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CHCPOL002
Develop and implement policy


Workplace Assessment Task


Unit Purpose
The assessment tasks within this unit provide you with the opportunity to demonstrate evidence of the knowledge and skills required to research, develop and implement new policy initiatives in the workplace.

Elements 
The following elements define the essential outcomes for this unit:
· Element 1 Research new policy initiatives
· Element 2 Draft policies
· Element 3 Test draft policies
· Element 4 Develop policy proposals
· Element 5 Implement and review policies

Assessment Requirements
· 001: Developing draft policy
· 002: Consultation and review of policy






Required Readings
To complete this unit of competency you are required to access the following key resources.
Textbook
· Kearns, K. (2014). The Business of Child Care: Working in Early Childhood Education and Care Series (3rd ed.). Victoria: Cengage Learning Australia. 

Additional readings
· Professional Support Co-ordinators Alliance and Department of Education, Employment and Workplace Relations. 
Child Care Staff: Learning and growing through professional development.
· Children’s Services Central.
Effective policy development.
· Early Learning Association Australia. 
Performance evaluation and development planning

Assessment Instructions
Students are required to provide appropriate responses to the indicated questions.
Assessment Outcomes
The Early Childhood Education and Care training packages are vocational qualifications that are competency based. For each assessment undertaken you will be assessed as Satisfactory, Not Yet Satisfactory or Incomplete. Where students are assessed as ‘Not Yet Satisfactory’ or ‘Incomplete’ the trainer/assessor will provide the student with feedback and guidance regarding what needs to be completed for resubmission. 
Student Appeals
Students have the right to appeal an unfavourable decision or finding during assessment. All student appeals must be made in writing using the FRM01 Complaints and Appeals Form and specify the particulars of the decision or finding in dispute. Appeals must be lodged within 28 days of the decision or finding and will be responded to within 14 working days.




001 Developing draft policy
CHCPOL002 Develop and implement policy
Element 1 Research new policy initiatives
Element 2 Draft policies
Element 3 Test draft policies
Element 4 Develop policy proposals
Element 5 Implement and review policies
Performance Evidence
Knowledge Evidence

Activity 1
To complete this task refer to (pp. 27-35) of your textbook ‘The Business of Child Care’ and your readings:
· Effective policy development.
· Child Care Staff: Learning and growing through professional development.
· Performance evaluation and development planning (3).
















This activity requires you to develop a draft policy for professional development in an early childhood service. 

	Draft Policy Development Template

	Policy Title: Professional Development Policy

	1. Define the issue or need 

	Why is professional development necessary in early childhood? Include links to the National Quality Standard, the Early Years Learning Framework and the Code of Ethics.
It is important because it allows them to share and remain current in the field. It helps develops and expand skills and knowledge. It delivers benefit to the individual and their profession. The educators of early childhood have a deeper understanding of child development, so they provide a richer educational experience for all. One of the key practice for learning environment is provided by EYLF and NAQS connects to all the areas of the learning standards.







	How does professional development support staff retention?
The people who already have some professional education are more reliable to the organization. Participating in afterschool programs is beneficial for the student’s academic development and social adjustment. Different programs are settled to enhance staff retention. By lowering the staff-to-student ratio helps in reducing stress on staff members. A strategy to improve site coordinators can also provide verbal feedback. Providing a climate of openness, collaboration and teamwork can also be helpful in staff retention.

















	2. Research information

	Define professional development in early childhood.
The learning and support activities that are designed to prepare an individual for work on behalf of young children and families is professional development in childhood. It also supports the ongoing experience of the work. It also promotes training and education for early childhood practitioners. It is a wide variety of training and advanced professional learning to help the administrators.
 




	Provide (at least two) web addresses and summary of content for each website used as references/research on EC professional development (ensuring they are current, relevant, reflect national/international trends).
https://www.eclearningil.org/
This website supports the best practice of education in early childhood with different but professional development workshops, resources and information. It also promotes high-quality outcomes for young children and their families. It also supports different Webinar to meet the professional learning needs.
https://www.education.vic.gov.au/childhood/professionals/profdev/Pages/default.aspx
This website supports the scholarships and opportunities for professional development. They have illustrated the additional needs for the children, their health and well-being, leadership and education in early years. Different conferences and information are provided on early childhood industry forums. Different tools and courses are provided to improve professional practice.




	Identify the principles of adult learning and comment on the importance of the professional development provided to EC staff meeting the principles of adult learning.
The principles of adult learning are based on motivation and support, active learning, two-way communication and feedback and reinforcement. Moreover, they are goal and relevancy oriented and have a foundation of experience and knowledge. The structure of different teaching organization has been modified for the development of early childhood development. The changes are implemented mainly in the departments of employment, education and training which is a central role for professional development.






	List five professional development topics relevant to EC educators.
1. NQF- National Quality Framework
2. Policies
3. EYLF- Early Years Learning Framework
4. Guiding Children Behaviour
5. Administration




	List two professional development topics relevant to EC ancillary staff, for example, the cook or administrative assistant.
1. Health and Safety
2. Basic First Aid




	Professional development is determined on an individual basis based on strengths, areas for improvement, interests and goals. Typically a staff appraisal/performance evaluation form is used. 
Research and attach a copy of an appraisal/performance form or design one of your own relevant to the early childhood profession.
□ Form attached.

