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[bookmark: _Toc157767221]Service details 

	Service name 
	Service approval number 

	Keiki Early Learning Shorehaven 
	SE-40023211

	Primary contacts at service

	Samantha Williams 
	

	Physical location of service 
	Physical location contact details 

	Street
	91 Shorehaven Boulevard 
	Telephone
	0415 337 440

	Suburb
	Alkimos
	Mobile
	0415 337 440

	State/territory
	WA
	Fax
	

	Postcode
	6038
	Email
	shorehaven@keikiearlylearning.com.au

	Approved Provider  
	Nominated Supervisor  

	Primary contact 
	Samantha Morrell 
	Name
	Samantha Williams, Samantha Morrell

	Telephone
	0409938871
	Telephone
	0415 337 440

	Mobile
	
	Mobile
	0415 337 440

	Fax
	
	Fax
	

	Email
	sam@keikiearlylearning.com.au
	Email
	samanthaw@keikiearlylearning.com.au

	Postal address (if different to physical location of service)

	Street
	91 Shorehaven Boulevard 
	State/territory
	WA

	Suburb
	Alkimos
	Postcode
	6038

	Educational leader

	Name
	Samantha Williams 

	Telephone
	0415337440

	Email
	samanthaw@keikiearlylearning.com.au 


[bookmark: _Toc304818737][bookmark: _Toc157767222]Operating hours
School Term
	  
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	Before School Care
	6.30 am
8.30 am
	6.30 am
8.30 am
	6.30 am
8.30 am
	6.30 am
8.30 am
	6.30 am
8.30 am
	Closed
	Closed

	After School Care
	2.40 pm 
6.00 pm
	2.40 pm 
6.00 pm
	2.40 pm 
6.00 pm
	2.40 pm 
6.00 pm
	2.40 pm 
6.00 pm
	Closed
	Closed




[bookmark: _Toc157767223]Operating hours
Vacation Care
	  
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	Opening time
	6.30 am
	6.30 am
	6.30 am
	6.30 am
	6.30 am
	Closed
	Closed

	Closing time
	6.00 pm
	6.00 pm
	6.00 pm
	6.00 pm
	6.00 pm
	Closed
	Closed




[bookmark: _Toc157767224]Additional information about your service

	Provide additional information about your service—parking, school holiday dates, pupil-free days, etc. 

	Closest entry is through the side gate to the school on Skysail Avenue Alkimos and Parent and visitor parking is also located on Skysail Avenue, Alkimos. 


2025 School Term Dates: 

Term 1: 5/2/2025 - 11/4/2025
Term 2: 28/4/2025 - 4/7/2025
Term 3: 21/7/2025 - 26/9/2025
Term 4: 13/10/2025 - 18/12/2025

Pupil Free Dates:

28/04/25 
 

	How are the children grouped at your service? 

	Keiki Shorehaven provides education and care for children attending Kindy to year 6 and are grouped together in our licenced spaces. 

During the sessions for Before School Care the children are grouped together Kindy to Year 6, After School Care the groups is divided with a Junior (Kindy – Year 1) and a Senior program (Year 2- Year 6) And Vacation Care is grouped together Kindy to Year 6

	Write the name and position of person(s) responsible for submitting this Quality Improvement Plan (e.g. Cheryl Smith, Nominated Supervisor)
	Samantha Williams, Centre Coordinator (Nominated Supervisor)





[bookmark: _Toc304818739][bookmark: _Toc157767225]Service statement of philosophy

	Our philosophy is our commitment to providing high quality care and education for children, inspired by the Reggio Emilia approach and a range of Early Years theorists. 
Our family-owned services share three core values: Our Community (children, families, staff and the broader community), The Whole Child (meeting the holistic needs and nurturing the potential of every child) and Earth to Sky (embracing responsibility for and curiosity about the world around them).
OUR COMMUNITY
Our community includes children, families, educators, and the broader community, all working together to create a nurturing environment. We involve families in decision-making and curriculum enrichment, valuing their input as the children’s first educators. By partnering with families, we gain a deeper understanding of each child's unique needs, allowing us to celebrate and incorporate the diverse cultures of children and their families into our service. 
The well-being of our educators is crucial for fostering children's emotional development and resilience. Keiki provides wellness support and ongoing professional development opportunities to help our educators build their skills and improve outcomes for the children.
We believe in the importance of connections and collaborations with schools, community groups and health services in supporting children's growth and development. By strengthening the network of support around them, we create a more enriching environment.
THE WHOLE CHILD
At Keiki, we believe that every child is born with immense potential and a natural curiosity to explore their world. Our dedicated and experienced teams create beautiful, thoughtfully designed environments where children are encouraged to make their own choices, delve into the arts, enjoy physical play, practice mindfulness, and build meaningful, positive relationships. 
We recognise that each child learns at their own pace, so we support children in directing their own learning experiences, focusing on their unique interests and needs. We embrace the individual journey of each child, celebrating their moments of wonder and discovery along the way.
 Meeting the emotional needs of every child is our priority, as we understand that this foundation enables them to fully participate, play, and learn. We support each child's growing competence and confidence through various means, including inclusive and positive guidance strategies, providing healthy meals and creating flexible play spaces that promote physical activity.
EARTH TO SKY
We embrace the wisdom of the Noongar Whadjuk people to inspire children to respect and appreciate their natural environment and their world. We nurture children's curiosity by demonstrating environmental responsibility.
 Through engaging conversations, collaborative projects, and practical actions, we involve children, families, and the broader community in Keiki's strategies towards the Sustainable Development Goals, striving for a sustainable and equitable future.
 Our learning spaces, designed with an understanding that the environment is a child's third teacher, encourage active engagement and collaborative learning. These spaces enhance children's understanding, problem-solving abilities, and creative thinking, while prioritising their safety and well-being.
Keiki Shorehaven
Keiki Shorehaven has been an established part of the Alkimos community since Shorehaven Primary School opened in 2022. We strive to embed culture and traditions from our families, children and the school community to broaden the children’s knowledge and understanding of the world around them. Through holistic approaches we can promote acceptance, respect, diversity and compassion for all who step into our space. We aim to create an environment that provides opportunities to develop children’s social, emotional and physical wellbeing. Keiki Shorehaven should be a place where children want to be, where they feel safe, welcome, listened to and supported; a place to build friendships and encourage each other










	[bookmark: _Toc157767226]Quality Area 1: Educational program and practice

	[bookmark: _Toc157767227]Standard 1.1: The educational program enhances each child’s learning and development.

	Concept
	Element
	Identified practice/evidence from self-assessment
	Met
	Not Met

	Approved learning framework


	1.1.1
	Curriculum decision-making contributes to each child’s learning and development outcomes in relation to their identity, connection with community, wellbeing, confidence as learners and effectiveness as communicators.

	Documentation is gathered in a variety of ways about children’s interests and personal goals. At Keiki Shorehaven educators gather information for further learning and by using different observation techniques such as video recording, written learning stories and snap shots. Learning goals are set by using the information that the educators have collected through observations, family input and child input.     
	☒	☐
	
	
	
	Our educational programs include planned experiences and/or strategies to support individual children's interests, personal goals and passions. Activities are available for an extended time, so each child can take part or to revisit their learning. We use all our spaces in flexible ways allowing play and learning to flow and connect as we follow children’s lead.
	
	

	
	
	
	We assess gathered information on individual children and group experiences to develop ongoing experiences and intentional teaching to enhance our ongoing educational program.  Our educators use My Time Our Place learning framework to link to individual learning and group experiences.
	
	

	
	
	
	Our philosophy statement guides and is evident in our pedagogy and teaching decisions. Our philosophy draws on the Rights of the Child, the National Quality framework and the range of Theorists. We are very passionate about the Reggio Emilia approach to child lead learning. We follow our philosophy by offering child led activities throughout the program, free flow. We use free flow instead of strict routines in our daily practises.  Earth and sky is an embedded practice in our daily being. Following in the steps of the Noongar people we empower children to develop the true appreciation of the outside environment and the land that we are living in. Children are provided opportunities to learn how to look after our herb garden. We have introduced real plants inside as well so children can be responsible to take care of them.  
The service has created our own individual Keiki Shorehaven Statement, which has been created through input from children, educators and families. 
	
	

	
	
	
	We communicate information about the learning outcomes with families, verbally and sometimes in poster form. Our Xplor platform has My Time Our Place as a resource we can link children’s learning to. When a learning story or snap shots is developed, it is linked to a learning outcome, this documentation is sent to families. We often have group story project displays throughout the room where educators so families can see.
	
	

	Child-centred
	1.1.2
	Each child’s current knowledge, strengths, ideas, culture, abilities and interests are the foundation of the program
	We collect and use information about individual children's knowledge, strengths, ideas, culture, abilities and interests to develop an understanding of each child and to inform our program. Educators are using the All About Me information sheet when a child starts at Keiki Shorehaven with us. Families get asked about their child’s interest and what they would like to get out of the session that they are spending with us. 
We use surveys and questionaries as a fun way to gather information from children about their interests and if they enjoyed certain activities, incursions and excursions.
	☒	☐
	
	
	
	We believe every child is born full of potential with an intent to learn and to explore the world. We understand that every child is learning at their own pace, so we facilitate children to direct their own learning. 
	
	

	
	
	
	We collect information about each child, their family, culture and community and use this information to plan our programs to promote children's learning, development and wellbeing. At Keiki, families are regularly sent the All About Me information sheet to complete.

We explain to families that it is very important for us to have this information so that we can understand the ‘whole child’ and provide the best learning environment for them.
Families are encouraged to share what they do at home as a family for special occasions and weekends. 
	
	

	
	
	
	Our Educational Leader’s mentor and support educators in decision-making, reviewing and discussing our program planning. 
Our Educational Leader’s work very closely with all educators, by meeting with them regularly and often visits during programming time to support them. Regular reviews of daily documentation including Xplor and planning documents. There is a weekly Coordinator/Educational leader email that goes out to all educators, this email includes links to websites and training
	
	

	Program learning opportunities
	1.1.3
	All aspects of the program, including routines, are organised in ways that maximise opportunities for each child’s learning
	We organise our programs and routines to maximise.
opportunities for children's learning. Our free flow environment allows children to follow their own needs, spend extended uninterrupted time with the activities of their choice. Food is readily assessable to children as they arrive or throughout the afternoon (day) so they can help themselves as they need it without interrupting any ongoing activity a child may be invested in.  Educators are mindful of safe food storage and only for those who wish to eat, while the remainder is stored appropriately. Children help with cleaning up, setting up and creating environments. This helps develop life skills and promotes an awareness of respecting and caring for their environment. 
	☒	☐
	
	
	
	We involve children in all aspects of our program decision-making, contributing to the learning environment, assisting in everyday routines and transitions including but not limited to menu planning and food preparation. Children complete a weekly food shopping list that can be placed with the Woolworths.
	
