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PRE-ASSESSMENT & RATING CHECKLIST
QUALITY AREA 7: GOVERNANCE AND LEADERSHIP
	QA7 POLICIES
	QA7 PROCEDURES

	Child Care Subsidy (CCS) Account Policy  
Child Care Subsidy (CCS) Data Security Policy
Child Care Subsidy (CCS) Governance Policy
Child Care Subsidy (CCS) Notifications Policy 
Child Care Subsidy (CCS) Personnel Policy 
Dealing with Complaints Policy  
Fraud Prevention Policy
Governance Policy
Kindergarten Payment of Fees Policy (VIC) 
Make-Up Day Policy
Management Committee Policy
Payment of Fees Policy
Privacy and Confidentiality Policy 
Professional Development Policy 
Record Keeping and Retention Policy 
Relief Staff Policy 
Social Media Policy 
Student and Volunteer Policy
Withdrawal of a Child Policy
Writing Reviewing and Maintaining Policies 

	Budget Forecast Guide
CCS Application Guide 
CCS Procedures Guide
Complaints / Grievance Investigation Guide and Form 
Complaints / Grievance Procedure 
Compliance Calendar 
Data Breach Response Plan Procedure 
Educational Leadership Guide
Desktop Library Guide
Fraud Corruption Prevention Procedure
Key Terms - Policies and Procedures
Notification and Reporting Guide 
Overdue Fee Payment Procedure
Philosophy Development and Review Procedure
Policy Evaluation Procedure 
Policy Review Calendar
Policy to Procedure Guide
Privacy and Confidentiality Procedure
Privacy Law Compliance Procedure
Professional Development Guide and Procedure
Quality Improvement Plan Guide 
Record Keeping Quick Reference Guide and Checklist
Regulations to Policies - Quick Reference Guide 
Required Policies and Procedures Quick Reference Guide 
Team Meeting Guide 
Working Directly with Children – Guide

	OVERVIEW
	AVAILABLE TO SIGHT EVIDENCE
	DESKTOP LIBRARY RESOURCE
	NOTES

	STANDARD 7.1 GOVERNANCE Governance supports the operation of a quality service

	ELEMENT 7.1.1 SERVICES PHILOSOPHY AND PURPOSE
A statement of philosophy guides all aspects of the Service’s operations.

	· the Service’s statement of philosophy 
· documentation relating to the Service’s review of its statement of philosophy (such as staff meeting minutes) 
· evidence that the Service’s statement of philosophy is included in the induction process for all staff members and in the enrolment and orientation process for families.
	· Service Philosophy is displayed in a central area for families, visitors and staff to read/ foyer area
· QIP and Philosophy Folder
	· Information and Display Checklist
· Notification of Changes to Policies or Procedures
· Philosophy Template
· QIP Register of Goals
· Quality Improvement Planning Workbook - QIP
· Record Keeping Audit
· Record of Service Compliance 
· Record of Service Modifications
· Record of Service Philosophy Review
· Record of Service QIP Review
· Team Meeting Agenda
· Team Meeting Minutes
· QA4-Probation Induction and Orientation Policy
· QA4-New Educator Orientation-Before Day One
· QA4-New Employee Documentation Checklist
· QA4-Educator Orientation Survey
	

	ELEMENT 7.1.2 MANAGEMENT SYSTEMS
Systems are in place to manage risk and enable the effective management and operation of a quality Service.

