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Quarterly NQS Self-audit Tool 
Quality Areas: 1-7
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Instructions	

This tool is designed to help you audit your service against National Quality Standards (NQS) 1-7. It is provided in an editable format so you can customise to your own service and add your own policies and procedures as necessary.

It is designed for a third party to conduct the audit with the director and/or educational leader/s, who confirm compliance by checking against affirmative statements such as “I saw…”, “I heard…” and “I checked…”.

The person responsible for auditing is to follow the steps below:

1. The audits
· Complete the audit tool quarterly within the allocated months. 
· Tick Not Applicable when the option is available and relevant (i.e. the evidence is related to babies and no babies attend the service).
· Provide examples of practice under each Quality Area in the Practice Examples table.
· Fix any areas Not Met immediately on the day (wherever possible).
· Document any Not Met actions that aren’t fixed on the day.

2. Monitoring
· Ensure all actions are completed by the next quarterly audit. 
· Document when actions are completed.

3. Exceeding themes
· Four actions:
1. Practice is embedded – having good policies and procedures and working to them the same way all the time.
2. Practice is informed by critical reflection – staff think about what they do, decide how to improve and change to be better.
3. Practice is informed by meaningful engagement with families and/or the community – families/community are spoken with to improve what is being done and feedback is actioned.
4. Be able to prove what you do – coach the staff to show and tell the auditor what they do. Proving it in writing (or photos) that are dated going back 6 months+.  



	Area 1 – Educational Program and Practice

	Standard 1.1 The educational program enhances each child’s learning and development.
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

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

	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.
	I saw well designed displays at the service to explain Being, Belonging and Becoming EYLF and/or MTOP that all parents can see.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw well designed displays at the service to explain the NQF (incl. NQS and national law/regulations) that all parents can see.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw well designed displays at the service to explain the organisation, the service and educator’s philosophies that all parents can see.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw displays, photographs and features at the service that create a sense of connection and belonging to the community that include:
•	location (landscape) where the service is located
•	the community
•	native animals and plants
•	history
•	local industries
•	the people (cultures) 
•	original owners (local Aboriginal people).
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw that the service and room are not cluttered or messy and all displays are thoughtfully presented.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw that rooms are changed to show children’s evolving interests in line with decisions made at the curriculum workshop.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw that the service has an area/s that is a quiet space for children and their families with displays of:
· photographs of children and their families
· children’s portfolios
· samples of children’s work or photographs of children doing activities etc.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw that there are designated areas (inside or outside) for: 
· active play and quiet play/rest
· role playing identities 
· language 
· mathematics 
· music (and performance)
· science 
· technology 
· art/craft 
· emotional wellbeing 
· physical activity
Note: these may be as small as a clearly marked (pictures and words) containers or a more significant designated area based on staff reflections and feedback from families and children.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw and heard children moving freely and confidently throughout the environment making choices and engaging in activities.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw educators communicating with each other and with children about:
· emotions 
· thoughts 
· reflections 
· offering to help 
· offering choices  
· options (incl. how to solve problems) 
· interest 
· excitement
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw and heard children role-playing identities (if age appropriate), using their imaginations, exploring and investigating with educators and on their own.
	☐	☐	☐	☐	☐	☐	☐	☐
	1.1.2
Each child’s current knowledge, strengths, ideas, culture, abilities and interests are the foundation of the program.
	I saw that each child’s portfolio is up to date and beautifully presented to reflect the child’s knowledge, strengths, ideas, culture, abilities and interests. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw that the monthly room program and project plan is displayed and up to date. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked that previous room programs and project plans are filed and easily accessible for the assessor to view. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw educators talking with children, asking open-ended questions and saw children engaging with educators.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw educators giving children constructive feedback.
	☐	☐	☐	☐	☐	☐	☐	☐
	1.1.3
All aspects of the program, including routines, are organised in ways that maximise opportunities for each child’s learning.
	I saw educators working in accordance with a flexible routine (program) displayed in each room. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw and heard educators explain how they use daily activities and routines as learning opportunities and how they reflect and change them at the curriculum workshops.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked the educational leaders <Educational Leaders Quality Support Schedule> (document) is up to date and completed properly showing that they have met the duties and tasks required. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I heard educators explain how they review transitions and routines to ensure they are well structured, clear, meaningful and a learning opportunity (e.g., at the curriculum workshop). 
	☐	☐	☐	☐	☐	☐	☐	☐




	Area 1 – Educational Program and Practice

	Standard 1.2 Educators facilitate and extend each child’s learning and development.
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

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

	1.2.1
Educators are deliberate, purposeful, and thoughtful in their decisions and actions.
	I heard educators explain what intentional teaching is and how it is documented.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I heard educators explain how and why they have set-up the environment and how it relates to children’s interests.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I heard educators explain when they use intentional teaching and what informs their decisions.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I heard educators explain how they decide (and document) that children are meeting the EYLF/MTOP Learning Outcomes and the development milestones.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I heard the educators explain how they use intentional teaching to teach. 
(For example, they could explain how they teach social skills like how to greet peers, how to take turns, how to wait for something they want, how to demonstrate care and sympathy).
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw educators focussing on children’s strengths and appropriately challenging them to develop further by asking questions or making an activity more challenging. 
	☐	☐	☐	☐	☐	☐	☐	☐
	1.2.2
Educators respond to children’s ideas and play and extend children’s learning through open-ended questions, interactions and feedback.
	I saw and heard educators interacting with children: 
· responding to children’s ideas and play
· asking open ended questions
· extending children’s learning
· providing feedback.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked that the room educators collect information about each child’s interests to build the program demonstrated by each child having the following (up to date) documents in their portfolios:
· Information from the family about their child
· Childrens Learning Programs
· Evidence of child’s development