	

	
	
	
	We reflect upon and make necessary changes to our planned and unplanned transitions to support individual children's preferences and requirements. Children and educators reflect in the daily journal, reflection tools and meetings about how the day or an activity went. From here we plan extensions or change the environment to support children’s needs. 
We use a free flow system. Instead of routines we use rituals to have a relaxing home away home environment that provides relaxing spaces for the children after school. 
	
	

	
	
	
	We implement strategies to minimise times during which children are expected to wait for long periods without engaging in play or interactions. A range of activities available for children to choose from so there is limited time where they need to be waiting. Children have the option to play inside or outside. The food is available throughout the session. Children self-serve and it is set up in a way to minimise waiting periods. 
	
	

	
	
	
	Our educational program and practice policy outlines and guides educator’s practices to ensure we are maximising opportunities for learning. Educators follow the philosophy to embed Indigenous culture, Educators use the My Time Our Place Framework to guide their practices. 
	
	






	[bookmark: _Toc157767228]Standard 1.2: Educators facilitate and extend each child’s learning and development.

	Concept
	Element
	Identified practice/evidence from self-assessment
	Met
	Not Met

	Intentional teaching
	1.2.1
	Educators are deliberate, purposeful, and thoughtful in their decisions and actions.
	We utilise team meeting opportunities to discuss intentional teaching strategies. Our team meetings have been structured to focus on learning environments and best practice approaches, review family feedback and review our reflections about the room and our days. Educators at Shorehaven have the opportunity to get together on a weekly basis for programming and collaboration.
	☒	☐
	
	
	
	We regularly observe children’s learning and development to monitor children's learning, wellbeing and engagement. This information is then used to further plan for each child’s needs. 
	
	

	
	
	
	Changes in our practices are implemented to support any child requiring additional assistance and are adapted and sustained over time to benefit the learning of other children and build respect for diversity. At Keiki Shorehaven we pride ourselves that each and every child is welcomed. We work closely with outside agencies to help us to give the children the best opportunity to learn. Children are encouraged and supported to play in groups big or small to learn from each other and to learn respect. 
	
	

	
	
	
	We provide programs and environments that are inclusive of time, space, and learning experiences, facilitating thoughtful and challenging conversations with children. Children are encouraged to participate in room tasks, such as tidying up, resetting environments, washing dishes, sweeping, and gardening, fostering responsibility and independence.
	
	

	
	
	
	We use a variety of intentional teaching strategies to extend children's play, including spontaneous experiences. Our intentional teaching experiences come from children’s interests, family input or observations that educators have created. All activities are inviting, they are repeated throughout the week so each child can take part. We also provide opportunities to extend upon these activities, following the children’s lead.
	
	

	Responsive teaching and scaffolding
	1.2.2
	Educators respond to children’s ideas and play and extend children’s learning through open-ended questions, interactions and feedback.
	We provide learning environments that are flexible and open-ended with appropriate levels of challenge, where children are encouraged to explore, experiment, and take appropriate risks in their learning. Our free flow environment provides children with a choice of where they would like to play and how they would like to support their play. Children are encouraged to take safe healthy risks. They are encouraged to try new things either with educator support or with the peer support. 
	☒	☐
	
	
	
	Children are given the opportunity to take the lead in an investigation, or collaborate with peers, educators and family members. Educators are there to support the children but will always wait for an invitation from the children to join in their play. Children are provided additional resources to extend their learning, when required. Children are encouraged to reflect on their day and activities in a survey form so educators can see what support they need to give or where to extend next. 
	
	

	
	
	
	We respond to children's ideas and use their interests as a basis for further learning and exploration. Our program is based on children's interest. We follow their lead by using our observations, and the children’s reflections from our surveys. 
	
	

	
	
	
	We make use of spontaneous teachable moments to extend children's learning. Where possible, educators and children extend learning in the moment. 
	
	

	
	
	
	We observe children applying their learning in new ways or between different contexts and talk about this with them in ways that build their understanding. 
	
	

	Child directed learning
	1.2.3
	Each child’s agency is promoted, enabling them to make choices and decisions that influence events and their world.
	We arrange our play experiences, routines and physical environment so that children have a range of opportunities to make choices. Children create their own Rhythm of the Day and choose the activities that they would like to do. Our environment is set up so children can easily access all activities. 
	☒	☐
	
	
	
	We regularly incorporate children’s ideas and suggestions when planning and implementing experiences. For special celebrations, such as Mother’s Day and Christmas, children choose what they would like to make for their families. Our vacation care program is developed collaboratively with the children; we sit together to discuss where they would like to go and what activities they would like to do on-site. QR codes and surveys are used to gather feedback, including reflections on what they enjoyed during previous holidays. Children are also encouraged to care for and engage with their local community.
	
	

	
	
	
	We provide opportunities and support children to explore different identities and points of view through play and everyday experiences. 
	
	

	
	
	
	[bookmark: _Hlk91060541]We use our reflections to make changes in practice to support each child's learning. Educators reflect every day, on the day, their practices, what went well and what didn't. Educators change environments due to reflections and the same as the daily Rhythm, which is flexible enough to be changed as needed. 
	
	

	
	
	
	We use open-ended resources and materials that allow children to express themselves, create, interpret, experiment, and explore. Our program is not product based but instead process driven. Children are encouraged to use their own imagination to create art or play. 
	
	




	[bookmark: _Toc157767229]Standard 1.3: Educators and co-ordinators take a planned and reflective approach to implementing the program for each child.

	Concept
	Element
	Identified practice/evidence from self-assessment
	Met
	Not Met

	Assessment and planning cycle
	1.3.1
	Each child’s learning and development is assessed or evaluated as part of an ongoing cycle of observation, analysing learning, documentation, planning, implementation, and reflection.
	We observe and record information about what children know, can do and understand in ways that do not interrupt children when they are engaged in what they are doing. Educators observe the children using different observation techniques. Sometimes educators sit back and watch children as they participate in the activities take photos and write notes to create a learning story or a snapshot. If the children are happy for educators to take part in the activity, they will then document the conversations that they had with the children. 
	☒	☐
	
	
	
	Educators use the approved framework, My Time Our Place, to guide them when they are creating the program. The program is driven by children's interest and intentional teaching that cater to children’s interests and needs. The program is documented on a Keiki program template. Learning stories, group stories snap shots and video stories are documented on Xplor. 
	
	

	
	
	
	Our educational leader’s support educators to understand all steps of the planning cycle when planning and implementing programs for each child and group experiences.  
	
	

	
	
	
	Information about each child is collected in various methods, such as All About Me Information Sheets that children and families can complete, learning stories and snap shots on Xplor, through conversations with children and families and via parent input on Xplor.  
This information is analysed and reflected upon to develop and implement the educational program, including transitions and environment set up.
	
	

	
	
	
	We analyse each child’s learning and development by using My Time Our Place learning outcomes to assist in planning. We share this information with families through verbal conversations, newsletters and Xplor.
	
	

	Critical reflection
	1.3.2
	Critical reflection on children’s learning and development, both as individuals and in groups, drives program planning and implementation.
	We reflect on all aspects of our program, including transitions, environments, programs, and this information is used to inform any required improvements or changes. Educators and children reflect in the form of templates, meetings, and surveys. These reflections have been done on the activities, practices, and the environments. Educators will reflect on why and how they can change the environment to better support the children. 

Through reflections of the vacation care program educators found children were not participating in the reflection process. As a team the service looked at the best way to capture information. A QR code and survey was created for the children to give their feedback. Once the information was gathered children were able to look at the presentation version of the results. 
	☒	☐
	
	
	
	We reflect on our Strategic Inclusion Plan and adaptations made to reduce barriers to participation. Any children who join our service with learning difficulties and disabilities, have a risk assessment that outlines any struggles they may encounter whilst at the service, along with any recommendations by parents about the best way to assist the child. We use these plans, in combination with observations by educators, to plan activities that allow for the participation of all children. We also collect data on children who are demonstrating behaviours that impact their learning, to build a better understanding of their triggers, and how we can help them feel confident and comfortable within their environment. An example of this is one child who we pick up as part of our OSHC program. They often run off and become upset during pick up time, so we have collaborated with the school teacher, family and educators to implement a photo system in the class to ease with transitions.
	
	

	
	
	
	Keiki promotes a culture of professional enquiry that encourages educators to review and implement best practices. Our Educational Leader works closely with all educators across the service and within the OSHC collaboration team. The OSHC leaders utilise a Teams group to share ideas, suggestions, and reflections on what has worked and what hasn’t, using these discussions as a tool for ongoing reflection and to strengthen professional practice.
	
	

	
	
	
	We use information gathered to provide insights about curriculum decision making that supports and extends children's learning, development and wellbeing. We use written learning stories, video stories and snapshot photo evidence to collect information on children’s learning. Educators reflect on the layout and the way the program is set up to make sure it is working for each educator so they can make sure each child’s learning is progressing. 
	
	

	
	
	
	All educators reflect on whether the program is an inclusive learning environment and supports each child to participate fully or if there are any barriers to participation. Educators reflect on the program daily and on their Weekly programming time. Room lay out and resources are reflected upon on a regular basis to make sure they are supporting children’s learning. 
	
	

	Information for families
	1.3.3
	Families are informed about the program and their child’s progress.
Families are informed about the program and their child’s progress.
	We use Xplor as our platform to send information to families about their children. We do have a very strong hand over process at the end of the day to each family. We have lots of verbal conversation with families about their children day and progress. Often families will sit and stay for a chat at the end of the day.
	☒	☐
	
	
	
	Information about each child's interests, experiences, participation, and progress is shared with families which is done through Xplor, emails, phone calls, meetings or verbal conversations. 
	
	

	
	
	
	Our planning and reflections about the experiences and learning that has occurred are available and accessible to families. The floor book and planning diary is always available to families. We send daily journals out on Xplor where families can see what the children have been doing throughout the day, many families like to show their children the Xplor posts while discussing their day. Families are encouraged to give feedback on our days, practices and on each of the quality areas. 
	
	

	
	
	
	Our documentation strategies are a result of families input about how they would like to receive information about their child's progress. We use Xplor as our platform to send information to families about their children. We do have a very strong hand over process at the end of the day to each family. We have lots of verbal conversation with families about their children day and progress.
	
	

	
	
	
	Information about each child's interests, experiences, participation and progress is shared with families which is done through Xplor, emails, phone calls, meetings or verbal conversations. 
	