	The following records available and kept for the required length of time: 
· evidence of current public liability insurance (this does not apply if the insurance is provided by a state or territory government) 
· a Quality Improvement Plan 
· child assessments 
· an incident, injury, trauma and illness record
· a medication record 
· the child attendance record 
· the child enrolment record 
· the record of the death of a child while being educated and cared for by the service 
· a record of the Service’s compliance history 
· a record of the responsible person in day-to-day charge 
· the name of the person designated as the educational leader 
· the nominated supervisor’s written consent to the nomination 
· the record of volunteers and students
Centre-based
· the record of how children were accounted for as they embarked and disembarked a vehicle at the service premises during regular transportation 
· the record, including the name and signature of the person or persons who confirmed that the children were accounted for as they embarked and disembarked a vehicle at the service premises during regular transportation 
· the record, including the name and signature of the person or persons who confirmed that a check of the interior of the vehicle was completed at the education and care service premises after a period of regular transportation 
staff records, including: 
· the names of responsible persons for each time that children are being educated and cared for by the Service 
· the record of educators working directly with children
	· Quality Improvement Plan folder, file or program
· Prescribed information displayed in front entrance
· Office-Insurance Certificate
· Children’s individual file
· Observations
· Portfolios (or similar)
· Transition to school statement
· Child assessment reports
· Incident, injury, trauma and illness folder
· Children’s attendance folder/file (office)
· CCS Software app
· Enrolment package
· Dedicated file (Office)
· Management and Compliance folder
· Staff Sign in/out registers
· Staff members individual file
· Educational leader folder
· Individual staff members file
· Visitors book/register
· Volunteer, visitor and student management folder
· Staff Attendance Folder
· Locked filing cabinets
· Governance and Management Folder
· Family handbook
· Medication Record folder
· Health and Safety folder
· Permissions for media photos in child’s file
· Staff room notice board, or
· Dedicated folder; ‘Notifications to the Regulatory Authority ‘
· Complaints/ Grievances Folder
· Policy Folder located in foyer
· Office, foyer and notice board
· Individual staff records (Office)
· Prescribed information displayed
	· Director Management Report
· Educator and Child Ratio Record 
· Educator Sign In / Out Record
· HR Management Review Audit
· Information and Display Checklist
· Prescribed Information Form
· QIP Register of Goals
· Quality Improvement Planning Workbook - QIP
· Record Keeping Audit
· Record of Service Compliance 
· Record of Service Modifications
· Record of Service Philosophy Review
· Record of Service QIP Review
· Team Meeting Agenda
· Team Meeting Minutes
· Visitor Sign In / Out Record 
· QA2-Administration of Medication Records
· QA2-Administration of Paracetamol Record
· QA1-Assessment of Learning Summary
· QA2-Direct Supervision Sign-In, Out Sheet
· QA1-Educational Leader Appointment
· QA1-Educational Leader Guide
· QA1-Educational Leader Position Description
· QA4-Employment Application
· QA6-Enrolment package and forms
· QA6-Family Conduct Guidelines 
· QA6-Family Handbook
· QA2-Illness or Infectious Disease Register
· QA2-Incident Injury Record for Staff
· QA2-Incident Injury Report Register 
· QA2-Incident injury trauma and illness Record
· QA4-Individual Staff Record Checklist
· QA1-Learning Story-Template
· QA2-Media Authorisation Form Child/ Staff
· QA2-Medical Communication Plan
· QA2-Medical Management Plan 
· QA2- Risk Minimisation Plan 
· QA4-Nominated Supervisor Offer and Acceptance Form
· QA4-Nominated Supervisor/ Director Position Description
· QA2-Notification of Changed Medical Status
· QA1-Observation records
· QA2-Permission to Display the Medical Action Plan 
· QA4-Responsible Person Offer and Acceptance
· QA4-Staff Rosters
· QA4-Team / Staff Register
· QA5-Termination of Enrolment Procedure
· QA5-Transition to School reports
· QA4-Visitor Sign In/out Record
· QA5-Waitlist Procedure
	

	FDC – ELEMENT 7.1.2 MANAGEMENT SYSTEMS

	records of: 
· FDC staff 
· visitors to FDC residences or approved FDC venues 
· working with children checks for residents aged 18 years and over (or other checks as required, depending on the Service’s jurisdiction: see Regulation 163) 
· assessments of FDC residences and approved FDC venues
· evidence that the educator is adequately monitored and supported by a FDC coordinator, including records of visits by the coordinator to the FDC residence or FDC venue, and any correspondence provided by the coordinator for the purpose of monitoring or support to the educator 
· evidence that records are stored appropriately to protect confidentiality 
that the following prescribed information is displayed: 
· provider approval, including: 
· the approved provider name 
· the provider’s approval number 
· any conditions relating to the provider approval
service approval, including: 
· the name of the approved service  
· the service approval number 
· any conditions or waivers relating to the service approval 
service or temporary waivers, including: 
· the National Regulations that have been waived 
· the duration of the waiver
· whether the waiver is a service or a temporary waiver  
nominated supervisor:
· including the name of the nominated supervisor
service rating, including the: 
· current ratings for each quality area under the National Quality Framework
· overall rating of the service (a ratings certificate, which outlines the overall rating of the service and the current rating levels for each quality area, must also be clearly visible from the main entrance at each FDC residence or venue used to provide education and care to children as part of a FDC Service) 
service operation, including the: 
· opening days and hours 
· name and phone number of the responsible person in charge at any given time 
· name and phone number of the person who can be contacted for a complaint
· name of the educational leader 
· contact details of the Regulatory Authority 
health and safety, including a notice:  
· stating that a child at risk of anaphylaxis is enrolled at the service, if applicable 
· of an occurrence of an infectious disease at the service, if applicable.
· a diagram showing the areas of the FDC residence or approved venue indicating the areas of the residence or venue suitable for the provision of education and care to children.
	· Staff Files
· Educator Files
· Policy folder/manual
· Office and foyer