Portfolios are thoughtfully designed to show each child’s interests, family (i.e., using scrapbooking).
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked that the service changes (or adapts) the curriculum in response to each child’s changing needs which is clearly documented in each of the Childrens Learning Programs.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw that the service has information displayed about feedback and how families can contribute through a range of feedback mechanisms including:
•	The Child’s Learning Program 
•	Mailbox and postcards 
•	Websites
•	Email and telephone
•	Communication books
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked that the Feedback Log is up to date, feedback is actioned, and customer satisfaction is documented.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked that educators can explain what scaffolding children’s learning means and saw them interacting with children offering encouragement, instruction, demonstration and questioning.
	☐	☐	☐	☐	☐	☐	☐	☐
	1.2.3
Each child’s agency is promoted, enabling them to make choices and decisions that influence events and their world.
	I saw educators offering children choices regularly at mealtimes, sleep/rest times, routines, activities and adjusting behaviour. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I heard educators asking children for their opinions and ideas throughout the day.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw and heard educators implementing children’s ideas during the day. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked educators can explain how learning is directed by each child and can refer to how we document children’s voices in Child’s Learning Program, when developing the Room Program and Projects.
	☐	☐	☐	☐	☐	☐	☐	☐


	Area 1 – Educational Program and Practice

	Standard 1.3 Educators and co-ordinators take a planned and reflective approach to implementing the program for each child.
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

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

	1.3.1
Each child’s learning is assessed as part of a cycle of observation, analysing, documentation, planning, implementation and reflection.
	I saw that the director, educational leader and all educators can explain and show how we use the Childs Learning Program, the Room Program and the Project Plan to: 
· Gather information
· Assess and evaluate learning
· Plan the program
· Implement the plan
· Reflect on practice  

(The cycle of planning)
	☐	☐	☐	☐	☐	☐	☐	☐
	1.3.2
Critical reflection on children’s learning and development, both as individuals and in groups, drives program planning and implementation.
	I checked that individual educators can explain and show written reflections in:
· Their personal reflection journal
· Each Childs Learning Program
· Room Program and Project Plan
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked that the educational leader can explain and show evidence of their own written reflections.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked that the educational leader and director can explain how the service and room reflections lead to changes in the program becoming actions in the QIP.
	☐	☐	☐	☐	☐	☐	☐	☐
	1.3.3
Families are informed about the program and their child’s progress.
	I saw that the current Room Program and Project Plan are on display in each room and previous Room Programs and Project Plans are filed by date and easily available for the assessor/auditor to see.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked that the educational leader and/or the director are evidencing information about children’s learning and making available to families.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw educators talking to parents about Childs Learning Program. Parents are meeting with educators to: 
· discuss their child’s progress.
· provide feedback which is logged.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw that there is a changeable display/s at the service with: 
· photographs of all staff
· their role (educator, director etc.)
· which room they are in
· when they are on leave (and who replaces them).
	☐	☐	☐	☐	☐	☐	☐	☐




	Element
	Identified practice/evidence from self-assessment
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

	
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met

	Exceeding Theme:
Practice is embedded in service operations
	I saw educators meeting their responsibilities including:
· Supervision of children particularly at high-risk times
· Ensuring when not in the room that another educator has been assigned to the relevant role.
· Building bonds 
· Engaging with the parents of their assigned children
· Advocating for, and ensuring all staff are aware and attending to children’s individual needs.
	☐	☐	☐	☐	☐	☐	☐	☐
	Exceeding Theme:
Practice is embedded in service operations
	I checked that the educational leader, educator and director know where to access the training content, work samples and documents and are using them.
	☐	☐	☐	☐	☐	☐	☐	☐
	Exceeding Theme:
Practice is embedded in service operations
	I checked that the educational leader and the director can explain the service’s approach to NQS 1 Program and Practice
	☐	☐	☐	☐	☐	☐	☐	☐
	Exceeding Theme:
Practice is informed by critical reflection.
	I checked that staff can explain how and show examples of how critical reflection is used to improve the program and practice. There is documentation that provides evidence of this:
· in a personal reflection journal
· in each child’s Children’s Learning Program
· with the educational leader during monthly one-on-one sessions
· at the curriculum workshop
· in developing room programs and projects
	☐	☐	☐	☐	☐	☐	☐	☐
	Exceeding Theme:
Practice is informed by critical reflection.
	I checked that the educational leader can explain how and show examples of how critical reflection is used to improve the environment.
	☐	☐	☐	☐	☐	☐	☐	☐
	Exceeding Theme:
Practice is informed by critical reflection.
	I checked that the director and educational leader meet monthly to critically reflect on how to improve program and practice.
	☐	☐	☐	☐	☐	☐	☐	☐
	Exceeding Theme:
Practice is informed by critical reflection.
	I checked that the director and educational leader decide what is important to include on the services Quality Improvements Plan (QIP) and update the QIP monthly.
	☐	☐	☐	☐	☐	☐	☐	☐
	Exceeding Theme:
Practice is shaped by meaningful engagement with families and/or the community.
	I saw that the service maintains an up-to-date feedback log with a section for NQS 1 where all related feedback is documented reflected upon and the family, child or community informed of the outcome. The director, educational leader and the regional manager review the log at least monthly, and feedback is incorporated into decision making at the monthly curriculum development meeting.
	☐	☐	☐	☐	☐	☐	☐	☐
	Exceeding Theme:
Practice is shaped by meaningful engagement with families and/or the community.
	I checked that an annual survey is sent to families to provide feedback and that the feedback is documented and changes practice.
	☐	☐	☐	☐	☐	☐	☐	☐
	Exceeding Theme:
Practice is shaped by meaningful engagement with families and/or the community.
	I saw that the service has an up-to-date log of planned and scheduled meaningful engagement from the service with families and/or community in relation to the program and practice that includes information provided or requested, channels, responses and outcomes.
	☐	☐	☐	☐	☐	☐	☐	☐




	Area 2 - Children’s health and safety

	Standard 2.1 Children’s health and safety 
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

	[bookmark: _Hlk107574187]Element
	Identified practice/evidence from 
self-assessment
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met

	2.1.1
Each child’s wellbeing and comfort is provided for, including appropriate opportunities to meet each child need for sleep, rest and relaxation.
	I saw and heard staff responding to each child’s non-verbal and verbal cues for comfort, sleep, rest and relaxation - or - I spoke to each educator who could explain each child’s preferences.
☐ Not Applicable  
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw and heard staff guiding children’s behaviour positively and there is no indication of inappropriate discipline.

