in at least one regulated education and care service.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	21. The learner must demonstrate their reading skills by analysing and applying applicable legislative and regulatory requirements, including the National Quality Standards, relevant to the service.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:











[bookmark: _Toc443488398][bookmark: _Toc443571354]Assessor’s checklist
This should be used by the trainer/assessor to document the learner’s performance during observations/demonstrations, as relevant to the performance criteria of this unit. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) in the observations or if reassessment is required.
	Learner’s name
	

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	

	Date(s) of assessment
	

	Have all observations been performed fully and as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient knowledge been displayed by the learner during all observations?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:















	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Learner’s signature
	

	Assessor’s signature
	