	3. Determine the scope (goal) of the policy

	Policy Objective:
To facilitate relevant professional development for each staff member based on an annual appraisal/performance review focused on individual goals based on strengths, areas for improvement and interests.


	4. Prepare a draft policy.
Using the provided policy objective and the information from points 1 & 2 complete the following sections to develop a draft professional development policy.

	Rationale:
A summary of the significant points from research
The need for professional development in early childhood is discussed. The important elements for staff retention in professional development are illustrated. Professional development in early childhood is defined with the two common websites and their summary. Relevant topics of professional development to early childhood and EC ancillary staff are listed. In the end, an attachment of staff performance appraisal is posted.


	Procedures: 
Define the policy procedure considering: types of training, methods of training, mandatory/compliance related training, budget, scheduling and timing, number of training sessions staff are expected to attend annually, reporting back to team on knowledge/skills gained from PD, recording of professional development attended, individual plans related to appraisal/performance review, other relevant points.

The organization need to organize two types of training, Mandatory and Statutory. Mandatory training goals are to achieve the trust of the staff so that they remain competent and Statutory training deals with the courses and programs that can be applied to all staff. The training program can cost at least $1500, and they should be scheduled once a year. A large staff becomes non-compliant across any of the mandatory training requirements. It will be provided on months’ notice. The trainees have to report back the skills and knowledge they gained from the session, or they can also provide the recordings of the attended session of professional development. An annual appraisal plan should be conducted for every staff of the member.
























	5. Review of the draft policy

	List the stakeholders that you would consult with regarding the professional development policy.

Supporters
Staff and Volunteers
Service users or beneficiaries
Management Committee members






	List the ways that the draft policy could be disseminated to the stakeholders. 

1. Identify the stakeholder.
2. The strategy should be based on sound understanding of stakeholders.
3. Use the BRAID strategy to disseminate the stakeholders.
4. Use the engagement strategies to spread the stakeholders.






	Supervisor name:
	Supervisor signature:
	Date:
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Activity 1

This activity requires you to engage in a consultation process with stakeholders on the draft policy for professional development in an early childhood service. This activity has three parts.
Part A.
You are required to consult with two stakeholder groups:
i. The Director, Workplace Supervisor or Manager of the service to source feedback on the research, content and format of the draft professional development policy. Discussion on the consultation process, the review process for policies, ratification/approval process for policies, advising on policy changes in a timely manner, implementation issues and monitoring the implementation of the policy.
ii. At least two educators to source feedback on the relevance of your research and the identified professional development needs.
Part B.
When you have completed the consultation process, you are required to analyse the findings and write a report on the outcomes.
Part C.
You are required to modify the draft professional development policy according to the outcomes of the consultation and develop a proposed plan for the implementation and review of the revised policy.





	Workplace Task 002 – Part A (i).
Stakeholder Consultation - Management

	Service Name:
	
	Student Name:
	

	Comment provided by:
Name:
	Position/role at service:
Date:

	Please review the students draft professional development policy and provide feedback on the following points. The student will use the feedback to modify the draft policy as required.

	How does the policy reflect current best practice/ legislation or industry standards? Suggestions to improve/extend, more relevant sources.
The main motive of policy and procedures is to support the foundation of quality practice. The guidelines of the policy should be simple and can be implemented in the daily practice. The abilities and the strengths of staff should be overlooked. The policy and related practices should be tested and reviewed. 

	How does the policy meet stakeholder (educators) needs? Suggestions to improve/extend.
The policy and the strategic plan should be relevant. The education department should be coordinated. A plan and policy should be communicated with the sector employees and other educational stakeholders. The strategies like SHN/HIV should be developed. The activities related to the strategies should be coordinated at the national and regional levels.


	Is the procedure for implementation of the policy attainable, suitable and relevant? Suggestions to improve/extend.
Yes, the procedure can be easily implemented using these policies. Moreover, by consulting, tailoring the policy, defining the obligations and making the policy realistic can be used to improve the procedure.

	Identify and describe any ambiguities, concerns or issues in relation to the implementation of this policy.
 Issues that usually occurs are the lack of uniformity in the implementation of ECD policy. Moreover, this results in the inconsistency of professionally qualified caregivers or teachers, resources and curriculum.


	What, if any, changes could be made to improve this policy? (E.g. is the document written in plain English? Does it include clear steps or directions?).
This issue can be solved by changing the policy slightly. The requirement for crucial caregivers, resources and curriculum can be provided by organizing a set of teachers that can fulfil all the needed requirements.





	Workplace Task 002 – Part A (i)
Stakeholder Consultation - Management

	Service Name:
	
	Student Name:
	

	In consultation with your director, workplace supervisor or manager access a copy of the services Professional Development policy and answer the following questions.

	Describe the consultation process for the review of policies. 
All the stakeholders are informed through an email, the time, dates and the policies of the meetings. Discuss with other team members to see if they hold similar views.