	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw spaces in each room that were set-up for children to rest, sleep and relax. 

This included a separate place for babies to sleep in cots.
☐ Not Applicable  

	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw a place for mothers to breastfeed comfortably.  
☐ Not Applicable  
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw staff putting babies to sleep in cots on their backs with their head and face uncovered. Staff checked on them every 10 minutes. 
I also saw staff following safe sleep practices in accordance with [Sleep and Rest Policy].
☐ Not Applicable  
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked that: 
· cots met Australian Standards (and I was shown records that confirmed this); and
· cots and bedding were clean and in good repair.
☐ Not Applicable  
	☒	☐	☐	☐	☐	☐	☐	☐
	
	I saw and heard staff changing children’s nappies, making eye contact, talking about what they were doing and smiling. 
☐ Not Applicable  
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw and heard staff positively teaching children to use the toilet including when children made a mess or mistake.
☐ Not Applicable  
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw and heard staff listening and responding to families’ comments about the day-to-day events in their child’s life.

	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw and heard children making decisions as to whether they wanted to eat or not and/or I asked staff, and they were able to tell me that children:
· have a right not to eat if they aren’t hungry.
· are given other things to do; and
· were offered meals/food at flexible times when not hungry at mealtimes.

	☐	☐	☐	☐	☐	☐	☐	☐
	2.1.2
Effective illness and injury management and hygiene practices are promoted and implemented.
	I checked the medical and first aid supplies:
· non had expired.
· expiry dates are displayed near or in the medical kit; and
· an up-to-date record of checks is kept near or in the medical kit.

	☐	☐	☐	☐	☐	☐	☐	☐
	
	I asked to see the file set-up for invoices for completed pest and vermin inspections and it was up to date. 

	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw children putting sunscreen and hats on before they went outside with staff help (for baby’s staff applied sunscreen/hats).

	☐	☐	☐	☐	☐	☐	☐	☐
	
	I asked the director and staff what they did when children were unwell. Their practise met our [Exclusion Policy]. 

	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw staff wash babies’ toys in soapy water and leave them out to dry overnight. 
☐ Not Applicable  
	☐	☐	☐	☐	☐	☐	☐	☐
	
	The director and staff were able to tell me which children had medical management plans. I checked those children’s files and found correctly completed forms, in date and signed to include (as applicable):
· [Inclusion Plan]
· [Asthma Management Plan]
· [Anaphylaxis Management Plan]
· [Allergy Management Plan]
· (Diabetes Management Plan)
· (Epilepsy Management Plan)
· [Record of Medication and Authority to Give Medication Form]
	☐	☐	☐	☐	☐	☐	☐	☐
	
	If there were any children with medical conditions I: 
· saw there was a public notice at the entry of the service advising there were children with allergies or medical conditions.
· I checked that there was a picture of each child (with allergies/medical conditions) displayed in a place known by all staff with information about that child’s condition (i.e. staff room, kitchen or office);
· saw two staff administer medication with both checking the dosage. 
☐ Not Applicable  
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I heard staff talking to children about health and hygiene when doing related activities. I asked staff to show me documentations (i.e. room programs etc.) about healthy eating, cleaning ears and teeth and washing hands and they were able to do so. 

	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw nappy changing and toileting procedures displayed in the toilet and nappy changing area and staff practising the correct procedure.
☐ Not Applicable  
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw the correct hand washing procedures displayed in bathrooms, nappy changing areas, and food preparation areas. I saw staff following these procedures. This included staff wearing gloves when preparing meals, changing nappies, toileting and blowing children’s noses.

	☐	☐	☐	☐	☐	☐	☐	☐
	2.1.3
Healthy eating and physical activity are promoted and appropriate for each child.
	· I could see a current healthy menu displayed at the service. 
· I checked the file where previous menus where kept. There were six months of weekly menus on file. 
· I reviewed the last three months of menus and initialled and dated them. 
· I could also see if there had been a change to the menu at any time.

	☐	☐	☐	☐	☐	☐	☐	☐
	
	I spoke to the cook, safety food supervisor and the director or staff, and they could tell me: 
· the food the children like or dislike.
· how they incl. children (since the last audit) in deciding the menu.
· how and what culturally specific foods was in the menu; and
· how they plan and manage for any allergies. 

	☐	☐	☐	☐	☐	☐	☐	☐
	
	· I spoke with the room leader and staff in each room, and they could show me examples of planned physical activities in room programs, individual children’s learning programs.
· I also saw children involved in physical activities during the day with educators engaging with them (i.e. helping children ride bikes etc.).

	☐	☐	☐	☐	☐	☐	☐	☐
	
	I see that fruit and water is available (and in reach) of children all day and children are regularly reminded to drink water.  

	☐	☐	☐	☐	☐	☐	☐	☐
	
	I see children and staff sitting together during mealtimes and talking about healthy foods and their likes and dislikes.
I also see children using or being encouraged to use utensils. Food is cut up into small pieces (when appropriate) so they can practice self-serving (including using tongs and serving spoons). 
  
