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Self-assessment and continuous improvement – preschool procedure table

	National Quality Standard Education and Care Services National Law and National Regulations
	Associated department policy, procedure or guideline
	Reference document(s) and/or advice from a recognised authority

	NQS: 7.1 and 7.2

Law Section: Regulations: 55 and 56
	Leading and Operating Department Preschool Guidelines
School excellence procedure [PDF 289 KB]
	ACECQA information sheets:

· Practical ideas to support continuous quality improvement

· Using complaints to support continuous improvement

· Developing and reviewing your Quality Improvement Plan (QIP)

· Reviewing Your Service Philosophy







Responsibilities

	School principal
	The principal as Nominated Supervisor, Educational Leader and Responsible Person holds primary responsibility for the preschool. 
The principal is responsible for ensuring:
· the preschool is compliant with legislative standards related to this procedure at all times
· all staff involved in the preschool are familiar with and implement this procedure
· all procedures are current and reviewed as part of a continuous cycle of self- assessment.
These tasks may be delegated to other members of the preschool team, but the responsibility sits with the principal.

	Preschool supervisor
	The preschool supervisor supports the principal in their role and is responsible for leading the review of this procedure through a process of self-assessment and critical reflection which includes:
· analysing complaints, incidents or issues and what the implications are for the updates to this procedure
· reflecting on how this procedure is informed by relevant recognised authorities
· planning and discussing ways to engage with families and communities, including how changes are communicated
· developing strategies to induct all staff when procedures are updated to ensure practice is embedded.

	Preschool teacher(s) and educator(s)
	Preschool teachers and educators are responsible for working with the preschool leadership team to ensure:
· all staff in the preschool and daily practices comply with this procedure
· this procedure is stored in a way that it is accessible to all staff, families, visitors and volunteers
· they are actively involved in the review of this procedure, as required, or at least annually
· details of this procedure’s review are documented.


Procedure

	Introduction
	Engaging in continuous improvement means regularly making informed changes to operations and practices (big and small), resulting in improved outcomes for children.
· At Birraleegal Goondi Preschool we aim to provide a safe happy and engaging environment where children feel secure, supported and are happy.

· To do this all staff are involved in communicating about the curriculum, planning, review and reflection, recording and shared learning.  This happens in daily discussion, daily review and reflection, weekly staff meetings and monthly meetings with principal and supervisor.

· It also includes daily contact with parents, regular newsletters, surveys and comments and question box to ascertain community expectations and needs.

· The cycle we follow is observing, reflecting and analysing individual children’s information, planning, implement and engage, then assess, evaluate and review.

· This process is shared by all educators who have daily contact with the children. It is on display for all interested parties to view. It is maintained through minutes of meetings, emails and verbal communication and includes support and assistance from executive (supervisor and Principal).



	Philosophy review
	
· The philosophy is a shared document, which all involved educators, children, families, community and AECG, have a commitment to have and be an integral part of. It enables all to have a say in providing quality education and care that is transparent and honest. 

· There is an opportunity for discussion at school staff meetings when timetabled. In preschool, it is reviewed at least yearly, or as new staff arrive.

· At the beginning of each year new families, children and the community are invited to reflect, contribute to and add their own commitment through discussion with staff and by a survey. This is also discussed at orientation of any new child with their family.

· The philosophy is in the preschool handbook given to new families on the first orientation visit. They are encouraged to share their views on their first orientation visit and through parent meetings throughout the year.

	Self-assessment
	The purpose of the self-assessment is to document what the preschool is doing well and potential areas for improvement. It involves individuals and teams thinking critically about how things are done and why they are done as they are.
· Our compliance with regulatory standards is continuously checked at least once a week by the teacher who collaborates with the preschool supervisor. This also includes the QIP, NQS and is shared with preschool staff.
· Educational programs are completed weekly, by the teacher in conjunction with preschool staff. 
· They are aligned with EYLF and consider the philosophy, goals, developmental checklists, observations of the children and daily reflection and reviews. 
· Children, staff and parents are involved in reflection. 
· Children are involved in a yarning circle daily to discuss the day, and parents are kept informed during drop-off and pick-up times.
· This is supported by staff who engage in verbal communication, daily review and reflection, regular weekly staff meetings and discussion. We also share professional readings, development courses that support our reflection.
· There is a documented procedural review schedule to ensure procedures are reviewed and updated at least annually.
· The preschool team, (principal, supervisor, teacher , SLSO) will follow the schedule developed to include aspects of the QIP, and  as needed and to be an agenda item in the monthly meeting.
· All staff are included by involvement in verbal confirmation, daily reflection, staff meetings, PDP, professional shared reading and contribution by involved parties.
· Self-assessment is an embedded part of ongoing practice. This includes daily contact and review by all staff, agenda item in weekly supervisor meeting, fortnightly staff meeting and monthly supervisor/principal meeting.
· Records are kept and acted upon, to ensure feedback, complaints and records of serious incidents are collected, analysed and incorporated into discussions. This includes staff meetings, formal and informal discussion. At all times the supervisor is included for advice and support.
· By keeping up to date with current Departmental Policy and Procedure and Legislation, ACEQUA, Early Learning Statewide Staff Room, P-2 Initiative Officer communications, School Improvement Plan, staff Professional Development Plans(PDP) and other allied health and support agencies, that have the best interest of the child in hand, we are able to access relevant external information, resources and guidance to inform self-assessment discussions.
· Preschool processes are aligned and/or integrated into whole school processes by communication, cooperation and collaboration supported by:
· Same starting and end of day time as the school
· School values and PBL focus
· Inclusion in daily notices
· Language and cultural lessons
· Regular weekly meeting with supervisor,
· Monthly staff meeting with all preschool staff, supervisor and principal
· Staff involvement in school meetings and planning.
· School staff induction 
· School Transition 
· Regular visits to school by preschool children to assembly, library, vegetable garden etc
· WHS
· Improvement goals identified and prioritised by staff reviewing QIP, family, school and community expectations and prioritized by level of impact on learning. 
· P-2 Officer gives continual support, guidance and advice which includes regular visits and professional learning through monthly meetings online