	· Director Management Report
· Educator and Child Ratio Record 
· Educator Sign In / Out Record
· HR Management Review Audit
· Information and Display Checklist
· Prescribed Information Form
· QIP Register of Goals
· Quality Improvement Planning Workbook - QIP
· Record Keeping Audit
· Record of Service Compliance 
· Record of Service Modifications
· Record of Service Philosophy Review
· Record of Service QIP Review
· Team Meeting Agenda
· Team Meeting Minutes

· QA2-Administration of Medication Records
· QA2-Administration of Paracetamol Record
· QA1-Assessment of Learning Summary
· QA6-Family Conduct Guidelines 
· QA6-Family Handbook
· QA2-Illness or Infectious Disease Register
· QA2-Incident Injury Record for Staff
· QA2-Incident Injury Report Register 
· QA2-Incident injury trauma and illness Record
· QA4-Individual Staff Record Checklist
· QA1-Learning Story-Template
· QA2-Media Authorisation Form Child
· QA2-Media Authorisation Form Staff
· QA2-Medical Communication Plan
· QA2-Medical Management Plan 
· QA2-Medical Risk Minimisation Plan 
· QA4-Nominated Supervisor Offer and Acceptance Form
· QA4-Nominated Supervisor/ Director Position Description
· QA2-Notification of Changed Medical Status
· QA1-Observation records
· QA2-Permission to Display the Medical Action Plan 
· QA4-Responsible Person Offer and Acceptance
· QA5-Transition to School reports
· QA5-Waitlist Procedure

· Visitor Sign in / Out Record FDC
· Household Members Register FDC
· Home Safety Checklist FDC

· QA4-Employment Application FDC
· QA4-Individual Educator Record Checklist

	

	ELEMENT 7.1.3 ROLES AND RESPONSIBILITIES
Roles and responsibilities are clearly defined, and understood, and support effective decision making and operation of the Service.

	Evidence of 
· Policies and procedures provided to educators, coordinators, staff members or volunteers
· documented position descriptions, outlining roles for educators, coordinators and staff members
· responsibilities of the position, clearly explain the approved provider’s expectations
· monitoring and reviewing educators’, coordinators’ and staff members’ performance.
	· Staff handbook
· Induction checklist
· Policy folder
· Individual Staff Files
· Educator Handbook FDC
· Individual staff records (Office)
· Staff/educator handbook
· Job descriptions templates
	· HR Management Review Audit
· Information and Display Checklist
· Management Committee Contact List
· Notification of Changes to Policies or Procedures
· Philosophy Template
· Policy Acknowledgement Form
· Policy and Procedure Checklist
· Policy Evaluation Worksheet
· Prescribed Information Form
· Procedure Template
· Professional Development Audit
· Professional Development Ambitions and Reflections form
· Professional Development Plan template
· Professional Development Record
· Professional Development Reflection – Form
· Professional Development SWOT 
· QIP Register of Goals
· Quality Improvement Planning Workbook - QIP
· Record Keeping Audit
· Record of Service Compliance 
· Record of Service Modifications
· Record of Service Philosophy Review
· Record of Service QIP Review
· Student Volunteer Register
· Team Meeting Agenda
· Team Meeting Minutes
· QA4-Probation and Induction Orientation Policy 
· QA4-Probation Meeting Review 
· QA4-Probation Letters - guide and drafts
· QA4-Educator Handbook FDC
· QA4-Staff Handbook
· HR-Job Descriptions
· QA4-Induction checklist
	

	STANDARD 7.2 LEADERSHIP Effective leadership builds and promotes a positive organisational culture and professional learning community

	ELEMENT 7.2.1 CONTINUOUS IMPROVEMENT
There is an effective self-assessment and quality improvement process in place.