	☐	☐	☐	☐	☐	☐	☐	☐




	Standard 2.2: Each child is protected
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

	[bookmark: _Hlk107574517]Element
	Identified practice/evidence from 
self-assessment
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met

	2.2.1
At all times, reasonable precautions and adequate supervision ensure children are protected from harm and hazard
	I checked that all medicines are stored in accordance with directions and out of reach of children.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked that there was a supervision plan in each room and that staff in the room were working within it. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked that all room leaders completed a morning huddle/communication and ensured all educators understood the daily supervision plan for the room.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked that the indoor and outdoor areas were setup for clear visibility to ensure effective supervision.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw the staff use the [Transition Program] in each room. 
☐ Not Applicable  
	☐	☐	☐	☐	☐	☐	☐	☐
	
	The director checks in with staff daily to ensure their supervision plan is in place for each room.
	☐	☐	☐	☐	☐	☐	☐	☐
	2.2.2
Plans to effectively manage incidents and emergencies are developed in consultation with relevant authorities, practised and implemented.
	· I checked the last 3 months of the [Record of Emergency Drills & Evacuations Form], and they were completed and evaluated. 
· There were at least 6 months of them on file.
· I checked there had been emergency drills and evacuations since the last audit of the service and
· [bookmark: _Hlk145585795]I checked the monthly schedule is followed (Evacuation, lockdown, and emergency as per service RMP is conducted each quarter)
· I checked an evacuation diagram and procedures are displayed at each access.   
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked there is a portable record of children’s emergency contacts. The record of emergency contacts is up- to-date, accurate and complete.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked the office and each room and there were:
· emergency numbers on display next to main telephone; and
contact numbers for information related to health and safety matters.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked that staff have access to an operating telephone.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked the fire extinguishers and they had been tagged showing up-to-date maintenance. I asked staff and they all said they knew how to use it.  
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I had the director give me a tour of the service and explain how:
· chemicals and other potentially hazardous items are stored;
· they ensure nothing is propped up against fences that children could climb on or over; and 
they ensure that doors are never propped open.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I could easily see emergency procedures and equipment positioned prominently throughout the service.	
	☐	☐	☐	☐	☐	☐	☐	☐


	

	Element
	Identified practice/evidence from self-assessment
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

	
	
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met

	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.
	I checked the staff files (in a lockable cabinet) and could see that all staff:
· had completed Protective Behaviours and Mandatory Reporting training within the last six months;
· had a signed [Staff Induction Checklist];
· up to date first aid qualifications;
· clearances for working with children;
· job descriptions;
· evidence of responsible person training (as required); 
· up to date qualifications (or evidence of working towards);
· [Performance Appraisal and Professional Development];
· [Probationary Review Form];
· and
· [Record of Staff Training ].
	☐	☐	☐	☐	☐	☐	☐	☐
	Exceeding theme:
Practice is embedded in service operations
	I have checked the [Record of Staff Training] and all staff have a completed record including updated refresher sessions. 
	☐	☐	☐	☐	☐	☐	☐	☐
	Exceeding theme:
Practice is embedded in service operations
	I checked the Transition Program was consistently being delivered.
☐  Not Applicable
	☐	☐	☐	☐	☐	☐	☐	☐
	Exceeding theme:
Practice is embedded in service operations
	I spoke to the director and staff, and they could explain the transitions program. 
☐  Not Applicable
	☐	☐	☐	☐	☐	☐	☐	☐
	Exceeding theme:
Practice is informed by critical reflection
	The director and I have set-up a file which contains copies of planned quarterly documented reflections on children’s health and safety. Identified areas for improvement were logged and actioned on time. 
	☐	☐	☐	☐	☐	☐	☐	☐
	Exceeding theme: 
Practice is informed by meaningful engagement with families and/or the community
	The director and I sent a survey to families about the effectiveness of the transition program and asked for feedback about how it could be improved. Feedback was logged and actioned. 
	☐	☐	☐	☐	☐	☐	☐	☐



	Area 3 – Physical environment

	Standard 3.1: The design and location of the premises is appropriate for the operation of a service.
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

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

	3.1.1
Outdoor and indoor spaces, buildings, fixtures and fittings are suitable for their purpose, including supporting the access of every child.
	I checked both indoors and outdoors and found that equipment, resources, and furnishings were age appropriate in each area. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked that fences and gates were secure.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked there were shaded areas outside where children played.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked that the facilities:
· were well ventilated (incl. for sleeping and resting);
· had natural light;
· everything is at an age-appropriate height; 
· have clean and comfortable nappy changing areas and toilets; and
· windows are clean and clutter free.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw that highchairs were only used for children who could not safely sit up on their own at mealtimes and were positioned so that children were included with other children while they ate food.
☐ Not Applicable  
	☐	☐	☐	☐	☐	☐	☐	☐
	
	· I asked the director and room leader when cots, playpens and strollers were used. 
· I was advised that cots were only used when babies slept. 
· If used I sighted documentation showing consultation with parents (in the child’s file) stating times based on the child feeling more secure.
☐ Not Applicable  
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw that there is private, well maintained, comfortable places for:
· staff to meet with parents and other staff;
· staff to do administration and planning; and 
· staff to have a break.
I also saw that staff had access to working technology and other resources that they need to do their job. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I looked at the laundry and kitchen. They were fit for purpose, clean and organised.
	☐	☐	☐	☐	☐	☐	☐	☐
	3.1.2
Premises, furniture and equipment are safe, clean and well maintained.
	I checked each exit, and they were clear of any obstructions. The evacuation route was displayed near the exit. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked that both the indoor and outdoor areas were set-up to ensure clear line of sight (enabling supervision).
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked that the facilities were clean and well maintained.
Each room had [Room Cleaning Checklist] that was being completed daily and filed. I initialled and dated them.  
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked the equipment and rooms and there was nothing broken, dangerous or unsightly. I removed those items immediately. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I looked in each room and saw that the children’s work, toys and activities are displayed neatly. There was no clutter on shelves and noticeboards.
	☐	☐	☐	☐	☐	☐	☐	☐
	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.
	I checked if the facilities could accommodate children with additional needs to include:
· wheelchair access; and
· clutter free with space to move freely and easily.
I asked if there were any children with additional needs and to sight their [Inclusion Plan] (which I read and initialled).