	





















	[bookmark: _Toc157767230]Key improvements sought for Quality Area 1	

	Standard/
element
	Issue identified during self-assessment
	What outcome or goal do we seek?
	Priority (L/M/H)
	How will we get this outcome? (Steps)
	Success measure
	By when?
	Progress notes

	1.1.1
	Limited understanding of the MTOP V2.0
	All educators to have a thorough understanding of the updated MTOP framework
	M
	Include as an ongoing agenda item in team meetings

Organise professional development
	All educators demonstrate a clear understanding of the updated MTOP framework
	Meeting agenda ongoing
Professional development booked for 14.02.23
	Training completed; several new educators have since joined the team

Educational Leader is supporting newly employed and unqualified educators with additional training and mentoring to build knowledge

	1.1.1
	Educators’ decision-making with the curriculum
	All educators to have a thorough understanding of the curriculum process and contribute actively to the curriculum
	M
	Organise professional development

Curriculum and Planning training
	All educators demonstrate a clear understanding of the service programming and curriculum cycle and actively participate in curriculum development
	Ongoing (meeting agendas)
Professional development scheduled for 27/11/24 with Childcare Experts
	Training completed; since then, new educators have joined the team and are being supported to build knowledge and participate in curriculum planning

	1.3.2
	
Educators need to critically reflect on children’s learning and development, both individually and in groups, and use this to drive program planning and implementation

	Educators will be able to critically reflect on children’s learning and their own practices, with reflections informing program planning and implementation

	H
		



	Organise professional learning workshop

Educational Leader to work alongside educators to develop critical reflection skills



	




	All educators demonstrate a clear understanding of critical reflection, and reflections actively inform programming and practice across the service
	Meeting agenda- Ongoing on daily and weekly huddles
Professional development training booked with Childcare experts booked for 21/8/25
	12/25, educators have improved reflection skills; ongoing support is focused on deepening critical reflection to enhance program outcomes



	[bookmark: _Toc157767231]Quality Area 2 – Children’s health and safety    

	[bookmark: _Toc157767232]Standard 2.1: Every child’s health and wellbeing is safeguarded and promoted.

	Concept
	Element
	Identified practice/evidence from self-assessment
	Met
	Not Met

	Wellbeing and comfort
	2.1.1
	Each child’s wellbeing and comfort is provided for, including appropriate opportunities to meet each child’s need for sleep, rest and relaxation.
	During term time, children wear their school uniform or, if they prefer, can change into spare clothing they have brought with them. The service encourages the wearing of shoes outdoors to reduce the risk of insect bites, stings, splinters from wood chips, and to protect feet from hot surfaces. Our Sun Protection Policy ensures children are always dressed in sun-safe clothing, including wide-brimmed or legionnaires-style hats and clothing that covers their shoulders. Spare hats are provided for children who forget their own, and spare clothes are available and easily accessible if required.
	☒	☐
	
	
	
	We provide a range of active and restful experiences throughout our program to support children's preferences for participation. Our activities and the room is set up so children always have a quiet place to rest if they need it. Our supported environment caters to all needs of children. With the free flow in place, children can choose where to play and what activities to be involved on.  
Mindfulness experiences such as yoga are often included in the educational program. 
Our program has both outdoors and indoors activities planned and there are ample opportunities for physical activity catering for all age groups. We have a planned physical activity every day and children are encouraged to get involved with experiences such as, soccer, running practice, group games and our popular ninja course that is set up in the undercover area.
	
	

	Health practices and procedures
	2.1.2
	Effective illness and injury management and hygiene practices are promoted and implemented.
	Children who become sick at the centre are placed in a quiet area away from other children but in full view of staff until the family has been contacted and arrive to collect their child. The family will get a report detailing the evidence as to why they have been required to collect them. The senior educator will discuss this with the family, and they will sign the form to acknowledge that they are aware of what has been referenced in the report.
If there are two or more cases of an infectious illness, we report this to the relevant authorities and ensure families are provided information about it.
Families are asked to provide medical clearance certificates for all children if they have been off with an infectious illness.

Incident, Injury, Illness and Trauma Record Forms are completed for pre-existing injuries on a child’s arrival. 

For any injuries above the neck, families are notified as soon as possible by phone, and the child is closely monitored until collected. A head injury information sheet is provided for all head injuries.

In emergencies requiring medical attention, an ambulance will be called based on the advice of the family, and a senior educator will accompany the child until a family member arrives. Management is notified, and ECRU will be informed if the incident meets reporting requirements.

Incident, injury, and illness forms are collated and audited monthly. The service reflects on this data to identify patterns or trends and implements changes, such as adjustments to rostering or supervision, to reduce risks.

Children have been involved in creating their own hygiene poster, promoting awareness and engagement in health and safety practices.

	☒	☐
	
	
	
	We regularly discuss health and safety issues such as room limits, safety around reptiles, we had a special incursion with a reptile expert during vacation care to show and teach us all about safety around reptiles, this was a great experience as we live across from bushland and may experience wild reptiles. Children are encouraged to create their own room Respect Rules. They are encouraged to help create the risk assessments for the room, for the outside area and for our vacation care. Children will help educators to complete the yard check in the morning and the afternoon. Children have been encouraged to use the hand sanitizer and sunscreen on arrival. 
	
	

	
	
	
	Our safety and hygiene policies are available on our website, we do send regular updates on Xplor regarding current hygiene practices.
	
	

	
	
	
	Information about correct hand-washing procedures and food preparation is displayed in appropriate areas throughout our service. We have a hand washing poster displayed by all the sinks for children, staff, parents and visitors to follow. On arrival all children, staff and visitors being asked to use the hand sanitiser. 
	
	

	Healthy lifestyle
	2.1.3
	Healthy eating and physical activity are promoted and appropriate for each child.
	We engage children in experiences, conversations and routines that promote relaxed and enjoyable mealtimes and promote healthy, balanced lifestyles. We sit with children and model, implement and reinforce healthy eating and nutrition practices with children during mealtimes. We regularly discuss and gather information about healthy foods and ways we can incorporate new foods to the service. 
	☒	☐
	
	
	
	Our menu is on display, detailing the food provided to children in line with the Australian Dietary Guidelines. The menu incorporates children’s input, as well as recipes and ideas from nutritionists at Nourished Beginnings.

Surveys are sent to families and children to gather suggestions and feedback, particularly when the seasonal menu changes, allowing parents to comment and contribute ideas.
	
	

	
	
	
	We consider children's voices in planning physical activities, including opportunities for physical play that support the abilities, diversity and backgrounds of each child attending our service. We also have access to the basketball court, the climbing frames, ninja course, soccer goals and sports equipment. Our vacation care program has different physical activities throughout the program, for example, sports day, obstacle course day involving other services, Gymnastics and visiting different parks to provide opportunities for children to experience different and more challenging pieces of equipment that are not at the school. 
We also offer children times when they can take part in mindful Yoga/stretch to promote physical and mental wellbeing.

The service engages a number of providers to promote physical activity, including Cube Sports, First Kick Soccer, and currently Gecko Sports, which attends twice weekly to run a termly multi-sports program. Children have participated in a variety of sports programs, including tennis, AFL, soccer, and ultimate Frisbee.

Children are involved in selecting the sporting activities for incursions, ensuring their interests are considered. The service also partners with the school’s regular ‘Running Club’ events throughout the year, with both educators and children participating in morning sessions.
	
	







	[bookmark: _Toc157767233]Standard 2.2: Each child is protected.

	Concept
	Element
	Identified practice/evidence from self-assessment
	Met
	Not Met

	Supervision
	2.2.1
	At all times, reasonable precautions and adequate supervision ensure children are protected from harm and hazard.
	We regularly engage children in discussions about safety, including the correct use of equipment and the environment, and, where appropriate, involve them in setting safety rules. Children actively contribute to creating our safety rules and participating in risk assessments. Educators position themselves according to supervision needs, enabling children to safely explore risky play and use equipment appropriately. Children are encouraged to reflect with educators on why accidents occur and what precautions are needed before excursions.
	☐	☐
	
	
	
	Sun safety is regularly discussed, and appropriate measures are implemented to protect children from overexposure to ultraviolet (UV) radiation. We are a SunSmart service. Children are required to wear a SunSmart hat provided by the service when outside and are encouraged to apply sunscreen upon arrival if they wish to play outdoors. Sunscreen is reapplied every two hours, or sooner if washed or wiped off. UV levels are checked first thing in the morning and throughout the day using the iPad. Families are encouraged to provide SunSmart clothing for their children throughout the year.
The outdoor environment is used year-round; however, when UV levels are too high or temperatures are extreme, children are provided with engaging experiences indoors or in shaded areas. On hot days, children are encouraged to wear shoes outside or choose indoor activities. Fresh water is available throughout the day, and on vacation care days, children bring their own drink bottles. During excursions, attention is paid to accessible water refill points, which are documented in Risk Assessments.

Children have also contributed to creating a Sun Safe poster and a Hot Weather poster to reinforce awareness of sun safety and staying hydrated.
	
	

	
	
	
	The centre phones are set with an alarm that sounds every 30 minutes as a headcount reminder, which is then recorded on Xplor by an educator. Educators actively engage in activities while maintaining supervision, ensuring all children remain within eyesight at all times.

We consistently share information about supervision with colleagues. Flexible supervision points are determined through reflection on risk assessments and direct observation. While on vacation care excursions and on-site, educators use a walkie-talkie system to communicate about children’s movements and maintain effective supervision.

For Vacation Care excursions, a venue risk assessment is conducted beforehand to identify potential hazards and determine supervision requirements. Risks such as water access, exits, interaction with others, bathroom access, and arrival/departure procedures are assessed to ensure that when attending the excursion, educators are fully prepared to maintain a safe environment for all children.
	
	

	
	
	
	We plan for the supervision of children in outdoor and indoor areas, including supervision of children using the toilets, in a way that respects their privacy. While we are out on an excursion, educators accompany children to the toilet checking the area before use.  
	
	

	Incident and emergency management
	2.2.2
	Plans to effectively manage incidents and emergencies are developed in consultation with relevant authorities, practised and implemented.
	We communicate information to families about our emergency procedures and plans to manage incidents. This is communicated via Xplor posts, daily journals and signs. Families are given the opportunity to provide feedback on drills. 
	☒	☐
	
	
	
	All staff are trained in the use of emergency equipment. During induction and through online training.
	
	

	
	
	
	We have written emergency and evacuation procedures that include instructions for what must be done in the event of an emergency as well as an emergency evacuation floor plan. We practice, evacuation, lock-down and medical emergencies every 3 months.
	
	

	
	
	
	We have written plans to manage an emergency that may be likely to affect individuals at our service for example, the management of an asthma attack, anaphylactic reaction or epileptic fit.
	