	Describe the ratification/approval process for policies.
1. Policies are identified.
2. The person who takes responsibility is identified.
3. Information is gathered, and the draft policy is organized.
4. Consult the stakeholders and then finalize the policy.
5. The ending process requires implementations.




	Describe how the stakeholders are advised of any policy changes in a timely manner.
[bookmark: _GoBack]They can be informed through emails, notices, newsletters and phone calls.



	Comment on how the professional development policy is implemented.
They can be implemented by maintaining a strong workplace culture and commitment to the people.




	Comment on any implementation issues related to the professional development policy (consider budget allocations/funding, time available, privacy/confidentiality, resources etc.).
Uneven teacher skill sets, lack of planning and logistic, increase in the cost, time to properly train and support and transferring knowledge to sustained and improve practice are major issues. 






	Other comments.
These issues are really challenging and need to be addressed. A different policy can be defined in this aspect. Different strategies can also be implemented to recover these needs.



	Supervisor name:


	Supervisor signature:
	Date:


	Workplace Task 002 – Part A (ii) 
Stakeholder Consultation - Educator
Provide a copy of your Draft Professional Development Policy and the Professional Development Survey to at least two educators to source feedback on the relevance of your research and identified professional development needs.

	Professional Development Survey
This survey is being undertaken as part of my studies. It would be appreciated if you could take 5-10 minutes to complete the survey and return it to me. All responses will be treated as anonymous. Thank you for your cooperation and participation.

	1. Have you undertaken any of the following professional development in the last 6 months? (please tick)  
 Webinars/online forums or discussions    Workshops   Conferences    Networking   
 Professional reading     Other___________________________________________

	2. What type of professional development do you most prefer? Number in order of preference 1-6.
 Webinars/online forums or discussions    Workshops   Conferences    Networking   
 Professional reading     Other____________________________________________

	3. What topics or areas of professional development are of most interest to you? (please state)
The most interesting topic is leading change in which a series of professional learning is designed with the needs of building office leadership in mind.



	4. What do you consider to be your key areas of knowledge and strengths as an educator?
· Strong communication skills
· Knowledge of the subject
· Personal experience
· Professional experience



	5. What key areas of knowledge and/or skills do you feel that professional development would be of benefit to you?
Professional experience and strong communication skills can be a benefit for professional development. Communication skills help to explain material to students clearly, and professional experience helps in delivering.

	6. What resources would best support your professional development needs?
· Research
· Job assignments
· Improve job performance
· Skill-based training



	7. Do you feel the professional development you undertake reflects the culture, values and objectives of the service? Comment on how/why.
Yes, professional development reflects the culture, objectives and values of the service. The important elements that reflect these aspects are a corporate culture that reflects the vision and the model behaviour in the team members by setting the rules.









	8. How is your professional development planned? For example from appraisal/performance review, mandatory/compliance training, goal setting from strengths, interests and/or areas of development. Describe the procedure involved.

· Upgrading the personal skills
· Planning a career trajectory timeline
· Setting goals for the future professional development
· Deciding a proper strategy










	Workplace Assessment Task 002 – Part B
When you have completed the consultation process, you are required to analyse the findings and write a report on the outcomes.

	Consultation outcomes summary

	The consultation was undertaken by planning policies and law for the possible professional development. Then the timing and place of the consultation process are analysed by telephone survey, online survey and council workshops. The people who participated in the consultation process disturb the planning and the decision-making process. Many people thought that there was insufficient enforcement of planning, suggested and outcomes. The mixed views on the decision-making process were presented. The people who participated in the workshops were acknowledged by stakeholders that there are positive elements of the planning system.



































	Workplace Assessment Task 002 – Part C
You are required to modify the draft professional development policy according to the outcomes of the consultation and develop a proposed plan for the implementation and review of the revised policy.

	Revised Professional Development Policy

	Policy Objective:
To facilitate relevant professional development for each staff member based on an annual appraisal/performance review focused on individual goals based on strengths, areas for improvement and interests.


	Rationale:
· Staff development 
· An operational model for staff development
· Important considerations in implementing the programs for adult learners
· Improving the evaluation process






	Procedures: 
· Provide the recognition of developments
· Provide valuable information to make the job more productive
· Establishing an understanding of duties
· Focusing on the specific projects and goals
· The concern of employees to become more productive
· Training the employee's career aspirations
· Opportunity to focus on specific goals



























	Comment on how you would have the final draft policy endorsed/ratified.
Requirements for the minor amendments like job titles can be ratified by the Chair of the Committee through Chairman’s action. Moreover, the consultation of directorate pharmacist is also important for management.





	Comment on how the policy would be implemented.
The very first thing is to configure is the settings needed to be apply. The second task is to review the procedure to apply these settings. 






	Comment on how the policy would be reviewed. 
Looking the administrative policies in depth and determining if it is still needed or it can be combined with another one. Also determining the purpose and goals of the policy and consulting with key constituents.




	Supervisor Name:


	Supervisor Signature:
	Date:
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