I checked that there were no trip hazards or obstructions at the service.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked the outside and inside areas, and they reflected the natural environment, community, and local cultures. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw that the environment supported children being able to do things themselves and not rely on staff to help them (i.e. everything they needed were at their height and easy to access).
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw posters, pictures, displays and decorations (knick- knacks) used to enhance the physical environment reflecting:		
· the lives of children and families.
· cultural diversity within the community; and
the local natural environment.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked each environment (indoor and outdoor) and found that children had access to a range of natural, man-made and child-made toys and resources. There were also normal day-to-day objects (like pots and pans, computers, telephones etc) that had been made child friendly. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I also saw that there were specific and well organised spaces (and resources) for art and craft, numbers and letters, music, stem, reading, culture, technology, quiet play, and active play.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw that children had access to technology, books, and movies to learn about the wider environment.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw and heard children being asked what they would like to play with and staff joining in the play. 
	☐	☐	☐	☐	☐	☐	☐	☐
	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.
	I checked and asked the staff if there were enough toys and equipment. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked the climbing structures were maintained, safe and age appropriate. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I could see that the service was providing sensory experiences for children that included smells, sounds, touch, and hearing during my visit. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw that the type of equipment and resources available could be used in lots of different ways and children were finding different ways to use them. 
	☐	☐	☐	☐	☐	☐	☐	☐




	Element
	Identified practice/evidence from self-assessment
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

	
	
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met

	3.2.3
The service cares for the environment and supports children to become environmentally responsible.
	I checked the environmental responsibility plan and updated it with the director. I initialled and dated it.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	The staff in each room showed and explained to me the program they were delivering to assist children’s understanding of being environmentally responsible (there was documentation in the room programs, floor books or individual children’s learning programs). 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw that the service and/or each room had a project that the children were engaged in related to environmental responsibility. Projects might include:
· growing some of their own food (vegetable garden/worm farm);
· recycling or re-using;
· adopting and caring for a community area;
· planting native plants; or
· waste watcher projects.
I discussed with staff how they chose the project and could see children and families had input. The project was documented.
	☐	☐	☐	☐	☐	☐	☐	☐
	Exceeding theme:
Practice is embedded in service operations
	I saw and spoke to staff about the service’s shared long-term ongoing project about the environment (i.e. editable native garden, or vegetable garden, making toys from recycled items, adopting a public area).
	☐	☐	☐	☐	☐	☐	☐	☐
	Exceeding theme:
Practice is embedded in service operations
	I saw a [Room Program (Project)] set up for the project and a storyboard or book documenting (incl. Photos) the project with ongoing and recent updates.
	☐	☐	☐	☐	☐	☐	☐	☐
	Exceeding theme:
Practice is informed by critical reflection
	I saw dated monthly written reflections on the project, that staff contributed to. 
	☐	☐	☐	☐	☐	☐	☐	☐


	Element
	Identified practice/evidence from self-assessment
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

	
	
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met

	Exceeding theme:
Practice is informed by critical reflection
	I checked that actions from the reflection were documented. Changes/improvements were met on time.
	☐	☐	☐	☐	☐	☐	☐	☐
	Exceeding theme: 
Practice is informed by meaningful engagement with families and/or the community
	I checked that there were regular communications about the project incl. asking for feedback and assistance from families/community:
· feedback was logged;
· feedback was actioned on time; and
· the story included in the overall documentation.
	☐	☐	☐	☐	☐	☐	☐	☐



	Area 4 – Staffing arrangements

	Standard 4.1: Staffing arrangements enhance children’s learning and development.
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

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

	4.1.1
The organisation of educators across the service supports children's learning and development.
	I checked that the weekly staff roster is completed and identifies:					
· staff with up to date first aid qualifications are always present;
· staff to child ratio throughout the day are met, including at minimum 50% qualified staff;
· meal breaks and programming times; 	
· the responsible person at all times of the day;
· who is replacing any absent staff; and
· the required number of ECT for the size of the service (if no waiver in place).
I also checked the audit file where past staff rosters were kept and there were six months on file. 
	☐	☐	☒	☐	☐	☐	☐	☐
	
	I asked the director if the service had enough responsible persons to avoid overtime.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	While I was at the service child:staff ratios were maintained (including mealtimes and times off the floor). I spoke to the director, and he/she could explain how they were managing child:staff ratios so that it: 
· didn’t impact on other parts of their job;
· ensured they were always in ratio; and
· ensured adequate supervision of children. 


	☐	☐	☐	☐	☐	☐	☐	☐
	
Element
	Identified practice/evidence from self-assessment
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

	
	
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met

	
	I checked previous rosters which were filed together in a file ready to show an auditor. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw that educators ensured children are adequately supervised, engaged in activities and cared for while rooms are set up or packed away, or while cleaning duties are taking place.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw children being actively involved in setting up and packing away their environment (depending on the age of the child). I also saw that if children choose not to be involved there are other activities for them to do. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I asked the director how they introduced new staff to families, and she/he could show me that it was sent via email and/or newsletters. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw staff talking with parents in a way that showed they knew them well including knowing their names and the names of their children. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I ask the director how the service did everything they could to ensure continuity of staff and he/she had an approach/plan in place to do so. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I asked the director how they introduced casual staff and was told that:
· they were introduced to children; 
· other staff; and
· families.
I asked if there were any casual staff on the day and checked with them if they had been introduced.  
	☐	☐	☐	☐	☐	☐	☐	☐


	Standard 4.2: Management, educators and staff are collaborative, respectful and ethical.
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

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

	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.
	I saw staff supporting each other with activities and routines throughout the day.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked and could see there was no negative feedback or complaints by staff towards other staff at the service. OR 
There was negative feedback but when I spoke to the staff concerned, they advised the matter had been resolved. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw staff working collaboratively:
· talking to each other and sharing information about the children during the day;
· sharing tasks; and
· promptly acting to help each other. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I spoke with the director about how staff (including casual staff) are inducted, and I was advised they were given at least one day not in ratio to be inducted. This included some time to:
· do the induction and save a copy ;
· read the staff handbook;
· observe the room; and
· site orientation.
	☐	☐	☐	☐	☐	☐	☐	☐



	Element
	Identified practice/evidence from self-assessment
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

	
	