	

	
	
	
	We discuss and practice emergency drills with educators, children, families and visitors and reflect upon these to inform improvements as required.
	
	

	Child protection
	2.2.3
	Management, educators, and staff are aware of their roles and responsibilities to identify and respond to every child at risk of abuse or neglect.
	All educators attend child protection training to develop and refresh their understanding of their obligations under child protection law.

The service has completed the Child Safe Standards assessment tool and uses the results to strengthen and enhance practices in line with the Child Safe Standards.
	☒	☐
	
	
	
	New or relieving educators are made aware of their responsibilities in relation to child protection. Educators regularly attend training and professional development sessions surrounding child protection. 
Keiki also participated in Child safe month for the month of April, this extended knowledge of a range of Child safety topics, including protective behaviours. 
	
	

	
	
	
	Information is provided to all families about our practices in relation to child protection. Keiki also promotes a number of child protection family workshops and workshops on cyber safety to the families. 
	
	

	
	
	
	We have and provide a current list of local community resources that can provide information and support for children, families and service staff in relation to children at risk of abuse and/or neglect.
	
	

	
	
	
	We incorporate protective behaviour strategies into our educational program and practice.
	
	






	[bookmark: _Toc157767234]Key improvements sought for Quality Area 2	

	Standard/
element
	Issue identified during self-assessment
	What outcome or goal do we seek?
	Priority (L/M/H)
	How will we get this outcome? (Steps)
	Success measure
	By when?
	Progress notes

	2.2.3
	Families not familiar with child protection and cyber safety. information
	Families be become more aware of child protection and cyber safety.
	H
	Organise a family PD focusing on child protection and cyber safety 
	Most families attend the workshop 
	Training booked for the 20.02.23
	Information night held at the service. Was limited attendance due to another event within the school being held. 
Will discuss Keiki including Cyber safety on their newsletter, to provide links and training to families. 








	[bookmark: _Toc157767235]Quality Area 3 – Physical environment    

	[bookmark: _Toc157767236]Standard 3.1: The design and location of the premises is appropriate for the operation of a service.

	Concept
	Element
	Identified practice/evidence from self-assessment
	Met
	Not Met

	Fit for purpose
	3.1.1
	Outdoor and indoor spaces, buildings, fixtures and fittings are suitable for their purpose, including supporting the access of every child.
	Our physical environment is safe and provides adequate space for solitary play, as well as for children to work, play, and converse together in small or large groups. Several areas within the approved spaces can be adapted to meet the changing needs of the children.

The environment has been carefully designed with safety and children’s play preferences in mind. Staff collaborate with children to create spaces for specific purposes, including a quiet area where children can relax, read, engage in conversation, or participate in rest and relaxation. A free-flow system between indoor and outdoor environments allows children to move freely and choose their own play and experiences. Resources for tabletop activities and other learning experiences are readily accessible.
Children also have access to the school playgrounds, basketball courts, and outdoor areas, providing opportunities to develop their gross motor skills.

Throughout our program, we run both Junior and Senior programs, with environments tailored to meet the developmental needs and interests of each group
	☒	☐
	
	
	
	We have space available for administrative functions, private conversations and consultation with families and for educator and staff breaks.

Our spaces have been designed to ensure that there is a workable space for the office administration and have a purposeful office desk for administration. A lockable filling cupboard is used for documents to be kept confidential where we keep confidential documents.

We have space available for administrative functions, private conversations and consultation with families and for educator and staff breaks. The service has use of many spaces that private conversations can be held. We have access a back office which is a shared space. There are also access to meeting rooms and a conference room within the school which can be booked to be use should this be required.

We also have access to the meeting room at our Keiki Trinity Service, which we are also able to utilise, should the meeting be required off site. 

	
	

	
	
	
	Our environment supports access for every child, family, educator and staff member and when required we access adaptive equipment to support the inclusion of all children.

Keiki Shorehaven has easy access throughout the school area or from the school office entrance and from the gate on Skysail Ave. It has easy access for wheelchair uses. 
	
	

	
	
	
	Our stimulating environments are set up in a way that children can play and interact with each other without being an over whelming area. Having a free flow through the rooms and outside gives the children the ability to spread out. 

During vacation care children are given the option of grouping with their friends on excursion or incursions within the service. Environments are set up in a way that allows for quiet and relaxing times.  
	
	

	
	
	
	We regularly evaluate changes to the placement of furniture and equipment to identify its impact on children. Children are included in the planning. Through the floor books and QR codes.

As part of our Positive behaviour guidance workshop with childcare experts we have looked deeper at the environments and made changes to the rooms and spaces moving the placement of furniture to support the children. 
	
	

	Upkeep
	3.1.2
	Premises, furniture and equipment are safe, clean and well maintained.
	We regularly conduct safety checks and monitoring the
maintenance of our buildings and equipment.  
Building audits are conducted monthly using the 1Place system by the Responsible Person or Nominated Supervisor. As the service is located on government school grounds, maintenance requests are categorised differently.

Maintenance related to school facilities or grounds is reported to the school administration team, who assess and action the request accordingly.

Maintenance for furniture, toys, or resources belonging to Keiki is logged on the 1Place app and sent internally to maintenance via a ticketing system.

Daily AM and PM checks are completed before each session and recorded on the 1Place system to ensure the environment is safe and prepared for children.

For Vacation Care excursions, we use a hired bus that complies with current safety regulations.
	☒	☐
	
	
	
	We follow safety advice from recognised authorities and manufacturers when arranging equipment, furniture and experiences. We have put a strong emphasise on the safety of the children when we are arranging the equipment. We use the supervision guide to help us arrange the furniture and equipment so we can make sure children are visible.
	
	

	
	
	
	We have risk assessments for our indoor and outdoor areas within the service, for the kitchen area, pickups and drop offs to the classroom and for excursions and bus transportation which are reviewed 6 monthly or where needed. Each of our excursions for afterschool care days and for vacation care days have an individual risk assessment. All risk assessments have been developed using all educators input and knowledge. 
	
	

	
	
	
	We ensure all equipment meets Australian Standards, for example for climbing structures and all relevant resources used by children and staff. 
All furniture is frequently checked and has been purchased in line with Australian standards.
	
	

	
	
	
	We have schedules for cleaning all toys and equipment used by children, on a regular basis, in line with recommendations from recognised guidelines.
	
	






	[bookmark: _Toc157767237]Standard 3.2: The service environment is inclusive, promotes competence and supports exploration and play-based learning.

	Concept
	Element
	Identified practice/evidence from self-assessment
	Met
	Not Met

	Inclusive environment
	3.2.1
	Outdoor and indoor spaces are organised and adapted to support every child's participation and to engage every child in quality experiences in both built and natural environments.
	We involve children in discussions about the use of space and resources, and they have contributed to the layout of the rooms. Children are encouraged to create their own play spaces and adapt the environment to suit their needs and interests.
	☒	☐
	
	
	
	Environments are set up to balance active and quiet areas, responding to the individual requirements of all children throughout the day. Through our free-flow, child-led program, children can choose where they would like to play. Outdoor areas are designed to support both physical and quiet activities, and we also have access to various areas of the school for additional outdoor play opportunities.
	
	

	
	
	
	We regularly reflect on and adjust the environment to support each child's participation and provide for their learning and development. We have been reflecting on our program and environment every day. Having discussions as a team in our daily meeting, we make changes to the physical environment based on reflections upon children’s interactions with the play spaces. For example, if children are not being respectful to the environment, we reassess their interests in the environment and make changes as required.
	
	

	
	
	
	We work collaboratively with family members, specialists and resource agencies to plan for the inclusion of children with additional needs, access adaptive equipment to support children's requirements and facilitate access to support services required while the child is at our service. We use the information about my child form at enrolment so families can let us know if their child has any additional needs that we need to be aware of. This is where we collect observations and feedback from families so we can create a full picture of a child before asking for support.  
	
	

	
	
	
	Our indoor and outdoor spaces are designed to invite open-ended interactions, spontaneity, risk-taking, exploration, discovery and connection to nature. In our play environment and program, we use lots of loose part resources as this is giving children the opportunity to use their creative mind. Our educational program is a mixture of child lead and intentional teaching activities. The intentional teaching activities are created to promote children learning new skills and new knowledge 
	
	

	Resources support play based learning
	3.2.2
	Resources, materials and equipment allow for multiple uses, are sufficient in number, and enable every child to engage in play-based learning.
	We regularly engage with families and children to ensure their views are considered and incorporated in the selection and organisation of materials, equipment and resources. At Keiki Shorehaven we communicate to families through email, Xplor and in person. We use surveys to collect evidence of their feedback we analyse the answers and make changes as needed. We have made changes to our vacation care programs to reflect more educational activities.
	☒	☐
	
	
	
	The resources and materials in our educational program reflect children and adults with a range of abilities as active participants in the community. Children are actively involved in discussions about purchasing new resources and have created a wish list of items they would like to see in the service.
	
	

	
	
	
	Our environment is structured to be flexible, allowing children to move resources and equipment to extend learning opportunities. Children have access to the resources they wish to use and can choose where to play, inside or outside, with the materials they have selected, where appropriate.
	
	

	
	
	
	We offer a range of challenges and experiences that reflect the range of ages, interests and capabilities of children who are sharing the environment. Our resources are age and stage appropriate, we run a Having a mixture of child led and adult planned activities gives the opportunity for children to learn at their own pace. Children can join any of the activities that they feel comfortable with.
	
	

	Environmentally responsible
	3.2.3
	The service cares for the environment and supports children to become environmentally responsible.
	We incorporate experiences in our educational program to support children to be environmentally responsible and to show respect for the environment. We regularly visit Remida and use recycled materials within the program and curriculum. 
	
	

	
	
	
	Educators follow our service’s Sustainability Policy to promote children’s understanding of their responsibility to care for the environment and to develop life skills such as waste reduction and recycling.
We have established a small garden where children grow herbs to use in our menus. Children are encouraged to water and care for the garden regularly. A three-bin system has been introduced in the rooms: a blue bin for paper and cardboard, a red bin for landfill, and a yellow bin for co-mingled recycling. Children also have access to the school’s yellow co-mingled recycling bin to extend recycling practices.

Children have been involved in consulting with the school cleaning staff to assist with end-of-day tasks, including emptying the classroom bins into the main bins, and have helped develop a roster to organise who collects the bins.
	
	

	
	
	
	We program for children to learn about environmental and sustainability issues. At Keiki Shorehaven, both children and educators are passionate about caring for the environment, and children actively participate in a variety of sustainable experiences throughout the program.

Sustainability is regularly discussed during daily meetings, and we encourage practices such as using both sides of paper and incorporating upcycled materials. Remida is a frequently visited resource, and children make use of the materials sourced from there.