	· The Quality Improvement Plan is displayed or available for families and staff to view current goals and strategies.
· ongoing Self-assessment planning and review against the National Quality Standard.
· collecting information from families, children and staff members about their perception of the Service.
	· Foyer/entry
· Office copy (QIP)
· Self-assessment file/program
· Quality improvement planning file
· Family surveys
· Staff surveys
· Communications books
· Minutes from family meetings
· Minutes from staff meetings
· Online portals
· Meeting minute folder
	· Complaints / Grievance Form - General 
· Complaints / Grievance Management Form
· Complaints / Grievance Register
· Compliance Checklist 
· Conflict of Interest Register and Statement
· Director Management Report
· HR Management Review Audit
· Information and Display Checklist
· Notification of Changes to Policies or Procedures
· Philosophy Template
· Policy Acknowledgement Form
· Policy and Procedure Checklist
· Policy Evaluation Worksheet
· Prescribed Information Form
· Procedure Template
· Professional Development Audit
· Professional Development Ambitions and Reflections form
· Professional Development Plan template
· Professional Development Record
· Professional Development Reflection – Form
· Professional Development SWOT 
· QIP Register of Goals
· Quality Improvement Planning Workbook - QIP
· Record Keeping Audit
· Record of Service Compliance 
· Record of Service Modifications
· Record of Service Philosophy Review
· Record of Service QIP Review
· Student Volunteer Register
· Team Meeting Agenda
· Team Meeting Minutes
· QA4-Employee Exit Survey
· QA4-Employee Exit Checklist
· QA4-New Educator Orientation Survey
· QA4-Employee Feedback Survey (General)
· QA2-Menu Evaluation Survey
· QA2-Nutritional Practice Survey
	

	ELEMENT 7.2.2 EDUCATIONAL LEADERSHIP
The educational leader is supported and leads the development and implementation of the educational program and assessment and planning cycle

	· appointment of educational leader 
· documentation from the educational leader showing feedback 
· guidance about the assessment and programming cycle
· reflective practices 
· discussions that critically examine current practice and result in planned quality improvement.
	· Educational Leader folder/files
· Individual Staff Files
· Educational Program Folder
· Programming records
· Critical reflection forms
· Quality improvement planning records
· Staff meeting minutes
· Meeting minute folder
· Educational Program Folder
	· HR Management Review Audit
· Induction Checklist 
· Notification of Changes to Policies or Procedures
· Policy Acknowledgement Form
· Policy and Procedure Checklist
· Policy Evaluation Worksheet
· Professional Development Audit
· Professional Development Ambitions and Reflections form
· Professional Development Plan template
· Professional Development Record
· Professional Development Reflection – Form
· Professional Development SWOT 
· QIP Register of Goals
· Quality Improvement Planning Workbook - QIP
· Record of Service Philosophy Review
· Record of Service QIP Review
· Team Meeting Minutes
· QA1-Educational Leader Guide
· QA1-Educational Leader Programming Agreement
· QA1-Educational Leader Job Description
· QA1-Education Program
· QA1-Critical Reflection Template
· QA1-Education Program
	

	ELEMENT 7.2.3 DEVELOPMENT OF PROFESSIONALS
Educators, coordinators and staff members’ performance is regularly evaluated and individual plans are in place to support learning and development.

	Evidence of 
· individual Professional Development Plans 
· records of qualifications for educators, coordinators, and staff members
· documented position descriptions for educators, educational leaders, coordinators and staff 
· staff performance reviews and appraisals
· areas of potential growth for the Service 
	· Individual staff files (Office)
· Professional Development Folder
· Individual staff files (Office)
· Job description templates/drafts
· Individual staff files/records (Office)
	· Blank Action Plan
· Director Management Report
· HR Management Review Audit
· Notification of Changes to Policies or Procedures
· Philosophy Template
· Policy Acknowledgement Form
· Policy and Procedure Checklist
· Policy Evaluation Worksheet
· Professional Development Audit
· Professional Development Ambitions and Reflections form
· Professional Development Plan template
· Professional Development Record
· Professional Development Reflection – Form
· Professional Development SWOT 
· QIP Register of Goals
· Quality Improvement Planning Workbook - QIP
· Record of Service Philosophy Review
· Record of Service QIP Review
· Team Meeting Agenda
· Team Meeting Minutes
· HR-Job Descriptions 
· QA4-Performance Management - Policy 
· QA4-Performance Review - Procedure 
· QA4-Performance Review Form
	

	FDC – ELEMENT 7.2.3 DEVELOPMENT OF PROFESSIONALS

	· Evidence of home visits/support records and policies and procedures related to conducting visits to educators’ homes or approved venues
	· Policy Folder
· Health and Safety Folder
	· Assessment of Family Day Care Educators and Persons Residing at Family Day Care Residences Policy
· Assessment, Approval and Re-assessment of Approved FDC Residences and Venue
· Monitoring, support and supervision of FDC educators and assistants
· Home Safety Checklist FDC
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