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met

	4.2.2
Professional standards guide practice, interactions and relationships.
	I saw that the following documents were visible (on display) at the services:
· the code of conduct; (if applicable)
· the organisation and service philosophy statement; 
· NQS, National Regulations, Guide to the NQS;
· guide to EYLF and/or Framework for School Aged Children;
· policy manual; and
· staff manual.
	☐	☐	☐	☐	☐	☐	☐	☐
	Exceeding theme:
Practice is embedded in service operations
	I checked the record of staff training which identified staff strengths
	☐	☐	☐	☐ 
	☐	☐	☐	☐
	Exceeding theme:
Practice is informed by critical reflection
	I checked the director facilitates an annual critical reflection with staff on: 
· staff strengths in terms of skills and knowledge;
· the training they need over the next 12 months;
· reviewing the feedback from families about staff training;
· identifying mentors to support other staff with specific skills; and
· updating the training plan (actions are completed on time).
	☐	☐	☐	☐	☐	☐	☐	☐



	Element
	Identified practice/evidence from self-assessment
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

	
	
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met

	Exceeding theme: 
Practice is informed by meaningful engagement with families and/or the community
	I checked the director developed a simple annual survey about the areas that families would like to see staff having more training in. The survey was sent out to families. Feedback was logged and actioned on time. 
	☐	☐	☐	☐	☐	☐	☐	☐









	Area 5: Relationships with children

	Standard 5.1: Respectful and equitable relationships are maintained with each child
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

	Element
	Evidence of practice from self-assessment
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met

	5.1.1
Responsive and meaningful interactions build trusting relationships which engage and support each child to feel secure, confident and included.
	 I checked the children’s portfolios for children aged 0-2 years and they included documenting non-verbal cues.
☐ Not Applicable  
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I watched staff and children interacting and saw that staff:
· greet children on arrival and know how to make them feel secure when their parent leaves;
· being relaxed and unhurried at mealtimes and sitting and talking with children; and
· were playing with children, talking with them, and showing interest in what children are doing.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw children ask for assistance (and/or comfort) and staff respond appropriately.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I heard staff speaking positively with each child, focussing on their strengths, and encouraging them with whatever they are doing.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw staff making eye contact with children and getting down on their level. 
	☐	☐	☐	☐	☐	☐	☐	☐
	5.1.2
The dignity and rights of every child are maintained.
	I saw and heard staff offering children choices and respecting their decisions.  
	☐	☐	☐	☐	☐	☐	☐	☐




	Element
	Evidence of practice from self-assessment
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

	
	
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met

	
	I saw and heard staff including children with additional needs (if relevant) by:
· giving them opportunities to participate at their level in activities; and
· ensuring the environment is set-up to support their participation. 
	☐	☐	☒	☐	☐	☐	☒	☐
	
	I saw and heard staff respecting children’s privacy when they needed to go to the toilet or change their clothes. 
I also saw and heard staff talking to children about their right for privacy. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw and heard staff talking to babies and toddlers about what they were doing and making eye contact and smiling (especially at mealtimes and nappy changing times).   
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw staff: 
· comforting children when they were upset;
· administering first aid (when required);
· acknowledging and normalising children’s feelings;
· talking to children about what they were feeling;
· helping children to recognise and name how they were feeling; and
· helping children to manage their emotions in a helpful and healthy way. 
	☐	☐	☐	☐	☐	☐	☐	☐



	Standard 5.2: Each child is supported to build and maintain sensitive and responsive relationships.
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

	Element
	Evidence of practice from self-assessment
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met

	5.2.1
Children are supported to collaborate, learn from and help each other.
	I saw and heard:
· children helping each other (when age appropriate);
· staff inviting children to help each other and the staff;
· staff acknowledging and complimenting children when they helped.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I heard staff talking to children about helping each other including brainstorming different ways to help others. 
	☐	☐	☐	☐	☐	☐	☐	☐
	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.
	I saw staff comforting children and gradually refocussing their attention on something the child was interested in. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I heard a staff member asking an emotional child (or children) about how they were feeling and did they need help (like a cuddle). 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I spoke to staff about the activities they have done (or are doing) that:
· help children understand their emotions;
· express their emotions; and
· regulate their emotions. 
Staff were able to show me documentation.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I heard and saw staff guiding children’s interactions with each other to resolve conflicts.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I heard and saw staff communicating with children and each other openly and positively.


	☐	☐	☐	☐	☐	☐	☐	☐
	Element
	Evidence of practice from self-assessment
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

	
	
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met

	Exceeding theme:
Practice is embedded in service operations
	I spoke with staff, and they could talk about the children; their strengths, likes, interests etc. 
	☐	☐	☐	☐	☐	☐	☐	☐
	Exceeding theme:
Practice is informed by critical reflection
	I have checked the director has set-up a file which contains copies of planned quarterly documented reflections on the children’s health and safety. Identified areas for improvement were logged and actioned on time.
	☐	☐	☐	☐	☐	☐	☐	☐
	Exceeding theme: 
Practice is informed by meaningful engagement with families and/or the community
	I have checked the director has sent a survey to families and asked for feedback about how children’s health and safety could be improved. Feedback was logged and actioned.
	☐	☐	☐	☐	☐	☐	☐	☐



	
Area 6 – Collaborative partnerships with families and communities

	Standard 6.1: Respectful relationships with families are developed and maintained and families are supported in their parenting role. 
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

	[bookmark: _Hlk107575490]Element
	Identified practice/evidence from 
self-assessment
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met

	6.1.1
Families are supported from enrolment to be involved in the service and contribute to service decisions.
	We can demonstrate and discuss the enrolment and orientation process.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked that each family had a completed [Family Orientation Checklist] in their child’s file. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked the curriculum documentation and could see that families were engaging and contributing to service decisions.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	We have organised six-monthly online meetings with families to get their feedback about the service.
	☐	☐	☐	☐	☐	☐	☐	☐



	Element
	Identified practice/evidence from self-assessment
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

	
	