We also regularly collect donations of recycled materials from families, which are incorporated into our programs to extend children’s learning about sustainability and environmental responsibility.
	
	

	
	
	
	We collaborate with educators, children, families regarding community members to implement our service's environmental strategy. 
Families have been receiving regular updated on Xplor and face to face communication about any plans we have regarding environmental strategies. Families have been asked to donate unused items from home so we can reuse them.
	
	

	
	
	
	We share information and support children and families to access resources about the environment and the impact of human activities on environments. Children have been looking at what is happening to ice due to pollutions Using the smart board and iPad children have researched videos and sustainability. Xplor is used to send information and links to families on the daily journals so they too can share in the information. 
	
	






	[bookmark: _Toc157767238]Key improvements sought for Quality Area 3	

	Standard/
element
	Issue identified during self-assessment
	What outcome or goal do we seek?
	Priority (L/M/H)
	How will we get this outcome? (Steps)
	Success measure
	By when?
	Progress notes

	3.2.3
	Some children have limited knowledge on environmental responsibility.
	Children to be more familiar with the SDG Climate Action Superheroes and to actively demonstrate sustainable behaviours, such as recycling, conserving energy, reducing waste, and caring for the garden. 
Children will also be able to discuss how their actions impact the environment and share ideas with peers and families
	M
	Implement a Climate Action Superhero each term, integrate related activities into the curriculum, provide hands-on experiences like gardening and recycling projects, and involve children in sustainability discussions and decision-making.
	Children demonstrate a deeper understanding of environmental sustainability, can identify sustainable actions, and actively participate in environmentally responsible behaviours within the service.
	Ongoing 
	Term One: Children selected the ‘Veggie Vindicator’ as their Climate Action Superhero.
November 2025: With the employment of new educators, this topic needs to be revised and revisited. It will be added to the agenda for professional development in early 2026 to ensure all educators are familiar with the approach and can effectively implement related sustainability activities.





	[bookmark: _Toc157767239]Quality Area 4 – Staffing arrangement    

	[bookmark: _Toc157767240]Standard 4.1: Staffing arrangements enhance children’s learning and development.

	Concept
	Element
	Identified practice/evidence from self-assessment
	Met
	Not Met

	Organisation of educators
	4.1.1
	The organisation of educators across the service supports children's learning and development.
	We organise our educators throughout the day to support children’s learning and development while ensuring educator-to-child ratios are consistently maintained, including during administration and programming time. The weekly roster is printed and clearly outlines staff lunch breaks, programming days, and scheduled meetings, which typically commence at 1pm.
	☐	☐
	
	
	
	We communicate which educators are working in the service each day to families and children. Educators’ photos are displayed inside each room for easy identification by families. 
Casual educators work across Keiki services to provide continuity of care. Weekly rosters are displayed at the service entrance for families and visitors to view. Xplor is used to notify families when new educators start or when an educator goes on long leave, including details of their replacement. Photos of the responsible person and signing-in documents are also displayed by the entrance.
	
	

	
	
	
	We provide extra staff to cover educators for programming, meeting with families, meeting with inclusion support professionals and networking with relevant organisations.
	
	

	
	
	
	Relief and support staff are inducted through 1Place and integrated into the team before commencing work, ensuring all educators can collaborate effectively and develop their skills and knowledge of inclusive practices to support every child. Keiki employs its own casual educators, who are fully inducted into the company. Any agency relief staff are also inducted on 1Place upon arrival to ensure they are familiar with the service’s policies, procedures, and practices.
	
	

	
	
	
	We prioritise familiarity and continuity for children and families when rostering. Our own casual pool of educators, who are familiar with the service and children, is used wherever possible. When agency staff are required, they are paired with familiar educators who know the children and families, supporting consistency of care
	
	

	Continuity of staff
	4.1.2
	Every effort is made for children to experience continuity of educators at the service.
	We have implemented a thorough recruitment process to maximise staff retention to ensure continuity to children and families. Our recruitment process is successfully supported by our Human Resources department.  They collaborate with us through conversations around what we are needing. 

Our owner supports our team in ensuring our well-being is supported through well-being months, social gatherings, Employee Assistance Programs, Professional Development Opportunities.  Each year a leadership conference is held at the end of the year, giving coordinators opportunity to come together with the leadership hub and reflect on the year and take part in professional development. 

	☒	☐
	
	
	
	We celebrate and acknowledge educator’s commitment to the service, children and families.

At Keiki, we actively recognise and celebrate the efforts of our educators. In our communication emails, we consistently thank educators for their contributions to the service. Our owner regularly hosts small social gatherings to show appreciation, and at every coordinator meeting, she personally acknowledges the work of each service team.

The previous year, we celebrated Keiki’s 20th birthday with a Gatsby-themed evening and a sit-down dinner. For the Christmas celebrations, the owner ensured staff safety by providing transport to and from the venue with multiple drop-off points. This year, we celebrated Keiki’s 21st anniversary, with the owner again preparing a special event for teams across all Keiki services.

As a service, we also host regular staff dinners and post-vacation care celebrations to acknowledge and celebrate the dedication and achievements of our educators.

	
	

	
	
	
	We use educator exit data to contribute to our continuous improvement regarding staff retention. Head office send out an exit survey when each member of staff leaves, to help understand any improvements needed, leading to a greater staff retention.
	
	

	
	
	
	Our performance development process provides educators with targeted feedback that supports continuity and informs individual performance and learning goals

	
	

	
	
	
	We consider educators’ experience, qualifications and how long they have been at our service when placing educators in particular rooms and age groups.
	
	





	[bookmark: _Toc157767241]Standard 4.2: Management, educators and staff are collaborative, respectful and ethical.

	Concept
	Element
	Identified practice/evidence from self-assessment
	Met
	Not Met

	Professional collaboration
	4.2.1
	Management, educators and staff work with mutual respect and collaboratively, and challenge and learn from each other, recognising each other’s strengths and skills.
	We use strengths, talents and interests of individual educators. All educators have specific roles based on their areas of expertise, such as:
Rachel- Creative Arts
Sam- WHS, first aid
Roshan- WHS, First Aid, Media
Caitlyn – Baking and Cooking
Caitlin – Art 
	☒	☐
	
	
	
	All educators acknowledge each other’s strengths and diverse knowledge, and skills and educators are encouraged to support and mentor each other. For example, we utilise an educator within our service who is also a qualified personal trainer, she teaches the children and staff her knowledge in fitness and leads sports activities and games. We utilise another staff’s knowledge on cooking and food and create fun interactive cooking experiences.
	
	

	
	
	
	We have regular team meetings and other opportunities that include a cycle of inquiry that collaboratively affirms, challenges, supports and provides opportunities for educators and staff members to learn from each other, share new information and further develop the team’s skills.

Our Facebook messenger groups has been an invaluable way of sharing information, and it continues to be a digital method of sharing information that many of the staff enjoy using to share information, ideas and suggestions 

	
	

	
	
	
	We ensure that all interactions, including grievance procedures, convey mutual respect, equity and recognition of each other’s strengths and skills
	
	

	
	
	
	We continually facilitate communication and reflection between educators. Open communication and ongoing reflection occur between educators on a continual basis in our service. OSHC educators utilise their programming time to have those conversations with one another as well as throughout their days here.
	
	

	Professional standards
	4.2.2
	Professional standards guide practice, interactions and relationships.
	All educators have access to the National Quality Standard, National Regulations and Guide to the National Quality Framework, 
· EYLF, Early Childhood Australia’s Code of Ethics (2016), 
· Our statement of philosophy, 
· policies and procedures,
· staff handbook and code of conduct.
	☒	☐
	
	
	
	Up-to-date information is communicated to all educators including service/employer information and changes or updates that impact on practice and regulatory compliance.
In addition to our monthly meetings, educators receive a monthly newsletter from head office, daily communication through our service messenger group and agenda minutes to keep them breast of any industry updates or legislative changes.
	
	

	
	
	
	Early Childhood Australia’s Code of Ethics (2016) is used to guide professional conversations about day-to-day practice at our service.

This is available for staff on the iPad and there is a copy on display in the room, the educational leader will speak about the Code of Ethics, when spending time with the educators during planning and admin time. Educators are also be fully aware and the impact it has on the children regarding the Code of Ethics. If they do see anything that may alarm them, they will have conversations with the educators regarding the practices or their written documentation
	
	

	
	
	
	We use professional standards and knowledge of current recognised approaches to guide our everyday work and to meet the requirements of the National Quality Framework.

The Educational Leader is able to provide educators with knowledge of all standards and approaches through professional development, the recommendation for educators to attend PDs or view webinars. Any new information that the educational leader has gained she will inform the educators, either verbally or through written documentation.
	
	

	
	
	
	We provide all educators with information and support to assist them to resolve differences.
All educators know that Keiki has an open-door policy, where they can speak directly with the coordinator when required. Our weekly planning time provides the opportunity for educators to find their voices and speak out – this may be regarding the service, duties within the day, the environments or even the roster. We also have spaces that educators can meet to resolve any issues If the situation is at a place where it cannot be dealt with at a service level, then head office is informed, and HR will then facilitate a meeting between the parties involved
	
	






	[bookmark: _Toc157767242]Key improvements sought for Quality Area 4	

	Standard/
element
	Issue identified during self-assessment
	What outcome or goal do we seek?
	Priority (L/M/H)
	How will we get this outcome? (Steps)
	Success measure
	By when?
	Progress notes

	
	
	
	
	
	
	
	











	[bookmark: _Toc157767243]Quality Area 5 – Relationships with children    

	[bookmark: _Toc157767244]Standard 5.1: Respectful and equitable relationships are maintained with each child

	Concept
	Element
	Identified practice/evidence from self-assessment
	Met
	Not Met

	Positive educator to child interactions
	5.1.1
	Responsive and meaningful interactions build trusting relationships which engage and support each child to feel secure, confident and included.
	We actively engage with families to learn about their histories, cultures, languages, traditions, child-rearing practices, and lifestyle choices. This information is initially gathered through the enrolment process and is continually updated throughout the year via surveys and other family engagement opportunities, ensuring our practices are inclusive and responsive to each child’s background.. 
	☒	☐
	
	
	
	We respond to each child’s preferences and assist all children to develop a sense of security, belonging and confidence in the service.
	
	

	
	
	
	Plans for the inclusion of children with additional needs are shared and communicated with all educators. We share verbal conversations with all educators regarding strategies to support children. This can involve the families attending before their session to meet all educators and communicate their needs and interests, this is then documented on the program for all educators to see. All educators are also provided with information within the health care plan on how to support these needs. The coordinator provides ongoing support for educators working to ensure all educators are confident when working with the children.
	