	Documentation of the outcomes of the self- assessment
	The outcomes of the self-assessment must be documented in either the QIP template or Self Assessment and Planning (SAaP) app.

· The electronic copy of the QIP or self-assessment document is accessible via Microsoft office teams/ WalgettCommunityCollege/Preschool/2024/Policy and procedures/QIP for staff to review and edit and regulatory authorities as needed.

· A hard copy is available in the parent information folder at the child sign-in desk.

· Preschool supervisor and teacher are responsible for editing and maintaining the document on the basis of family, staff and regulatory feedback.

· The QIP is a standing item in the weekly preschool meeting to ensure it is clear, actioned and embedded in daily practices.

	Implement, evaluate and review
	It is recommended that any identified changes be trialled for a set period to evaluate if the change has the desired impact and to determine if an improvement has been made.
· Families will be consulted prior to any proposed change is made to identify and limit any possible negative impact on their child's service.

· Changes will be evaluated by review and reflection over a term or as needed.

· Principal, Preschool supervisor, teacher and SLSO involved in evaluation.

· Clerical Admin staff in consultation with teacher/supervisor will update related documentation.

	Procedures – review
	
Procedures support consistent, high-quality practices by all staff.
· The schedule follows the Procedure Review Schedule or as the need arises and is therefore integrated into the continuous cycle.
· Any event that affects the running of the preschool or at the discretion of the principal may trigger a review.
· Preschool supervisor is responsible for keeping the team on track with reviews
· The preschool supervisor, all preschool staff (teacher and SLSO) are involved in the review. This is then relayed to all school staff who are notified at school staff meetings.
· The P-2 Officer can be sought to ensure compliance in any policy or procedural changes.

	Procedures – Families
	· At orientation families are shown the Procedure and Policy Folder and its regular location during orientation.
· It is always accessible for families and community members to read and provide feedback.
· Families are consulted prior to any proposed change is made to identify and limit possible negative impact on their child's service.
· When there is a change to, or new procedure introduced a hardcopy is made available at the children’s sing-in area for parents/carers to read and provide additional feedback.




	Procedures – Storage and accessibility
	
· All changes are presented to the families, community, school and AECG by the principal prior to implementation as needed via hardcopy so feedback can be considered and thoughtful.

· The electronic version of preschool procedures are in Microsoft office teams/ WalgettCommunityCollege/Preschool/2024/Policy and procedures

· The preschool also provides a hardcopy of current procedures at the children’s sign-in area for parent access at any time.










Record of procedure’s review

	Date of review
	23/05/2024

	Who was involved
	Alison Finlayson

	Key changes made and reason why
	Nil changes

	Record of communication of significant changes to relevant stakeholders
	Principal: Alison Finlayson

Staff: Nil changes

Parents: Nil changes required for this procedure.

Please note, parents must be notified at least 14 days prior to a change that may have a significant impact on their service’s provision of education and care or a family’s ability to use the service.



	Date of review
	16/05/2024

	Who was involved
	Alison Finlayson

	Key changes made and reason why
	Nil changes - updated template available from Early Learning

	Record of communication of significant changes to relevant stakeholders
	Principal: Alison Finlayson

Staff: New templates from Early Learning to be implemented during review cycle and minuted in staff meeting 8/02/24.

Parents: Nil changes required for this procedure.

Please note, parents must be notified at least 14 days prior to a change that may have a significant impact on their service’s provision of education and care or a family’s ability to use the service.





Copy and paste the section below to the bottom of the table each time a new review is completed.

	Date of review
	

	Who was involved
	

	Key changes made and reasons why
	

	Record of communication of significant changes to relevant stakeholders
	Principal:

Staff:

Parents:

Please note, parents must be notified at least 14 days prior to a change that may have a significant impact on their service’s provision of education and care or a family’s ability to use the service.
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Our school community is built on safe, respectful, happy learners,
striving for our motto of Courage and Excellence.
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