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met

	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.
	I had the educational leader show me a random sample of children’s portfolios and they all had completed up-to-date documentation. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw that the feedback mechanisms available at the service were clearly visible and included:
· newsletters displayed;
· a poster advising where families could find us and provide feedback on:
· Facebook;
· Service email address;
· our website;
· Portfolios (in children’s rooms).
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw pictures of families and the culture of those families represented at the service. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked the director was able to demonstrate and discuss documented evidence of how families contribute to decision making at the service.
	☐	☐	☐	☐	☐	☐	☐	☐



	Standard 6.2: Collaborative partnerships: Collaborative partnerships enhance children’s inclusion, learning and wellbeing. 
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

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

	6.2.1
Continuity of learning and transitions for each child are supported by sharing information and clarifying responsibilities.
	I asked which children had transitioned since the last audit and checked their files to ensure there was a completed Transition Plan.
☐  Not Applicable
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I spoke with the director, educational leader and/or the room leader who was able to tell me about how the children were supported to transition and how the families were included. 
☐  Not Applicable
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw staff consistently implementing the flexible transition program for day-today activities. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I spoke to the director and/or educational leader about how the service supported children transitioning to school.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I have asked the director if any children have gone on excursions since the last audit and then checked those children’s files for completed [Excursion Consent Form].  I have initialled and dated the forms I reviewed.
☐  Not Applicable
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I have also checked the [Risk Assessment, Plan and Evaluation], for any excursions that have occurred since the last audit. I have initialled and dated the forms I reviewed.
☐  Not Applicable
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I spoke with the director (or person who organised the excursion) and they could tell me how children contributed to planning the excursion including showing me documentation about the excursion.
☐  Not Applicable
	☐	☐	☐	☐	☐	☐	☐	☐



	Element
	Identified practice/evidence from self-assessment
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

	
	
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met

	6.2.2
Effective partnerships support children's access, inclusion and participation in the program.
	I spoke with the director and/or the educational leader who identified if any children were accessing the inclusion support program.

I asked to see those children’s files and could see that the service was working with other agencies to support access and inclusion of children. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I looked at the service’s information flyer and it:
· was written in the most common community language/s; and
· provided the contact number of an interpreter service. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I spoke with the director about their [Community Partnerships Plan] and how it demonstrated that the service had partnerships that supported the inclusion and participation of children. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I asked the room leaders if they could show me in their curriculum documentation (room programs, child’s learning stories, floor books etc.) how partnerships with families and/or the community has supported the program. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw that there were books and resources that depicted different cultures, family types and abilities readily available.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	By walking around the service I could see:
· the name of the local Aboriginal people;
· some of their words used for everyday things;
· artwork and/or photographs; and
· a story about the history of local Aboriginal people. 
	☐	☐	☐	☐	☐	☐	☐	☐
	[bookmark: Check93][bookmark: Check92]Element
	Identified practice/evidence from self-assessment
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

	
	
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met

	6.2.3
The service builds relationships and engages with its community.
	I saw a sign that clearly shows where the service is located from the street. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I asked the director about how the service engages with the community and she/he could tell me and show me documentation about this. 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I viewed a calendar of local events, both cultural and community based and spoke to the director about how the service was a part of these events and celebrations.
I sighted documentation showing how the service engaged with these events (i.e. program, projects etc.) 
	☐	☐	☐	☐	☐	☐	☐	☐
	Exceeding theme:
Practice is embedded in service operations
	I discussed with the director and educational leader a program for children transitioning to school. We developed a plan with actions and I check quarterly that actions have been completed. 
	☐	☐	☐	☐	☐	☐	☐	☐
	Exceeding theme:
Practice is informed by critical reflection
	I assisted the director in facilitating a six-monthly critical reflection on the transition to school plan/program with staff with actions. I check quarterly that actions are being completed.

	☐	☐	☐	☐	☐	☐	☐	☐
	Exceeding theme: 
Practice is informed by meaningful engagement with families and/or the community
	I checked the director or educational leader are sending out a simple survey about feedback about the transition to school program. Feedback was logged. I monitored that all feedback had been actioned. 
	☐	☐	☐	☐	☐	☐	☐	☐



	Area 7 - Governance and leadership

	Standard 7.1: Governance supports the operation of a quality service.
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

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

	7.1.1
A statement of philosophy guides all aspects of the service’s operations.
	I saw the following organisational documents on display and clearly visible on entering the service to incl. the:
· service’s statement of philosophy; 
· organisation’s statement of philosophy;
· code of conduct; and
· ‘Apology to Australia’s Indigenous Peoples’
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I spoke with the staff, and they were:
· knowledgeable about the guiding documents (as above); and
· could explain how they used these beliefs in their day-to-day practise.   













	☐	☐	☐	☐	☐	☐	☐	☐



	Element
	Identified practice/evidence from self-assessment
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

	
	
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met

	7.1.2-7.2.1-6.1.1-6.1.3-6.2.1-4.1.1-4.1.2-3.1.1-3.1.2-2.1.2-2.2.1-2.2.2-2.2.3
Systems are in place to manage risk and enable the effective management and operation of a quality service.
	I saw a comfortable area set aside for parents/visitors where immediately visible were pamphlets, posters and/or information about:
· local and universal services and supports to families including children and families at risk of abuse, violence or neglect;
· mandatory reporting and protective behaviours;
· parenting and information about breastfeeding; 
· up-to-date enrolment packs;
· about the service;
· newsletters;
· a list of local services to support families;
· parent handbook;
· workplace health and safety handbook; and
· policy manual.  
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I saw a separate professional display to include: 
· the approved provider certificate;
· the assessment and rating notice;
· the nominated supervisor’s name and contact details;
· Educational Leader;
· opening and closing times;
· Fee schedule; 
· service telephone number; 
· the approved provider contact details including email for feedback and complaints; and
· any waivers/exemptions in place.
	☐	☐	☐	☐	☐	☐	☐	☐


	Element
	Identified practice/evidence from self-assessment
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

	
	