	

	
	
	
	Our routines and everyday experiences are guided by children and used to support their learning, based on children’s preferences and the dynamics of the day. 
All children are greeted in a happy and friendly manner and an interest is always taken in each child. Every child is given the opportunity to participate in the program, activities, and games. If a child does not want to take part in the planned activities, they can explore other learning through our open-ended play spaces or they can request other resources. All children are encouraged to succeed with any activity through educator support.
	
	

	
	
	
	We use our interactions with children to support the maintenance of home languages and learning English as an additional language, following communication with families.
	
	

	Dignity and rights of the child
	5.1.2
	The dignity and rights of every child are maintained.
	We celebrate diversity, including supporting each child’s sense of identity, guiding children’s understanding of cultural diversity.
The educators are aware of each child's cultural background. This is gained through the Information for my educators' form, verbally communicated through the orientation process. We celebrate national cultural days that families will celebrate at home and with their families throughout the year. 
	☒	☐
	
	
	
	We communicate our culturally diverse practices with families.
Through newsletter, admin posts on Xplor and through emails keep the families advised of what is happening within the service

	
	

	
	
	
	We actively maintain an environment that fosters cultural inclusion and cultural competence. 

Noongar words are displayed throughout the service, and each day the children sing Wanjoo and participate in an Acknowledgement of Country through song. Children have also learnt Wanjoo in Auslan and are currently learning the Six Seasons songs, which are incorporated into our daily routine to promote awareness and respect for Aboriginal culture.
	
	

	
	
	
	We reflect on the equity and rights of each child, in particular how our own practice and behaviour may affect individual children.
All the educators are aware of the Rights of a Child, and make sure this is always at the forefront when they are interacting and speaking with the children. The Rights of the child are on display in the room and are regularly discussed with the children. 
	
	

	
	
	
	We reflect on, identify and minimise the impact of our own biases on our practices and relationships with children and families.
All educators participate in regular PDs and webinars, linked to areas that they feel they need improvement in. This again will help them to improve their knowledge and will reduce their thoughts linked to biases in their practice.
	
	



	[bookmark: _Toc157767245]Standard 5.2: Each child is supported to build and maintain sensitive and responsive relationships.

	Concept
	Element
	Identified practice/evidence from self-assessment
	Met
	Not Met

	Collaborative learning
	5.2.1
	Children are supported to collaborate, learn from and help each other.
	Our staffing and grouping arrangements are designed to support positive relationships between children. OSHC educators consistently open and close the service, and the same educators collect and return children to their classrooms, providing continuity and familiarity. Casual educators are scheduled on regular days and times whenever possible, allowing children to build trust and comfort with them.

We have separated the senior and junior OSHC groups to foster a stronger sense of belonging. This change was made in response to parents’ feedback that younger children struggled when mixed with older children. The separation has created more opportunities for children to form meaningful relationships with peers of a similar age.
	☒	☐
	
	
	
	We provide opportunities for children to take on leadership roles within the service. Regular discussions between educators and the Educational Leader highlight the importance of fostering leadership skills in children. Opportunities are embedded across the program, including allowing children to create their own learning environments, contribute to planning 

Vacation Care activities, assist peers in different age groups, and take leadership roles during meetings and mat sessions. These experiences help children develop confidence, decision-making skills, and a sense of responsibility within the service community
	
	

	
	
	
	We support and promote children’s interpersonal relationships. Educators during routine daily huddles use the time to plan for relationships with children. Educators are encouraged to set up the experiences to foster group communication and collaboration. Children have developed their own set of limits in regard to relationships with each other. 
	
	

	
	
	
	We support inclusion of children from diverse backgrounds and capabilities in collaborative play, projects and experiences with others.
During events such as Mother’s Day and Father’s Day, we consult with families, including those from single-parent households, to ensure the approach is respectful and inclusive. Families are invited to share how they would like us to acknowledge the occasion and their preferences regarding gifts or cards. 

This inclusive approach also extends to other celebrations, such as Halloween and Christmas, where we ensure that all children’s cultural and family traditions are respected and celebrated appropriately within the room.
	
	

	
	
	
	We learn about children’s shared interests, and we use this information to plan further learning opportunities.
We learn about children’s shared interests, and we use this information to plan further learning opportunities. Environments are arranged to promote individual, small group and large group engagement. There are many areas in both rooms where children could have space to be on their own if they wished. Group interests are also documented on the program and extended on accordingly.
	
	

	Self-regulation
	5.2.2
	Each child is supported to regulate their own behaviour, respond appropriately to the behaviour of others and communicate effectively to resolve conflicts.
	We learn about and support individual children’s relationships with other children and help children to understand that others may not always wish to play with them.
Through the program educators support children to understand their rights and fairness with each other’s. The children have developed their own set of Keiki limits which include positive relationships. 
	☒	☐
	
	
	
	We use our knowledge of individual children’s personalities and friendship preferences to support children to manage their own behaviour and develop an understanding of the feelings of others.
	
	

	
	
	
	We encourage positive behaviour in children and support them to understand the expectations for their behaviour and the consequences of inappropriate behaviours.
We give the children the opportunity to self-regulate by either spending time one on one with an educator or going to a quiet area with sensory tools on offer. Children are given the opportunity to speak to families about their behaviour before an educator to help with gaining a deeper understanding of the consequences of their actions.
	
	

	
	
	
	We support children when they are trying to negotiate and resolve conflicts with others and support children to negotiate and share ownership of acceptable behaviours as a group.
Educators discuss acceptable behaviours with the group especially at the beginning of the year with so many new children and after the long school holiday break as a refresher using the OSHC guidelines
	
	

	
	
	
	We work with families and other professionals to appropriately support each child’s emotional and social learning.
Open communication and feedback are always welcomed and appreciated by all educators at our service. New children need extra support with their social and emotional wellbeing. Educators will have conversations with parents during the orientation process regarding any concerns and how best to settle in their child on their first day. 
If additional support is required, we will work with families and use a support plan.

	
	



	[bookmark: _Toc157767246]Key improvements sought for Quality Area 5	

	Standard/
element
	Issue identified during self-assessment
	What outcome or goal do we seek?
	Priority (L/M/H)
	How will we get this outcome? (Steps)
	Success measure
	By when?
	Progress notes

	5.1.2
		



	New children enrolled at the service are not familiar with the UNCRC



	Introduce UNCRC to new children enrolled at the service.
	M
	Embed UNCRC into the curriculum through stories, activities, and discussions.

Include age-appropriate visual posters and materials in rooms.

Have regular discussions in mat time and small group activities about children’s rights.

Educators model respectful interactions and reference UNCRC principles in daily practice.

Include activities where children identify their rights and relate them to their daily experiences.
	Children can articulate simple rights and examples from their day.

Children refer to UNCRC principles during activities.

Educators observe engagement with UNCRC-related discussions and activities.

Evidence recorded in weekly curriculum notes and observation journals.
	Ongoing
	Nov 25 Educators in the senior age group have been spending time discussing UNCRC with children.

Dec 25 – Included as a regular section on the weekly curriculum.








	[bookmark: _Toc157767247]Quality Area 6 – Collaborative partnerships with families and communities

	[bookmark: _Toc157767248]Standard 6.1: Respectful relationships with families are developed and maintained and families are supported in their parenting role.

	Concept
	Element
	Identified practice/evidence from self-assessment
	Met
	Not Met

	Engagement with the service
	6.1.1
	Families are supported from enrolment to be involved in the service and contribute to service decisions.
	Prospective families are invited and encouraged to visit and become familiar with our service before their child starts and we encourage new families to talk with us about the values and expectations they hold in relation to their child’s time at the service before, during and after the enrolment process, Families are given information about our service, which includes but is not limited to our service philosophy, information about Keiki and the owners, operating time, costs and more. 
	☒	☐
	
	
	
	We provide families with regular opportunities to offer feedback and input on all aspects of our service operations. We encourage parents to make suggestions regarding activities, games, food, or any changes they would like to see. This is facilitated through Xplor posts, conversations, and the community input box on the OSHC program. Head office also sends out surveys to families to further encourage feedback.

As a result of family feedback, we have improved our Vacation Care booking forms to create a smoother, easier process through an online booking system. This process has recently been reviewed again and has now been integrated into our 1Place system, providing families with easy access to complete their bookings.
	
	

	
	
	
	Families, including extended family members, are able to contribute to the operation of our service and be involved in an advisory, consultative or decision-making role.

Families have the opportunity to participate in the reviewing of policies and procedures, with their comments and suggestions submitted to head office, for any suitable changes to be made. We often put out surveys that families can be involved in and these are often at a service level, asking families their ideas and suggestions. 
	
	

	
	
	
	Families are encouraged to contribute to the development and review of our programs, philosophy, policies, and procedures. Parents are invited to complete a survey at the end of Vacation Care, providing feedback about our program. Suggestions are considered by our coordinator when planning the next Vacation Care program. For example, many parents requested more excursions than incursions and the inclusion of lunch; these suggestions were taken into account and implemented where possible.

Parents are informed of any policy changes and are encouraged to notify educators if there are any adjustments they would like to see made.

	
	

	
	
	
	We involve families and use their suggestions during self-assessment and planning for quality improvement.
Surveys and emails via Comms on Xplor are sent out to families regarding feedback about the service which we then use to reflect on our practice.
	
	

	Parent views are respected
	6.1.2
	The expertise, culture, values and beliefs of families are respected, and families share in decision-making about their child’s learning and wellbeing.
	We facilitate shared decision-making with families and respect their requests.

Children’s interests are always discussed with parents to provide staff with an understanding of each child’s preferences. Families are also invited to complete the Understanding My Child form, providing information they would like educators to know to help plan for their child’s first day. We encourage parents to offer suggestions through verbal conversations at drop-off and pick-up.
	☒	☐
	
	
	
	We support consistency between each child’s home and our service but still ensure best practice and upholds the rights of each child.
	
	

	
	
	
	We provide opportunities for families to contribute to curriculum decision-making.
	
	

	
	
	
	Families are provided with opportunities to provide feedback about the experiences planned for their child 
Families can add comments to each story using the Xplor App. Our monthly newsletters also ask for feedback about upcoming events and what learning they would like for their child. Vacation Care surveys are put out to families to provide opportunities to put forward suggestions for experiences for children 
	
	

	
	
	
	Families are provided with opportunities to be involved in the daily program.

As the majority of our families are working, afternoon events are scheduled to better suit family availability and increase attendance. Events such as Mother’s Day, Father’s Day, and Grandparents Day form part of our annual service calendar. Families are always welcome to participate at the service, and we have accommodated requests for involvement during Vacation Care. For example, a family whose mother was previously a skater joined in on an ice-skating excursion with the service.
	