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met

	
	I saw a separate display to include: 
· pictures of all staff with their names, position, and personal philosophy statement; and
· the responsible person on duty at the time.   
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked the [Service Monitoring Report] since the last audit and saw that all document checks had been done including (but not limited to) the: 
· WHS checks;
· [Excursion Consent Form] has been completed for each excursion for each child;
· sign-in and sign-out records were up to date and included signatures (with forms filed for at least 6 months);
· health and wellbeing of the director.
	☐	☐	☐	☐	☐	☐	☐	☐



	Element
	Identified practice/evidence from self-assessment
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

	
	
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met

	
	I asked to view the [Risk Management Plan]and it was up to date. At a minimum the following areas were addressed in relation to the supervision of children:
· for excursions;
· transitioning between outside and inside areas;
· from service vehicles to the premises;
· from an excursion to returning to the services;
· school pick-ups and drop-offs;
· visitors or un-authorised person on premises or near children;
· at the beginning or end of the day or any other time when children of different ages are grouped together;
· for transition periods from one area to another; and
· handover periods between staff.
I spoke to the director about who was responsible for what risks and spoke to those staff to see if they understood their responsibilities.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I spoke to the director and staff to check whether they had read and understood the [Supervision Policy] and completed any relevant training:
☐  Not Applicable
I checked that their training record had been updated in their files.
	☐	☐	☐	☐	☐	☐	☐	☐



	Element
	Identified practice/evidence from self-assessment
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

	
	
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met

	[bookmark: Check99][bookmark: Check98]7.1.3
Roles and responsibilities are clearly defined, and understood, and support effective decision-making and operation of the service.
	I spoke to the director, educational leader and other staff who advised that they could easily access:
· policies, procedures and forms; 
· online training resources.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I spoke with the director and other staff, and they could tell me they had referred to or used the above since the last audit.
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I spoke to the staff, and they confirmed they understood what they were required to do in their role. 
	☐	☐	☐	☐	☐	☐	☐	☐



	Standard 7.2: Effective leadership builds and promotes a positive organisational culture and professional learning community
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

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

	7.2.1
There is an effective self-assessment and quality improvement process in place.
	I checked the feedback log with the director and could see it was updated monthly. Feedback actions were up to date and 80% of the feedback received showed those people providing feedback were satisfied with the response.  
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I went through the sections in the [Improvement Plan] related to the service, and it was updated monthly with all actions satisfactorily completed on-time.  
	☐	☐	☐	☐	☐	☐	☐	☐
	
	The educational leader/director had completed a self-audit of NQS 1 Program and Practise at least quarterly.
☐  Not Applicable
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I checked the following documents were completed and correctly filed:
· [NQS 1 Self-audit Tool]
· [NQS Quarterly Self-audit Tool]
· [Compliance Notification Reports]
· [Service Supervision Reports]
· [Service Monitoring Reports]
· [Educational Leaders Quality Support Schedule]
· [Curriculum Workshop Templates]
	☐	☐	☐	☐	☐	☐	☐	☐
	7.2.2
The educational leader is supported and leads the development and implementation of the educational program and assessment and planning cycle.
	I checked the [Educational Leaders Quality Support Schedule] with the educational leader and could see it was updated monthly and completed as required.
☐  Not Applicable
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I asked the director and educational leader to show me the completed [Curriculum Workshop/staff meeting minutes] and could see they were completed correctly.
☐  Not Applicable
	☐	☐	☐	☐	☐	☐	☐	☐



	Element
	Identified practice/evidence from self-assessment
	Jan-March Term 1
	April-June
Term 2
	July-Sept
Term 3
	Oct-Dec
Term 4

	
	
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met
	Met
	Not Met

	
	I checked the NQS 1 Program and Practice Self-audit Tool with the educational leader and could see it was being updated at least quarterly.
☐  Not Applicable 
	☐	☐	☐	☐	☐	☐	☐	☐
	
	I spent time with the educational leader and/or the director to: 
· review the room programs and project plan documentation and was satisfied with the quality.
· I reviewed random samples of children’s files and was satisfied they were up to date and of a good standard.
	☐	☐	☐	☐	☐	☐	☐	☐
	7.2.3 Educators, coordinators and staff members’ performance is regularly evaluated and individual plans are in place to support learning and development.
	Educators, co-ordinators, and staff members’ performance is regularly evaluated, and individual plans are in place to support learning and development is included in 2.2.3.
	☐	☐	☐	☐	☐	☐	☐	☐
	Exceeding theme:
Practice is embedded in service operations
	I checked the director is attending monthly external coaching to support leadership and management competencies.
☐  Not Applicable
	☐	☐	☐	☐	☐	☐	☐	☐
	Exceeding theme:
Practice is embedded in service operations
	I met with the educational leader who could show me their [Educational Leaders Quality Support Schedule] is up to date and that the educational leader is meeting the requirements.
	
	
	
	
	
	
	
	

	Exceeding theme:
Practice is informed by critical reflection
	The documentation associated with [Program and Practise Policy] all show that critical reflection is embedded practise that informs the program and practice at the service. Decisions from critical reflections that require actions were logged and actioned.
	☐	☐	☐	☐	☐	☐	☐	☐
	Exceeding theme: 
Practice is informed by meaningful engagement with families and/or the community
	I viewed the feedback log and could identify feedback about the leadership and management of the service actioned and customer satisfaction sought about the response. 
	☐	☐	☐	☐	☐	☐	☐	☐




Practice Examples

	Standard
	January – March
	April - June
	July - September
	October - December

	Area 1 – Educational Program and Practice

	1.1
	
	
	
	

	1.2
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	2.1
	
	
	
	

	2.2
	
	
	
	

	Area 3 – Physical environment

	3.1
	
	
	
	

	3.2
	
	
	
	

	Area 4 – Staffing arrangements

	4.1
	
	
	
	

	4.2
	
	
	
	

	Area 5: Relationships with children

	5.1
	
	
	
	

	5.2
	
	
	
	

	Area 6 – Collaborative partnerships with families and communities

	6.1
	
	
	
	

	6.2
	
	
	
	

	Area 7 - Governance and leadership

	7.1
	
	
	
	

	7.2
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