	

	Families are supported
	6.1.3
	Current information is available to families about the service and relevant community services and resources to support parenting and family wellbeing.
	Information is available to families about our service operations. 
On enrolment an information email is sent to families which states opening and closing times and costs per session. It also has a link to the family handbook which lists all our policies and procedures. 

At the service we have pictures of all Educators who are working and their shift times, Responsible person all on display for parents. Inside on our Educator family tree lists Educator's qualifications. The Keiki website has information about the services and their operations. 
	☒	☐
	
	
	
	

	
	
	
	Families are kept informed about our quality improvement plans against the National Quality Standards. QR codes are provided to families and are on display in the environment for families to read Quality improvement plans and NQS
	
	

	
	
	
	We maintain current contact details for local support services and share this information with families to support them in their parenting roles.
A monthly Keiki newsletter is emailed to families with information and reminders from the service about what is happening locally in the community.
	
	

	
	
	
	Our families are sensitively supported and encouraged to access local community services and resources that may be relevant to them.
	
	

	
	
	
	All policy changes are explained in detail and communicated to families prior to implementation. Head office will inform families via email of any policy changes and give 14 days' notice of any changes that may be required.
	
	




	[bookmark: _Toc157767249]Standard 6.2: Collaborative partnerships: Collaborative partnerships enhance children’s inclusion, learning and wellbeing.

	Concept
	Element
	Identified practice/evidence from self-assessment
	Met
	Not Met

	Transitions
	6.2.1
	Continuity of learning and transitions for each child are supported by sharing information and clarifying responsibilities.
	Our children are supported when moving between groups, transitioning between settings, returning to the service after an absence, and during changes in routines and experiences.
At Keiki Shorehaven, children are provided with a free-flow environment, allowing them to move freely between areas. With the separation of the junior and senior programs, spaces are designed to support both learning and play.

Educators use an active supervision approach, positioning themselves to allow children to move comfortably between areas without interrupting their play, while ensuring adequate supervision. Walkie-talkies are used to maintain communication between educators, ensuring children’s safety across all areas.

Some children attend only Vacation Care and may be enrolled at different schools. For these children, we encourage a visit to the service before Vacation Care begins to familiarise them with the educators and the service environment.
	☒	☐
	
	
	
	Educators observe children throughout the year, documenting their learning through learning stories and extensions, snapshots, and video stories. All learning documentation is shared with families via Xplor or in floor books.
	
	

	
	
	
	Educators on different rosters communicate with each other about children’s experiences earlier in the day and any information shared by families about their child.

Each day, prior to the children arriving, a daily meeting is held with educators. This provides an opportunity to share information received from a child, parent, or teacher.
	
	

	
	
	
	We plan, observe, and reflect on transitions between routines and experiences to ensure they support and maximise children’s learning. Educators reflect on the day and activities each day, using an in-the-moment reflective approach. They are encouraged to voice their opinions on how routines and transitions are working and are supported to make changes where required
	
	

	Access and participation
	6.2.2
	Effective partnerships support children's access, inclusion, and participation in the program.
	We access support and participate in professional development to build the skills and expertise necessary to support the inclusion of children with specific health, cultural, or developmental requirements.

Educators are provided with opportunities to attend professional development training. Keiki works in partnership with external training organisations to ensure educators have the skills and knowledge required to support children effectively.

Educators are also required to complete child protection training every two years, CPR training annually, and update their food safety and first aid training every three years. Throughout the year, educators are supported with ‘mini catchups’ to discuss potential professional development opportunities.

Additionally, educators have access to online webinars through the ECA Learning Portal in areas of their choice. For example, educators have participated in an ECRU webinar focused on active supervision, which enabled reflection on current practices and consideration of potential improvements.
	☒	☐
	
	
	
	We collaborate with families, other professionals, therapists or specialists from inclusion/support agencies to support all children and encourage their participation.
We have a strong relationship with the school community and regularly discuss with the teachers and principal's ways we can help each other, such as the school letting us know that a child has had an eventful day, and may need some quiet time during OSHC. We have a connection with Communicare, our local inclusion support agency. 

The service has also commenced a relationship with the School Chaplain who shares the space in the room. Where this is a new relationship, the chaplain had been able to support the program with ideas and suggestions on mental health and supporting children’s needs. 
	
	

	
	
	
	We ensure professionals/therapists are involved in devising programs for individual children, and shared goals for learning are identified and implemented.
We will work with agencies if needed to support the child and their family. We recently have requested support from Communicare to provide inclusion support within the service. 
	
	

	
	
	
	Our environments are welcoming to children and families in the community, and enrolment information and procedures are accessible and clear.

We use an online enrolment process; however, if a family requires assistance, a paper copy can be provided, or staff can support them in completing it. The enrolment link includes all necessary forms, such as health care forms and the Understanding My Child form. Once we receive a completed enrolment, we review the information and inform families if any additional details are required.
We assist families with approvals for the Child Care Subsidy (CCS) via Xplor and MyGov where needed. Children and families are also offered the opportunity to attend orientation days prior to the child’s start date. Each family is asked to complete a re-enrolment annually.

	
	

	
	
	
	Plans are developed to support the inclusion of children who require specific health, cultural or developmental support.

Children with health, dietary or cultural dietary needs have their photos displayed in the room. risk minimisation forms including a communication plan, medical action plans have been completed by the medical professionals and checked by the nominated supervisor/centre coordinator and signed by the family. Casual or new educators are not able to serve up meals for children or supervise mealtimes by themselves. Allergy charts get updated daily needed and an audit is completed, and each month's allergy chart gets sent to the kitchen and any changes is communicated to the cook. Children with any additional needs have an inclusion file. Their information is uploaded to Xplor. All new (casual or permanent) educators have an in-depth service-based induction where they are informed about children with any additional needs, allergies, court orders for example.  

Each day a daily role is printed off which outlines the children booked for the session along with any additional health or support requirements. This information is shared at the daily catch-up meetings 
	
	

	Community engagement
	6.2.3
	The service builds relationships and engages with its community.
	We reflect and incorporate the diversity of the local community across our service operations.

At Keiki Shorehaven we have a strong connection with the school.  Educators and children attend school events as planned excursions. Recently we have attended the School events, Sports carnival, parent open nights and Christmas carols. As we use the shared spaces within the school, we work very closely with the class teachers to extend what children are learning at school within the Keiki educational program. 

As a service, the coordinator, and Educators also represent Keiki at the school P&C. The coordinator also sits as an executive committee member as a fundraising representative, Attending regular termly meetings and volunteering at P&C events throughout the school year, these include Father’s day stalls, Mother’s day stalls, P&C disco and sports carnival events. Keiki also sponsors school events such as raffles and donation drives. 
This year, the service became involved in the Heart for the Homeless appeal, organised by the school chaplain. The service acted as a drop-off collection point for the school and incorporated the appeal into discussions with children and families.

We have also participated in the City of Wanneroo Mayor’s Christmas Appeal and have served as a collection point for the Winter Appeal.
	☒	☐
	
	
	
	

	
	
	
	We use community resources to improve the educational program and provide quality learning experiences for each child. 
Children have the opportunity to complete their homework while they are in our care if they wish too. 
	
	

	
	
	
	We raise awareness of Aboriginal and Torres Strait Islander and/ or other local communities with our children and families.
The children know and sing the Wanjoo Welcome song with the educators, this is often sung when we have newcomers here at Shorehaven.  During recognition of NAIDOC week, we discussed culture and used this week as a time for research into customs, culture, symbols to provide further opportunities for the children to explore and learn about Aboriginal culture. 
 
Reconciliation Week focused on what Reconciliation means to us, the children and families. The Keiki hub have supported educators to share what reconciliation means to them as part of the creation of a Reconciliation Action Plan.
We have a Work in Progress Reconciliation Action Plan using Narragunnawali network, which each educator is actively participating in. 
	
	

	
	
	
	All children are supported to develop an understanding of their social and cultural heritage.

Families and children are encouraged to share their cultural heritage with us. We use the All about Me sheet that children are invited to complete when they start with us. There is a section on our enrolment form where families have an opportunity to tell us more about their family life if they wish to. Educators use verbal conversation with families about the family interest or anything that they have done at the weekend. 
	
	





	[bookmark: _Toc157767250]Key improvements sought for Quality Area 6	

	Standard/
element
	Issue identified during self-assessment
	What outcome or goal do we seek?
	Priority (L/M/H)
	How will we get this outcome? (Steps)
	Success measure
	By when?
	Progress notes

	6.2.3
	Develop more community connections
	Children to become connected with other OSHC services in the nearby community and build meaningful relationships
	M
	Connect with local OSHC services to develop a Pen Pal program

Facilitate collaborative activities and shared excursions

Encourage children to share experiences and stories from other services during group discussions
	Children demonstrate awareness of and engagement with peers from other services; children participate enthusiastically in shared activities and pen pal exchanges
Children can identify and name peers from other OSHC services during group discussions.
Observations show children initiating positive interactions with pen pals during activities.
Feedback from educators across services indicates stronger collaboration and shared practices.

	ongoing
	Nov 2023 – Connected with Mindarie Primary OSHC; agreed to join pen pal program. Program commenced Term 1, 2024. 

Since commencement, Tapping service joined, creating a tri-service pen pal exchange. 

Dec 2025 – Services now conduct regular joint excursions, allowing children to meet, socialise, and strengthen relationships.




	[bookmark: _Toc157767251]Quality Area 7 – Governance and leadership    

	[bookmark: _Toc157767252]Standard 7.1: Governance supports the operation of a quality service.

	Concept
	Element
	Identified practice/evidence from self-assessment
	Met
	Not Met

	Service philosophy and purpose
	7.1.1
	A statement of philosophy guides all aspects of the service’s operations.
	Our statement of philosophy underpins practice and decision-making for both individual educators and the service, including the planning cycle and approaches to equity and inclusion. 
Our Philosophy is our commitment to providing high quality care, drawing on The Rights of the Child, the National Quality Framework and a range of theorists. These include the Reggio Emilia approach to child-led learning, John Bowlby’s study of early attachment and Uri Bronfenbrenner’s theory that a child’s environment influences their growth and development. Our family-owned services share three core values: Our Community (staff, children, families and the wider community), The Whole Child (meeting the holistic needs of every child) and Earth to Sky (being aware of our environmental footprint and living a sustainable life).
	☒	☐
	
	
	
	Educators and families are meaningfully involved in reviews of our statement of philosophy. Each year we review our philosophy. Families have an opportunity to give us their feedback, via email, or verbal feedback. Families sent QR codes to the review and given the opportunity to participate and have their voices heard. 
	
	

	
	
	
	Our philosophy is used to set directions, build commitment, and align actions with our goals and desired outcomes. Our philosophy is used to guide our day-to-day practices.  It sets our directions and is referred to as a base to decision making. For example, when creating plans for curriculum events we will consider the sustainable aspects in align with Earth and Sky and our environmental footprint. 
	
	

	
	
	
	We regularly review our philosophy statement to ensure it fits with changes to management and staffing, and new knowledge about practice that we have gained. Our Philosophy gets reviewed yearly or as it is needed.  Staff are always encouraged to read and re-read the philosophy and refer to it as they document learning for children as a point of reflection.  As they do this, they are ensuring it fits with them as educators/the staff and that their knowledge and practices align with it.  The Philosophy sits as an overall guide – underneath the Philosophy is our Vision statement that is also reflected and reviewed which shows what we are doing in action. 
	
	

	
	
	
	Our philosophy is included in the induction process for all staff members and in the enrolment and orientation process for families. We introduce our philosophy to educator from the interview process. We present them with a copy of our philosophy and ask how it resonates with them. Our philosophy is displayed at the front of the room. While we do our tours or orientations, we do talk to families about what Keiki is all about and how do we do our program. This gives agency to children as they are in control of their own learning – supporting how our Core Value of The Whole Child and Earth and Sky.
The Staff handbook includes the philosophy, and it is referred to in the corporate induction held at head office.
The Family Handbook contains the philosophy.
	
	

	Management systems
	7.1.2
	Systems are in place to manage risk and enable the effective management and operation of a quality service.
	Our program information is shared in a way that respects the rights of children and families to privacy and confidentiality. 
We have our online platform Xplor where we share the curriculum. Our website is strong and includes all the information and help information lines for families. We have a strong data protection process in place that we follow. We have an online enrolment process. Each option has the section were parents' signs regarding usage of children’s photos on social media, Xplor, and marketing. 
	☒	☐
	
	
	
	We have comprehensive processes in place for informing the regulatory authority about relevant changes as required.
The Keiki Hub team provides support to the service to notify ECRU of any changes, as required, including incidences. 
	
	

	
	
	
	Management listens to, document and follow up issues raised by children, families and other stakeholders. We have got a strong grievance procedure in place that we follow regarding any complaints.  We have a strong HR team that is ready to help educators with any conflict issues that needs to be dealt with. We as a Keiki company have a structure in place for dealing with any issues of concerns. 
	
	

	
	
	
	Families are encouraged to contribute to the development and review of policies and are explicitly informed of policy changes. 
Head Office has recently released a planner for 2026 to allow services to plan for when policies are reviewed. Families are asked to assist in the review. Each month we have a policy that we are reviewing as a company. Families are encouraged to participate in the review process and have links to the review through a QR code. Educators also have access to review the policies and procedures through the QR Code. We collect all the feedback and together with the guide given to us we make the changes. 
	
	

	
	
	
	All grievances and complaints are investigated and documented in a timely manner and lead to amendments to policies and procedures as required. Any complaints are dealt with a professional manner following the grievance policy using the company forms to document everything. 
Feedback from families and educators are used as part of our self-assessment process.
	
	

	Roles and responsibilities
	7.1.3
	Roles and responsibilities are clearly defined, and understood, and support effective decision-making and operation of the service.
	Responsibilities and expectations are communicated to all staff members during their induction process. 
Along with the employee contract, each educator receives a job description where the expectations are written down. 
At the company induction we talk about the Keiki Values and our expectations for our educators. The service the coordinator conducts their own inductions, they go through all the expectations as well. Job descriptions are being sent to each educator once a year, but they can always access it through our HR department if they need to refer to it. We have a Responsible Person induction at service level where each responsible person goes through all the points that they need to be aware of as a responsible person. At the service the Coordinator/NS is regular audits of Responsible persons, to ensure they are aware of their responsibilities, duties and a confident in their role as the RP.
	☒	☐
	
	
	
	

	
	
	
	We regularly reflect on the National Law and National Regulations, the National Quality Standards, the Early Years Learning Framework and our statement of philosophy to ensure all educators have a clear understanding of these guiding documents. 
Reflection on guiding documents is ongoing to ensure all educators have a clear understanding.  Documents are readily available for educators to access on the room iPads and throughout the service. My Time Our Place is used to support children’s learning. Educators look at the learning outcomes to plan and assess learning. Discussions between educators and those in leadership roles e.g., Ed. Leader support educators to make sure they clearly understand the framework as they link or refer to it.
The coordinator supports educators to look at and refer to relevant documents through verbal conversations. Keiki has had outside support through Childcare Experts regarding how to implement the use of other supporting documents. Coordinators also refer educators to the ECA portal to engage with a range of webinars to support their learning and understanding on documentation and how it implements them into their programming and practice 
	
	

	
	
	
	Our Code of Conduct and ECA Code of Ethics are used to inform and evaluate practice. Through the Induction process educators are shown where to locate these documents. The ECA Code of Ethics and our Code of Conduct is displayed within the room. The Code of Ethics is also on all the iPads that are within the service which educators can access.
	
	

	
	
	
	All staff members can provide feedback on their experience of, and satisfaction with, the service’s induction processes. The induction process into the service is a collaborative approach where the coordinator or person responsible for the induction goes through the induction documentation from HR and discusses each area with them.  Secondly from the interview process this is a great way to start to get to know the educator on a deeper level and where support may be implemented via the feedback given through the induction process and on the induction process – ready for the next person coming on board.  Each induction is tailored to the educator/staff member, their role and needs.  On top of that induction, we have a corporate induction that is led by HR team which covers topics such as Health and Safety aspects like how to lift properly, bullying in the workplace and a section which covers parts from our handbook regarding the philosophy and how it looks in action and practice. 
	
	

	
	
	
	We have a comprehensive induction process for all educators and staff, including relief educators, students, and support workers.

The induction process is outlined in QA4 for new and casual staff. Although we do not often have students, when one begins at the service, they meet with the Nominated Supervisor and are assigned to an educator who mentors them during their placement. The induction process provides a thorough introduction to the service’s philosophy and clearly explains the expectations of the student.
Guidelines on the ‘can do’s and can’t do’s’ are explicitly detailed, and the student signs a Student and Volunteer Induction Checklist. Each student or volunteer also receives a copy of the Student/Volunteer Handbook. The Nominated Supervisor, Educational Leader, and Room Leader check in with the student throughout their placement to provide guidance and support.
	
	








	[bookmark: _Toc157767253]Standard 7.2: Effective leadership builds and promotes a positive organisational culture and professional learning community.

	Concept
	Element
	Identified practice/evidence from self-assessment
	Met
	Not Met

	Continuous improvement
	7.2.1
	There is an effective self-assessment and quality improvement process in place.
	We collect and use information from a range of sources as part of our process of self-assessment and planning for quality improvements. Educators take part in inhouse professional development or online webinars to improve their knowledge and practice. We have monthly coordinator meetings where we draw on each other's strengths and experiences to better our practices. We have engaged an external consultant Childcare expert to conduct audits upon the Quality Areas to support continuous improvement. 
	☒	☐
	
	
	
	Educators reflect on the daily curriculum and individual children’s learning, using these reflections to inform and guide the program. They review their practices and the activities planned in the daily schedule through the Keiki Reflection Tool and daily journals. This reflection occurs fortnightly, while weekly reflections on the program and room are completed during program time.

All permanent staff have dedicated weekly programming time within the service, allowing them to work collaboratively to plan, evaluate, and improve the curriculum.
	
	

	
	
	
	Our educational leader provides resources for educators to use to help them to improve their way of thinking when they are reflecting. As a team we have been working on using the Keiki Reflection tool to reflect on practice.
	
	

	
	
	
	The views and suggestions of our educators, children and families are considered and used to inform the development and review of our philosophy, quality improvement planning processes, including self-assessments. Our families and children are invited to give us feedback on each quality area. 
	
	

	Educational leadership
	7.2.2
	The educational leader is supported and leads the development and implementation of the educational program and assessment and planning cycle.
	As a company, there are multiple opportunities to collaborate with other educational leaders through combined training and professional development sessions. The Educational Leader frequently liaises with the Educational Leaders of other Keiki services through our Teams group chat and regular meetings.
	☒	☐
	
	
	
	Our Educational Leader support all educators in promoting children’s learning and development and, when necessary, facilitate discussions with families. The Educational Leader and educators have rostered time together for collaborative programming. They are also available to answer any questions parents may have regarding the program and educational practices at the service.
	
	

	
	
	
	Our educational leader supports and builds all educators’ understandings of how to assess, plan for and evaluate children’s learning, including supporting the development of documentation that is meaningful and relevant. Our educational leader has developed a support document for all educators to use while they are documenting children’s learning instructing them how to incorporate theorists into the evaluation and practices. 
	
	

	
	
	
	Our educators are mentored and supported through professional learning communities, a positive organisational culture, and professional conversations. Educators have opportunities to participate in online professional development as well as face-to-face training throughout the year. Staff meetings provide robust discussions that link new research and updates from relevant guides to our practices.

Professional development opportunities are chosen by educators based on their professional learning needs to ensure best practice for the children. We also run in-house professional development sessions that benefit the organisation as a whole. Keiki, as a company, engages external agencies such as Childcare Experts to facilitate training and provide support tailored to the needs of the service and its educators.
	
	

	Development of professionals
	7.2.3
	Educators, co-ordinators and staff members’ performance is regularly evaluated, and individual plans are in place to support learning and development.
	All staff members and educators receive ongoing feedback about their performance and are supported to improve practice. We carry out regular appraisals at least every 6 months where educators and a centre coordinator talk through strengths of the educator and where we can improve. Educators have an opportunity to list their own strengths, weaknesses and any professional development they would like to take part in. We encourage that educators work in our other out of school services as well to be able to share ideas to improve their practices.  We also complete regular check ins to see if there is any educator that needs any support.  
	☒	☐
	
	
	
	

	
	
	
	All staff members and educator’s self-asses their performance and set individual performance and learning goals. At mini regular catch up meetings educators and the coordinator/educational leader do set small goals for educators to work towards. 
	
	

	
	
	
	The effort, contribution and achievements of all staff and educators are acknowledged and celebrated. 
Contributions and achievements get celebrated in many ways. For example, we have regular morning tea celebrations to acknowledge our efforts and commitment. We celebrate educators' commitment to Keiki with a high tea after 5 years and a dinner after 10 years. Each year we celebrate Educator’s Day. After each vacation care our out of school care team goes out for dinner to celebrate our achievements throughout the holidays. Educators' achievements get acknowledged by inhouse promotions as well. Photos and written evidence of these acknowledgements and celebrations gets shared with our families and community through Xplor and Keiki social media accounts.
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